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INTRODUCTION AND OVERVIEW

- COURSE OUTCOME:

As a result of taking the Spotlight on Change program, the participant
better understands herself, her skills, her goals, and her community as
they relate to finding work. She applies the Essential Skills required for
work, learning and life to enact change and to move closer to her
employment goals.

- INTRODUCTION

Welcome to Spotlight on Change! We are delighted to offer this
Essential Skills training program for women aged forty plus who are
seeking employment. This manual is written for the facilitator, and it
outlines the learning progressions, women-centred activities, and
hands-on worksheets for the course participants.

Older women, especially immigrants, experience higher rates of
unemployment than the general population. Often they are challenged
in their job search by a lack of formal education and low literacy. In
response to the economic climate and needs voiced within our own
community, we developed a curriculum for older women who are low-
skilled and unemployed. The program is designed to help participants
increase their Essential Skills and their confidence so that they can build
employability skills.

We field-tested Spotlight on Change within and outside our
community, in group and one-to-one settings, with immigrant and non-
immigrant women, and have listened intently to the feedback. The
participants have told us how vital it is to have curriculum directly
based on the needs of older learners, that honours how women learn,
and acknowledges the challenges they face when seeking employment.

INTRODUCTION AND OVERVIEW
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Many of the women had participated in other employment training
sessions that included both males and females, and a large “catch-
basin” of people at various ages and life-stages. They felt lost and
dissatisfied, and their lack of comfort and success underscores the need
for a different approach.

We’ve chosen to start and end the units with participant quotations, so
you can read what the women had to say in their own words. They
speak to the needs and challenges facing older women workers much
better than we could (as authors of the Spotlight on Change program).
We’ve also included tips and comments from facilitators and
participants about specific activities and program content — what
worked from their perspectives and suggestions for delivery.

As a result of participation in Spotlight on Change, it is our hope and
intent that each woman will better understand herself — and her unique
blend of skills, strengths, needs and interests as they relate to finding
work. It is also our aim that each woman better understands her
community, its unique makeup, employment needs, and the
opportunities it offers her specifically.

Does Spotlight on Change promise the participant she will find
employment at the end of the course? No, it can’t do that. Neither can
you as the facilitator. The program isn’t designed as a job-search or job-
training program. What we can promise is that each woman will
explore Essential Skills for work, learning and life, and move closer to
her employment goals. She will gain a clearer understanding of the job
she wants, and how she will get it. She will make decisions based on
what is best for her in consideration of her skills, interests, and life
situation, and will formulate these decisions into an Action Plan. And
she’ll do all that within a supportive environment.

The curriculum is written to help you, the facilitator, guide participants
as they take steps towards their future and gain the self-awareness and

community awareness to make employment decisions that are a best-fit
for their individual situation.

INTRODUCTION AND OVERVIEW
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HOW SPOTLIGHT ON CHANGE IS ORGANIZED

The curriculum consists of two main modules, each consisting of eight
units, and a third wrap-up section consisting of one unit. Here’s the
breakdown:

Module One: Exploring Myself
Module Two: Exploring My Community
Creating My Action Plan: Exploring My Future

The content has been developed to encourage the participant to first
look inward to discover her strengths and interests, to explore her past
experiences, and to acknowledge and overcome her challenges and
barriers.

Next, the content provides the opportunity for each woman to look
outward to explore her community to gain a better understanding of
the resources and opportunities she can find there and the support
available to her. It is designed to help her examine the employment
landscape where she lives, and explore her skills and interests in light
of her discoveries.

In the final section, the participants will look forward using the skills
and knowledge they have gained as a result of their participation in the
learning activities to develop an Action Plan for the future. This is an
extremely important part of the program as it encourages participants
to synthesize what they’ve learned about themselves and their
community to enact change in their lives.

Each woman is also asked to initiate a step of her choice from her
Action Plan with the support of the facilitator and her peers. This is
crucial in helping the individual make a successful transition from the
Spotlight on Change program towards her plans for the future. For
example, a participant might:

Apply for an apprenticeship program or other learning or
training opportunity.

Visit a college and talk to a counsellor about enrolling.

INTRODUCTION AND OVERVIEW



Page |6 SPOTLIGHT ON CHANGE

Search job banks and apply for a job in the field she has chosen.

Improve a specific Essential Skill area required by her occupation
choice by completing related learning activities.

Write a résumeé.

The seventeen units that make up the two modules and the Action Plan
are all organised in the same manner with a consistent layout:

A unit outcome

The Essential Skills for work, learning and life that the women
will be practising while participating in the unit activities

Resources and websites that supplement the key learning of each
unit

Get Ready activity for the participant to help prepare for the unit

Get Ready activity for the facilitator to help you think about the
unit’s content from the perspective of the learners, that is, to
apply to your own life some of the thinking that you’ll be asking
the participants to do

Suggestions and tips for facilitation and delivery of the unit
Activities to present the core content
Participant worksheets that correspond to the activities

Follow-up activities that are suggested if time and participant
interest permits

Learning Journal and Portfolio ideas

Wrap-up discussion including gathering feedback

INTRODUCTION AND OVERVIEW
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PARTICIPANT WORKSHEETS

Approximately seventy participant worksheets and handouts have
been embedded into the manual, along with Action Plan worksheets in
the final sections. We’ve put these worksheets in close proximity to the
related activity for your ease of reference. For ease of printing, we’ve
also gathered the participant worksheets together in one document.
You can find the participant worksheets on the Project READ website
or on the memory stick you have received.

You are welcome to print the worksheets for use in Spotlight for
Change sessions. We ask that you respect the copyright of the original
creators of excerpted portions as stated on the worksheet or on their
website, and credit/use their work accordingly. We have made
concerted efforts to locate permissions and cite references, and urge you
to contact us if we have made omissions. Where no source is cited,
Project READ Literacy Network is the copyright holder and has created
the materials.

Two learning tools have been incorporated into the content. These
include a Learning Journal and a Portfolio. The Learning Journal, in
particular, was a favourite with field-test participants and we
encourage you to make it part of your sessions. We have also provided
computer options, and encourage you to provide computer
opportunities for participants as part of their learning.

THE SPOTLIGHT ON CHANGE APPROACH

While the goal of the project was to create curriculum, we have not
created a lock-step process. Rather, we’ve provided suggestions and
approaches to learning. The program promotes an approach that is
flexible and easily adaptable to a variety of settings.

While we’ve built flexibility into the curriculum in terms of timelines,
setting, and the number and choice of activities to use, there are other
aspects that are not negotiable. These are the cornerstones of the
Spotlight on Change program, and are integral to your delivery and
facilitation in order to meet the needs of the target group.

INTRODUCTION AND OVERVIEW
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These cornerstones include:

Culturally sensitive: The program honours and draws upon the
background of the women. It explores and values their needs,
challenges, and experiences in making the transition from where
they are now to where they want to be in the future.

Age and life-stage relevant: The program focuses upon the
perspectives and issues of women seeking to gain or strengthen
employability skills at mid-life. As such, it is rooted in the
principles of adult education. This means it is based in the needs
of the individual woman learner, it is participatory, it draws upon
her experiences, skills and knowledge to construct new learning
and, it supports her so she can take ownership of her plans for
the future.

Linked to Essential Skills: The program focuses upon the
Essential Skills needed for work, learning and life and
specifically, the combination of skills that will help women see
how they can make employment-related transitions based on
individualized goals. Each participant initiates change in her life
in ways important to her. The curriculum has been designed to
accommodate participants with low literacy proficiency, and its
associated lack of confidence. It encourages women with higher
skill levels to help those who are struggling.

Woman-centred and gender-based: The program respects and is
firmly situated within the perspectives and “ways of
knowing/learning” of women, while at the same time
recognizing and making room for individual differences. Ideas
for delivery are offered below, based on our research about how
women learn.

We’ve also structured the learning environment to respect the
principles of adult education and we promote a level of interaction
between the women that may not be found in other curriculum. To do
this we used the following set of guiding principles.

INTRODUCTION AND OVERVIEW
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Cooperative and collaborative learning - we have provided situations
and activities that promote opportunities for the women to interact,
work together to solve problems and make decisions, and learn from
each other. We have set up the activities so that the sharing of ideas and
experiences is facilitated through small groups and partnering.

Group discussion and conversation is an embedded learning strategy.
Reaching a ‘single/absolute answer’ isn’t the primary goal, rather the
expression of opinions and ideas through the exploration of the issue at
hand, and the building of communication skills and self-confidence is
valued more highly.

Opportunities for mentoring play a key role in all the activities and
interactions. It is this interaction between a more experienced person
and a less experienced person that will provide all the participants with
additional opportunities for learning and growing.

The activities are learner-centred and participatory. They have been
designed so that you, as the facilitator, act as a guide and “mid-wife” to
the women’s thinking/learning. Each opportunity for learning is clearly
centred on individual and group needs so that the participants take
responsibility for, and influence, the planning and delivery of lessons
and content.

There is a great deal of knowledge and experience in the community.
In several of the units we suggest that you create opportunities for the
women to learn from and interact with women in the community who
have found success in work. This interaction takes the form of guest
speakers, panel discussions, job-shadowing, mentoring, networking,
volunteer placements and field trips.

Learning from women from the community helps to ensure that the
context is real — that the activities and learning are situated in applied
contexts. This will help to create personal connections to what is being
learned and why: “How does this relate to my life, and benefit me in a
concrete, useful and real way?” Using narratives such as case studies,
learning journals, portfolios, role-playing, first-person stories and
examples, and true-life articles and accounts (on-line & print media)
also provide a powerful opportunity to make the context real and
relevant.

INTRODUCTION AND OVERVIEW
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Drawing upon the participants’ experiences and helping them apply
critical reflection to create meaning and knowledge fosters a cyclical
learning process that employs experience-reflection-experience to
integrate what is learned back into real-life situations. Critical
reflection, as an ongoing approach to learning, will help to enact change
(transformative learning), and to develop metacognitive (learning how
to learn) skills.

Above all, the curriculum, and our approach to it, is holistic.
Acknowledging the importance of relationships, connectedness, caring
and “feeling” to how women learn will provide a learning environment
that is safe emotionally as well as physically. Choosing activities that
position learning to the whole-person and the multi-faceted nature of
the individual will ensure that “Women’s voices are not gender related,
but also rooted in class, race, age, sexual orientation, and family status.”
(Cafferella, 1992).

MORE ABOUT ESSENTIAL SKILLS

Human Resources and Skills Development Canada (HRSDC) define
Essential Skills as “the skills needed for work, learning and life.” They
consider these skills to be the foundational skills for all other learning
and needed to “enable people to evolve with their jobs and adapt to
workplace change.”

More and more employers understand and use Essential SKills. It is
becoming a common language for both employers and employees. By
linking the Essential Skills to the activities in Spotlight for Change we
can assist participants to not only become familiar with the language,
but also give them a way to see the skills they already have in a new
way. This new understanding builds confidence as well as helping the
participant discover employment areas that correspond with her
interests and skill strengths.

There are many useful resources and tools available online from the
HRSDC Essential Skills website, and it is worthwhile to become
familiar with the site, especially when it comes time for participants to
explore the Essential Skills required for the employment opportunities
in which they are interested.

INTRODUCTION AND OVERVIEW
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Nine Essential Skills have been identified, and considerable work has
been done to link the Essential Skills to nearly every occupation.

1.

© o N o 0 &~ D

Reading Text
Document Use
Numeracy

Writing

Oral Communication
Working With Others
Computer Use
Thinking Skills

Continuous Learning

Thinking skills are divided into six different types of cognitive
functions:

Problem solving

Decision making

Critical thinking

Job task planning and organizing
Significant use of memory

Finding information.

Numeracy has also been divided into a number of subsets. For more
information about numeracy visit HRSDC’s website:
www.hrsdc.gc.caZeng/workplaceskills/oles/olesindex_en.shtml.

INTRODUCTION AND OVERVIEW
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ASSESSMENT

The field test sites that facilitated Spotlight on Change with groups of
women (approximately ten participants per group) were required to
use formal pre- and post testing assessment as “bookends” to the
program. The assessment tool chosen for this was the PDQ developed
by Educational Testing Service. PDQ is a full-length, on-line assessment
that consists of a short set of background questions plus three sets of
Prose, Document and Quantitative Essential Skill tasks (hence PDQ).

This assessment can be used to provide a profile of an individual’s
literacy skill or to determine whether skills have improved over time as
the result of some intervention. The scores, reflective of the 500 point
International Adult Literacy Survey levels across five levels of literacy
proficiency, describe an individual’s strengths and weaknesses with
respect to the types of literacy tasks they can perform.

PDQ is not recommended for individuals who are ESL, but neither are
other Essential Skill assessments. However, the results from a pre- and
post assessment should still show an improvement with intervention.
What makes this assessment feel less intimidating is that it is not timed.
Instead, individuals can work at their own pace within a reasonable
period of time, a valuable approach to the women in this target group.

Both groups in our field test showed marked improvement in their
PDQ test scores across the board. We found that although the Spotlight
on Change program wasn’t designed to directly focus on increasing
literacy-related skills, this is exactly what happened. The women’s
confidence levels with language and the Essential Skills grew as they
used these skills within a supportive group to explore their strengths
and needs, and learned about the Essential Skills embedded in the jobs
that they choose to pursue as a result of their work in the program.

It is not necessary to do formal pre- and post skills assessment to offer
the Spotlight on Change program, although our experiences doing so
were positive for the participants, and we would recommend it. As
with any learning program, regardless of the assessment tools you
choose, you will want to establish a baseline for the participant’s skills
at the start so that she can see her progress, and can better understand
her strengths and needs as these relate to finding employment.

INTRODUCTION AND OVERVIEW
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TIMELINES AND GROUPINGS

Spotlight on Change is designed to be adaptable and flexible. We field-
tested the curriculum with two groups that met for about a ten-week
period, five days a week, three hours a day. One group met within a
college setting, and another within a community-based agency setting.
We also field-tested the program with smaller groups and one-to-one
tutoring matches, asking facilitators to incorporate activities from the
curriculum into their teaching sessions.

We found that the curriculum is adaptable to a variety of settings and
timelines. You are invited to use the Spotlight on Change materials in
the ways that best suit the group of women you are serving. This means
you may choose to run the whole program from start to end as it is
presented, or select specific activities and units in support of your
regular learning sessions and programs.

We did not assign overall time guidelines to the Spotlight on Change
program as a whole, nor to specific activities. We found that the length
of many of the activities were dependent upon the skills and interests of
the women in the group. Discussions lasted a lot longer in many cases
than the facilitators had thought they would, as the women shared and
learned from each other, and expressed their emotions and experiences.
This “sharing time” was instrumental to the success of the program,
and the learning of the women.

Both of the larger field-test groups completed the program in its
entirety in an eight to ten week time span, meeting approximately
twelve to fifteen hours a week. In general, Module One: Exploring My
Self took about three to four weeks to complete. Module Two: Exploring
My Community took four to five weeks, and the final piece, Creating My
Action Plan: Exploring My Future, about a week. We’ve purposely
provided a wide range and choice of activities — core activities as well
as follow-up activities — from which you may select to suit the learners’
needs and your program’s timelines.

INTRODUCTION AND OVERVIEW
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FEEDBACK

We’ve included the evaluation form that we asked participants to fill
out at the end of each unit during the field-testing stage. This provided
us with the feedback we used to revise the curriculum. You may wish
to use it during your delivery of Spotlight on Change.

Gathering feedback and encouraging participants to express their
opinions, and thereby shape the delivery and content of the program, is
essential. It is important that you provide plenty of opportunities for
both oral and written feedback, expressed both as part of the group and
individually.

We hope you enjoy facilitating Spotlight on Change, and that it is a
positive and life changing experience for the women who participate.
We welcome your feedback, ideas and questions. You can contact us
through Project READ Literacy Network, Waterloo-Wellington
(Ontario), www.projectread.ca.
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PARTICIPATION EVALUATION

Please tell us what you thought about the work that you did in this unit.

1. What was a positive message in the unit for you?

2. Was there anything you would have liked to learn more about? If yes, what
would that be?

3. How would you rate the activities that you did? (Circle one)

Very useful Useful Not very useful Not useful at all

4. What 3 things did you like the most about the unit?
1.

2.

3.

5. What 3 things did you like least about the unit?
1.

2.

3.

6. Which ideas or statements really made you think during the unit?

INTRODUCTION AND OVERVIEW
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7. Is there something that you will do differently as a result of this unit? If yes, what
will that be?
8. Is there anything else you’d like to say about this unit?

INTRODUCTION AND OVERVIEW
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GETTING TO KNOW EACH OTHER

“It was very helpful to hear how other woman within my own age thought,
felt and dealt with circumstances in their lives. In the act of observing my
classmates, in hearing what they had to say, | was able to change my
perspective on many things. My emotions and feelings regarding my own
situation and my experience began to make room to take in a new way of seeing
myself, and this is exactly what | needed to move forward.”

~ Spotlight on Change Participant

- UNIT OUTCOME

As a result of this unit, the participant is introduced to other women in
the group. She understands how they will work together to support
each other in pursuing their employment goals. She feels comfortable
(or more comfortable) with her participation within the group, and is
clearer on the purpose of the program.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential Skills:
Oral Communication
Writing
Working with Others
Continuous Learning

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
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inspire your planning and to help you view the unit from the
perspective of the participants.

Before working with the information and activities in the unit, reflect
upon these situations and questions:

Identify an event where you moved outside your comfort zone, such
as attending a group with people you didn’t know. What
emotions did you feel? Was there anything you did, or someone
else did (such as a group leader) that made you feel more
comfortable or less comfortable?

If you could have your ideal job, what would it be? Is this ideal job
more suited to you than your current job? How?

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

If you could have any job at all, without any obstacles standing in
your way, what would it be? What is it about the job that appeals
to you?

- REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.

Service Canada ~ www.servicecanada.gc.ca.
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Service Canada Employment Services For You ~ Visit the
Service Canada website, and follow the menu link for
Employment to reach the web page.

Human Resources and Skills Development Canada (HRSDC) ~
Visit the home page at www.hrsdc.gc.ca and follow the menu
link to the Essential SKills web pages, or access
www.hrsdc.gc.caZessentialskills.

A variety of employment-related

information is available on these _ e .
web pages. You will benefit from _ Insights & Tips

exploring the sites to find web
pages that provide information
specific to the needs of the

“It helped to list the websites on the
i whiteboard for easy reference.”

participant. Depending upon her “The women | worked with preferred
t dl /lit i staying at tables, but positioned the
computer and language/literacy : tables close to each other.”

skill, the participant will also ~ Field-test facilitators
benefit from checking out the site ' :
to become familiar with what it
may offer her.

Make the setting inviting — a circle arrangement of chairs is
inclusive, encourages conversation and sharing, and aids sight
and hearing.

Present yourself as a guide. Encourage the women to learn from
each other and from other sources, as well as from you. Help
them become independent learners, gaining confidence in their
own abilities to carry out their job search.

Participate in the activities. The women will sense and appreciate
your authenticity. Your sharing will serve as a model for how
they might participate.
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" GETTING STARTED

The purpose of this segment is to introduce the women to each other.
Here are some ideas for doing that — you, as the facilitator, may have
other ideas.

1. Welcome participants. Introduce yourself. Ask each woman to
introduce herself to the person sitting on one side of her, then the
other, so that each woman will know the names of three people
from the start — you, and two peers. Explain the locations of the
washrooms, the basic agenda for the day such as break and
lunch, and other information that is important to know from the
start. Focus on building relationships and a friendly atmosphere.

2. Give out blank nametags. Ask each woman to write her name on a
nametag and put it on. Pair participants. Here’s one way: Have
participants “number off,” and pair up with the person with the
same number. For example, if you have 8 participants, the
numbering will be 1, 2, 3, 4; 1, 2, 3, 4. The two 1s get together, the
two 2s, etc.

3. Have each pair sit down and chat until they discover two things they
have in common — maybe they are mothers of teenagers or grown
children, or their aged parents live with them, or they belong to a
common religious or cultural group, have a similar country of
origin, or have been recently laid-off.

4. Write on a flip chart the words: “We share....”
Return to the bigger circle. In turn, each woman introduces
herself, tells who she was partnered with, and what they have in
common by completing the sentence: “We share...” Record the

commonalities on flip chart.
Insights & Tips I

i “Exercises 3 & 4 proved to be great

i icebreakers. We spent almost an hour
i chatting in pairs and with the larger

i group.” :
3 ~Field-test facilitator i
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5. Draw attention to the commonalities. What do most group members
have in common? Relate the commonalities to the program
design and composition: women, age 40+, unemployed and
wanting to find work. Emphasize the women will explore
common ground as part of this course, but also focus on their
own unique needs.

6. Explain the outcome or jche e'nd Insights & Tips

result. Through participation .

in the course, each woman i “Some things shared: loss of our

will gain a better i fathers, swimming, dancing, jealous

understanding of herself — husbands, love of shopping, o’\1/er 40 :

. . : years of age, unemployment. ]

what kind of work suits her, ~ Field-test participants
and what jobs and training ]
are available in her
community. She will create an Action Plan to help her gain the

skills to be ready for the job.

7. Briefly outline how the course will work. Hand out materials that
clarify the basic elements of the course such as schedule, learning
journals and portfolios.

8. Describe the role of learning journals or scrapbooks — for the
participant to learn more about herself. The learning journal or
scrapbook is a tool that will

be used throughout the
program to explore and INSIghts & TIPS et
record thoughts and feelings.  :

Compare the process to a “We provided complimentary pens,

diary. Explain that it is for i paper and journals. The women loved
, i the journals!”

the woman’s personal use, :

and will only be shared with

the facilitator to help them

create plans for the future.

~Field-test facilitator

.............................................................

9. Explain the purpose of the portfolio — to help each woman develop
job-related items that support her personal job search, and that
demonstrate her progress.
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10. Introduce the nine Essential Skills, and briefly relate the topic of
Essential SKills to what the women will learn in the program.
You may wish to review the section “More about Essential
Skills” found in the Introduction or the information about
Essential Skills found in Appendix 2.

11. Collaboratively establish
ground rules of norms for Insights & Tips  J
participation. :

| waited until Day Two to talk about

12. Answer questions from the Essential Skills — it was all too much for
) q : thefirst day... Also, | found it helpful to

group. have each woman research an Essential
: Skill, and report back to the group. |

; , compiled the info into a little package
13. Review the day’s agenda. Use a f ond distributed it.”

flip chart and post the unit ~Field-test facilitator
agenda so the participants ' :
may refer to it. Note that
each unit will follow the same format: 1) Getting ready or
introduction to the topic, 2) Group discussion and group work,
3) Break, 4) Individual work and/or peer work, 5) Wrap-up.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills, her ability to work with others
and her approach to continuous learning. For more information check
out the Essential Skills descriptions provided in Appendix 2.
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|nsights &Tips ................................................................................................ :

Guidelines/Norms Established by one field-test group
: Listen.

One person to speak at a time.

Be on time — call if possible if you will be late.

Turn cell phones to vibrate.

Stay positive.

Respect each other.

What is said in the room stays here.

Parking lot sheet for unfinished business - large sheet with “stickies” to add items.
~Field-test facilitator

Activity 1: Dream Jobs

Introduce the “Getting Ready” question: Dream Job - If you could have
any job at all, without any obstacles standing in your way, what would it be?
Start with yourself. Describe your dream job. Then go around the circle.
Emphasize that there are no wrong answers — no matter how out-of-
reach the job may seem. Make a flip chart list of the dream jobs.

1. Ask participants to reflect (TSI e RET D
about why they’d like thejob

—what makes it a dream job. ! “Some women found it hard to envision

Then go around the circle i adream job being so new to Canada.
i We brainstormed the criteria to

again, starting with yourself. i choosing a job — what is important to ]
Use your answer to model i you-—and then recorded the answerson
the kinds of things group i (chart paper.” :

. ~Field-test facilitator :
members may consider when :

talking about their reasons. i ..eeeeeeeeessssseened
2. Make a list on flip chart paraphrasing/categorizing the answers:
e.g., flexibility, being the boss, helping people, working with
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children or the elderly, job security or benefits, working
outdoors, getting to travel, good pay, the hours, etc. Ask
clarifying questions to help the women examine and
communicate their thoughts.

3. Read the list aloud. What do the items on the list tell group
members about what is important to them in a job? Ask each
woman to pick the top factor on the list for her personally. Then
ask her to pick the least important factor. Share and discuss as a

group.

4. Point out that each person is different, so the right job — or the factors
that make up the right job - will be different for each person. The
task for each woman, and what this course will help to do, is to
identify the right job, or job areas, that suit her.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a document to her portfolio.

Activity 2: My Dream Job

Follow up the group discussion by handing out Worksheet 1. Have the
participant copy the flip chart list to Column A. Next have her fill in
Column B by renumbering or ranking the items on the list according to
her needs and interests - with #1 being the most important factor, #2
being the second most important factor, and so on to the least. Then in
Column C, have the participant rewrite the list in the new order so that
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it better represents initial ideas
about what the individual wants in Insights & Tips ;
ajob. A

“Participants did the worksheet

Gather in small groups. Have each individually and then discussed it in

s i pairs. Some completed it as homework.
v_vomgn share the highlights of her i Some common factors included flexible
list with her peers and talk about i hours, stability, good pay and holidays.”
why she made these choices. ~ Field-test facilitator

Encourage the women to ask
guestions to learn more about each
other.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her skills in terms of document use, writing and working
with others. You may wish to review the Dream Job Worksheet with
each participant and make a note of the Essential Skills you feel it
demonstrates. For more information check out the Essential Skills
descriptions provided in Appendix 2.

Activity 3: Setting Up My Portfolio

Have each woman set up and personalize her portfolio. Revisit the
purpose of the portfolio: to help the individual develop and collect
items that will help in her personal job search, and that show her
improvement and progress towards skills required for the job of her
choice. If you have done Activity 2, then make Worksheet 1 the first
item to be stored in the portfolio.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her skills in terms of document use and writing. You may
wish to review the Dream Job Worksheet with each participant and
make a note of the Essential Skills that it demonstrates for the
individual. For more information check out the Essential Skills
descriptions provided in Appendix 2.
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WORKSHEET 1
My Dream Job

1.  Copy the list from the flip chart you created in class into Column A

2. InColumn B renumber the list according to what is important to you. # 1
would be the thing that is most important to you.

3. When you’ve re-numbered all the items that are important to you, re-
write the list in Column C.

Here’s an example: “flexible hours” is number three on the flip chart but it is
what is most important to me, so | put the number 1 beside it in column B. In
Column C, I've re-written the list so it shows what is most important to me.

Dream Job Worksheet - Example
Column A Column B Column C
list from Flipchart Your needs or Write the list in your new
interests order
1 | Short bus ride 3 1 | Flexible hours
2 | Working alone 2 2 | Working alone
3 | Flexible hours 1 3 | Short bus ride

Turn this page over to use the worksheet. When you are finished put the
worksheet in your portfolio. You may wish to discuss the completed
worksheet with the facilitator.
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DREAM JOB WORKSHEET
Column A Column B ColumnC
list from Flipchart Your needs or Write the list in your
interests order
1 1
2 2
3 3
4 4
5 )
6 6
7 7
8 8
9 9
10 10
11 11
12 12

Why did you make these choices?

When you are finished put the worksheet in your portfolio. You may wish to

discuss the completed worksheet with the facilitator.
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Activity 4: Getting To Know Yourself

Write the following statement on the flipchart and post where it is
easily viewed and read: “The more you know about yourself, the better

prepared you'll be to find a job.”
_ Insights & Tips  JECE
Relate the statement to the previous

discussions and work, where “Good activity! A lot of the women felt
participants spent time getting : they didn’t know themselves very well.”
to know each other. Nowv, each " »

. . : “Apositive activity. The group was very :
woman will spend some time ! encouraging.”
getting to know herself. ~ Field-test facilitators

Brainstorm ideas as a group:
o0 What does it mean, getting to know more about yourself?

o How can” knowing yourself” help you with your job
search?

Write the following statement on the flip chart: “Here’s one thing |
know about myself for sure:  am ....”

Do a “go-around” with each woman finishing the sentence. Listen to
what each woman has to say. Talk about the importance of
looking at one’s attributes and skills in a positive way. Repeat the
“go-around”, helping the participants restate or rephrase the
sentence to focus on their strengths.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 5 and Activity 6 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a comment to her learning journal or
scrapbook, and one that provides the opportunity to use a computer.

Activity 5: My Learning Journal or Scrapbook

Emphasize the purpose of the learning journal or scrapbook- for the
participant to learn more about herself. You may also wish to discuss
the difference between a journal and a scrapbook, and ask the women
to choose which they’d like to do. Compare to a diary and explain that
the writing is for the woman’s personal use, and will only be shared
with the facilitator to help them together create plans for the future.

Ask each woman to work independently to write her first entry. Have
the writing reflect what has been explored during the unit. Here are
some ideas:

Describe your dream job. What Insights & Tips
is it about the job that 5

appeals to you? ! “The participants loved the idea!! Some
i had never journalled before.”
Write down the statement from ~ Field-test facilitator }

the flipchart in your learning
journal: “The more you
know about yourself, the better prepared you'll be to find a job.”
What do you want to find out about yourself that might help you
with your job search?

Write down the statement from the flipchart in your learning journal:
“Here’s one thing | know about myself for sure: | am ....” Finish
the statement. Then expand upon it. Add other things you know
about yourself for sure.
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Personalize the learning journal or scrapbook. Put your name and
contact information on it, but you might also add illustrations or
other notes.

Create a list of positive things using the following as guidelines:

0 Three things | have
made Insights & Tips _JEaaaaeats :

0 Three things | have fixed
i “The hardest for the women was to

o Three things | could i create a list of things they had fixed
show someone else how : before.” _ N
to do ~ Field-test facilitator :

LINK TO ESSENTIAL SKILLS

While the purpose of the learning journal is not to be assessed in terms
of writing ability, you should be able to gain a sense of her writing
skills, as a result of her participation in this activity. For more
information check out the Essential Skills descriptions provided in
Appendix 2.

Activity 6: Using the Computer

Show the computers and workstations available for use during the
course. Recognize that there will be a range of computer awareness and
comfort within the group. Some women may have had no exposure to
computers at all, and you’ll need to help them with computer basics.
Others will have used computers at home or in another setting, and will
know how to use a computer for email, social networking sites, or other
puUrposes.

Accommodate various skill and comfort levels. Here are some ideas:

Demonstrate basic information participants need to know to operate
the computers at your site such as log-ins. Have participants turn
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on the computer and log-in. Keep explanations simple and
positive.

An email address is useful for group work and communication.
Have participants share email addresses and create a contact list
or address book. Help those who don’t have an email address set

one up.
Those women who are familiar Insights & Tips
with computers may choose to  :
do the portfolio and/or i “Some of the women were beginners :
. i with computers, so | had to spend time i
learning journal or scrapbook i teaching them how to click on a mouse
on the computer. Encourage i and call up websites, etc. One
participants to bring a i participant had no experience with

storage device for a back-up |

file so they can transfer their 3 :
work between home and T :
school computers.

~ Field-test facilitator

Ask each participant (or pair) to research online a different essential
skill, and report back to the group. Help participants access the
HRSDC website to find related web pages.

Use Worksheet 2 as a handout to guide the Essential Skills online
research and presentation.

Worksheet 3 is a hard copy of the HRSDC web page, “What Are
Essential Skills?” Help the participants put the information into
their own words, and use examples from their own lives.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her skills in terms of computer use. For more information
check out the Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 2

Essential Skill Research
1. Complete the chart for the Essential Skill you are researching.

2. Use the chart to record notes during presentations about other
Essential Skills. Put the notes in your own words.

Essential Skills Typical Workplace Community
Applications Examples Examples
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WORKSHEET 3

What are Essential Skills?

Human Resources and Skills Development Canada (HRSDC) define the
Essential Skills as “the skills needed for work, learning and life.” They consider
these skills to be the foundational skills for all other learning and needed to
“enable people to evolve with their jobs and adapt to workplace change.”

Below you'll find information about each of the nine Essential Skills and some
examples of how you could use those skills at work or in your everyday life.*

Understanding
materials written
in sentences or
paragraphs (e.g.,
letters, manuals).

overall meaning.

Read to understand,
learn, critique or
evaluate.

Analyze and synthesize
information from
multiple sources or from
complex and lengthy
texts.

an airline sales agent you
might read notices on a
computer screen, such as
special handling
requirements or weather
information.

Essential Typical Applications | Workplace Community
Skills Examples Examples
Reading Scan for information or If you were working as You may use this

skill to understand
a lease agreement
for a new
apartment.

Document Use
Finding,
understanding

or entering
information

(e.g., text,
symbols, numbers)
in various types of
documents, such
as tables or forms.

Read signs, labels or lists.
Understand information
on graphs or charts.
Enter information in
forms.

Create or read schematic
drawings.

If you were working as a
bricklayer you would
need to interpret
blueprints to determine
the height, length and
thickness of walls.

You may use this
skill when referring
to a bus schedule
to plan an outing.

Numeracy

Using numbers
and thinking in
quantitative terms
to complete tasks.

Make calculations.

Take measurements.
Perform scheduling,
budgeting or accounting
activities.

Analyze data.

Make estimations.

If you were working as a
payroll clerk you would
monitor vacation
entitlements to prepare
budget and scheduling
forecasts.

You may use this
skill to calculate
deductions on
personal tax forms.

! Taken from http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/pdfs/awareness/what_are_es.pdf.
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Essential Skills

Typical Applications

Workplace
Examples

Community
Examples

Writing
Communicating by
arranging words,
numbers and
symbols on paper
or a computer

Write to organize or
record information.
Write to inform or
persuade.

Write to request
information or justify a

If you were working as a
human resources
professional you would
need to write
recommendations on
issues such as workplace

You may use this
skill to complete an
application for a
credit card.

screen. request. health and safety.
Write an analysis or a
comparison
Oral Provide or obtain If you were working asan | You may use this

Communication
Using speech to
exchange thoughts
and information.

information.
Greet, reassure or
persuade people.
Resolve conflicts.
Lead discussions.

office clerk you would
take messages and share
information by phone
and in person.

skill to explain a
food allergy to a
server at a
restaurant.

Thinking
Finding and
evaluating
information to
make rational
decisions or to
organize work.

Identify and resolve
problems.

Make decisions.
Find information.

Plan and organize job
tasks.

Use critical thinking.
Use memory.

If you were working as a
paramedic you could
diagnose a patient’s
condition based on
medical charts and your
own observations.
Paramedics use their
judgement to start an
appropriate treatment
plan.

You may use this
skill

to research and
select courses at
your local adult
learning centre.

Computer Use
Using computers
and other forms of

Use different forms of
technology, such as cash
registers or fax machines.

If you were working as a
telephone operator you
would use customized

You may use this
skill when
withdrawing or

technology. Use word processing software to scan depositing money
software. databases for telephone | at an automatic
sendlandireceivelemails numbers or long distance | teller machine
Create and modify rates. QU
spreadsheets. Navigate
the Internet.

Continuous Learn on the job. If you were working as a You may use this

Learning Learn through formal retail sales associate you | skill when taking

Participating in an
ongoing process of
improving skills
and knowledge

training.

Learn through self-study.
Understand your own
learning style.

Know where to find
learning resources.

would improve your skills
and knowledge by
attending sales training
and reading product
brochures.

a first aid course at
a community
centre.
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(Final 30 minutes of the day)

Gather oral & hard copy feedback. Bring participants back together in
the circle formation. Discuss the day’s work. How did they feel at
the start of the unit? How do they feel now? Is there something
they’d like to change to make them feel more comfortable? Were the
activities and discussions enjoyable and useful?

Encourage each participant to express her opinion. Tell how you, as the
facilitator, felt about the unit.

Distribute a simple form for Insights & Tips _JRaacas

individual feedback and comments. : o .

. : “Most women felt excitement an
Ask each Woma'n to fill out the i anticipation about participating in the
form and leave it for you. A : program.
generic Participation Evaluation

form is offered in the : Expectations the women identified

) ) i included:
Introduction section. :  Improve communication
i Learn about jobs
Introduce the topic or focus of the i Identify their skills
next unit. Ask if there is e

See what level of commitment they

s.omethlng the women would :  could maintain to figure out if they
like to add or make sure they i are ready for work outside the

talk about - either as part of the i  home.” _ y :
topic or in response to today’s ~ Field-test facilitator ;
unit.

Read aloud the “Getting Ready” activity to do before the start of next
unit (see below). Explain that it is an exercise to help participants
reflect upon the topic ahead of time. It won’t be marked and isn’t
meant to take up a lot of time.

Answer questions. After the group disperses, make yourself available
to chat and answer questions or concerns that individuals are more
comfortable raising one-to-one.
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- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

Bring an object to share with the group (may be a photograph,
ornament, keep-sake, etc.) that means a lot to you and represents
what is important in your life today.

- CLOSING WORDS

“This course gave me understanding about myself, what my dreams are and
what qualities I need to fulfil my dreams. Now | am able to understand the
abilities and skills I already have. | start thinking to make some changes in my
life.”

~ Spotlight on Change Participant

MODULE ONE: EXPLORING MY SELF | UNIT ONE: GETTING TO KNOW EACH OTHER



page |
THE VIEW FROM HERE - LIVING MY LIFE

“[In other courses | took] the age range was well across the board — early
twenties to mid sixties. Some people were on disability, some on EI, some
simply looking for work, and some dealing with significant emotional
challenges. How could a nineteen-year-old know what it feels like to be fifty-
five, a mother, a wife, a breadwinner for a family without a father? How does a
sixty-year-old man know what a middle-aged woman feels like competing with
a twenty-five-year-old as she sits in an interview experiencing hot flashes? The
wide mix of ages made it difficult to bond, share, and listen with any true level
of interest. We were just too far apart in our experiences, our goals, our
attitudes.”

~ Spotlight on Change Participant

- UNIT OUTCOME

The participant shares her life experiences (e.g., raising a family, taking
care of aged parents, coping with an illness or disability, immigrating to
Canada), and through examination of these experiences gains insight
into her strengths, skills, interests and values.

- SKILLS FOR WORK, LEARNING AND LIFE

The activities in this unit directly promote these Essential SKills:
Oral Communication
Working with others

Thinking Skills
o0 Critical Thinking
o Significant Use of Memory

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.
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- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.

Before working with the information and activities in the unit, reflect
on these questions:

Bring an object from home as described in the “Getting Ready”
activity for the participants. How does the object represent what
you value in life, and what is important to you?

Participate in the activity and model the type of information that
you want the group to share — the kinds of influences that shape
and “rule” your life today, your life experiences.

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Bring an object from home

(may be a photograph, Insights & Tips
ornament, keep-sake, etc.) to
share with the group — one i “This turned out to be a very heart-
that means a lot to vou and i warming activity — everyone

, _y i participated and a deeper
represents what’s important i understanding of each other was
in your life today. i gained!”

~ Field-test facilitator
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- REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.

Service Canada (www.servicecanada.gc.ca) has a variety of job-search
guizzes described as a starting point in self-discovery. Participants are
invited to explore their abilities, interests and preferences related to
making decisions about

employment. From the main menu, _ _
follow the links to reach these Insights & Tips

Service Canada web pages:

. “I found these quizzes to be excellent
Career Navigator and i resources.” ;
Quizzes ~ Field-test facilitator :

Work Values Quiz.

MAKING IT WORK — FACILITATION SUGGESTIONS

Focus on participants viewing themselves, their peers, and their
situations in a positive and non-judgemental way. Respect the
differences in people’s lives and life experiences. Acknowledge
the unique life situation within which each woman finds herself.
As a group, identify factors

that will help each woman
find job opportunities that Insights & Tips  JE

match her current situation,

needs and values. i “This session was HIGHLY emotional

i and the group was amazingly
] i supportive of each other. Luckily | had
Relate how self-exploration and i brought Kleenex. A lot of open

self-di scovery benefit each : discussion occurred — great activity!”

i . F ~ Field-test facilitator :
woman’s personal job search. :
For some, pursuing a job that
she chooses based on her
needs and interests will be a new and even frivolous concept.
Getting a job — any job — may be the past pattern for finding
work, particularly when the family is dependent upon her
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income. In some family situations, the needs of the woman are
not central, and so such a discussion may be unfamiliar and
challenging.

Be prepared for emotional responses from participants. Sometimes
asking a person to reflect upon her life experiences may bring
emotions to the surface. Acknowledge such feelings.
Communicating them is part of the risk-taking involved in
working within a group, and enacting change in one’s life.
Recognize the limits of your skills as a facilitator and suggest
professional help in situations that call for it.

Insights & Tips I

i “Participants often face multiple, complex issues. These challenges may include looking for §
i work with limited education or training, having to leave children in inadequate daycare, ]
i trying to find a home when you are faced with being homeless, and often, attempting to

i leave abusive or non-supportive relationships. Individually, these can be incredibly trying;

i together they will seem overwhelming.” :
F ~ Anson Green, Ready to Work! p. 35

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda. Here are some ideas for doing that — you, as the facilitator, may
have other ideas.

Review names. Give participants the opportunity to share news
that has occurred since the last unit, and to share their thoughts
about the previous unit now that they’ve had the time to think
more about it.

Review the current unit’s outcome — the desired results. Discuss the
agenda as it relates to the outcome. Make changes to the agenda
to suit the group.

Review the ground rules or norms that the group set the previous
session. Would participants like to add anything, or do they want
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clarification? Focus particularly on those ground rules that
involve confidentiality, respecting personal opinions and
differences, and discussions.

Link to Essential Skills

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

- GETTING DoOwWN 10 WORK

Activity 1: What | Value

Present the “Getting Ready” activity. Start by asking for volunteers. If
no one offers, then share your item, and tell how it symbolizes what
you value in life, your life experiences, and/or your interests. Ask each
woman to show the group the item she has brought from home. Have
her share why it means a lot to her and how it represents what’s
important in her life today and/or her past life experiences. Recognize
that some of the woman may find it difficult to speak in front of the
group, and others may find it easy.

Foster discussion, critical thinking,
and conversation by having group

members ask questions of the
woman about what she has

brought to the class and has told

i “I'had planned 20 minutes for this
i activity and the women actually spent

the group about the item and : an hour on it. It worked well — different
herself. Listen for underlying issues i perspectives from different countries.” i
and statements. Draw out and ~ Field-test facilitator

paraphrase for clarification — “You
brought a photo of your elderly
mother. It’s obvious you care for
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your mother a lot. Do you look after her at home? What does that
involve?” or “You’ve brought the Qur’an. | see that your religion is
central to your life...”

At the end of the activity, have each woman put her item in front of her.
Give the start of a statement and ask participants to finish it for each
woman in the group: “This is what I’ve learned about you today...”
Ask participants to offer their thoughts and observations about each
woman in turn, based upon what she has told them and the item she
has brought to share. Stipulate that all statements must be voiced in a
positive way. Here are some examples:

This is what I’ve learned

Insights & Tips
compassionate and family is

about you today.... you are

important to you. i “One participant asked ‘what is critical
i thinking?’, and as a result we had an

o i impromptu group discussion around
This is what I've learned i this.”

about you today... you are a ~ Field-test facilitator
great cook and you like to :
make people happy.

This is what | learned about you today... you are a survivor —
your story about fleeing your home country tells me that.

Link to Essential Skills

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her critical thinking skills.
For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Suggested Follow-up Activities

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a comment to her learning journal.

Activity 2: My Passions, Values, Skills and Interests

Have each woman relate the “Getting Ready” discussion from the
above activities to her personal passions, values, skills and interests as
they apply to searching for a job. Use yourself as a model - relate an

Insights & Tips

aspect of your current job to your
values and interests. Ideally (but
not necessarily) what you model
will have flowed from the item you

brought to class. For example, “| “Talepts were a_cl_<now|edged by peers
. , . : even if the participant thought they

am happleSt when I'm WOI‘kIng i were nothing. For example, a woman
with others — I’d be really unhappy i might say ‘I sew my husband’s shirts
in a job where | was totally alone. | : and put buttons on,” and someone

. h . ith i would respond, ‘Not everyone can do
need a JOb where I interact wit : that.” Some women felt their value was
people. That’s why | brought the i less than it should be, but left feeling i
group phOtO of myself with my i better about their accomplishments and

past students...” { themselves.” _
~ Field-test facilitator
Continue the conversation as a B teireareseearesessresessresessrereasrerennrarensrarenranen ;
group. Help each woman to

connect what is important to her, or what she values in life, or her life
experiences to potential employment. Focus on interests, skills and
values rather than specific jobs. Be sure that by the end of the
discussion, each woman, with the help and input of her peers, has
identified at least one element that is integral to her future employment
and job satisfaction. For example:

| tend a community garden plot and grow all the family’s
vegetables. | like working outside... can’t imagine being stuck in
an office all day. I’d go insane...
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I’m good with my hands and I like detail — as you can see from
the cross-stitching pillow I’'ve brought. I'd want a job where | can
use my hands and where | work alone...

Whatever job | get — it’s got to be flexible enough that | can pick
up my grand-daughter after school. There’s no one else to take
care of her. | give her dinner and help her with her homework
until her mom gets home from work. | guess | need a job that lets
me do that — nights maybe, or early mornings.

I’m the one who fixes things around the house. | just changed the
old faucets in the bathroom for new ones... | like fixing things,
figuring out how things work.

Link to Essential Skills

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

Activity 3: Here’s Something | Learned About Myself

For a learning journal entry, ask each participant to write a note on
what she has learned about herself during this unit — a passion, interest,
skill, need, or value that she possesses. How could what she has
learned help her with her job search?

Link to Essential Skills

As a result of a woman'’s participation in this activity, you should have
a sense of her skills in terms of writing. For more information check out
the Essential Skills descriptions provided in Appendix 2.
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Activity 4: Work Values

Write the following statement on the flipchart and post where it is easy
to see:

“Job satisfaction doesn't usually happen by chance. It requires
careful assessment of your passions, interests, talents, skills, and
preferences. The more you know about yourself, the better prepared
you'll be to find a job that suits you and enriches your life.”
Source: Look At Me,
Service Canada Website, Training and Careers

Read the statement aloud. Note that each woman will be spending a lot
of time over the next few units exploring her passions, interests, talents,
skills and preferences. She started that process earlier in the unit with
the group, and now she will continue it during the second part of the
unit on her own.

Hand out Worksheet 4. EXpIain InSightS & TIpS ......................... .
that the purpose of the quiz is to :

help each participant start to “| read each question aloud as it
identify her passions, interests, i seemed to be challenging for the
talents, skills and preferences. State £ Parapantstodothequizon thei
and credit the source of the quiz:

Service Canada, Work Values Quiz. : “The women in the group found it
: easier to answer True or False, or

o i Yes/No/Maybe to the Work Values
Complete the quiz in the best way ! Quiz.”

to suit the literacy levels of ~ Field-test facilitators
participants. Here are some ideas: :

Read a statement aloud. Have

each participant answer the statement on her Worksheet.
Encourage participants to ask question to clarify the statement’s
meaning.

Take turns having group members read aloud a statement, and then
have individuals mark their choices on the Worksheet.
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Have participants work through the quiz in pairs. Team women with
good reading skills with those who need help with language and
reading.

Have each participant do the quiz independently, turning to her peers
first, and then yourself, for help if she needs clarification.

When participants have completed the quiz, have them use a
highlighter to note their response from the “Important” column.
They should put their completed quizzes in their portfolio for
further reference.

Link to Essential Skills

As a result of a woman’s participation in this activity, and depending
on which approach you take with the quiz, you should have a sense of
her skills in terms of document use and writing. You may wish to
review the Work Values Quiz with each participant and make a note of
the Essential Skills you feel it demonstrates. For more information
check out the Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 4
Work Values Quiz”

Your values are important clues to what kind of work and work conditions you
would like. The Work Values Quiz can help you determine your work

motivations, your preferred work setting, how you like to interact with others,
and your work style. There are 4 parts to this quiz.

PART 1: MY WORK MOTIVATIONS

Important

Somewhat
Important

Not
Important

The idea of making money motivates me
a great deal.

I'm motivated by work that allows me to
help other people, either individually or
in small groups.

I'm not interested in managing other
people. I'm motivated by work that
allows me to manage just myself.

Money is not as important to me as a
personal sense of satisfaction.

| want work that absorbs me, even if it
takes up my leisure time.

I'm motivated by work that will improve
the world.

It's important to me to get public
recognition for the work that | do.

I'm motivated by work that will lead to a
management position.

| want work that leaves me leisure time
for my family and friends.

2 Taken from Service Canada, Work Values Quiz. www.jobsetc.ca/toolbox/quizzes/values_quiz.do?lang=e
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PART 2: MY PREFERRED WORK Somewhat Not
SETTING Important | Important | Important

I would like to travel and experience
different cultures and places.

| want a calm, peaceful work setting.

| would like to work outside all or some
of the time.

| like work that is physically challenging.

| prefer indoor work.

| want work that challenges my
intellectual capacities.

| want work that doesn't involve travel.

| enjoy a workplace with lots of fast-

paced activity.
PART 3: HOW I LIKE TO INTERACT Somewhat Not
WITH OTHERS Important | Important | Important

| like to work independently with little or
no supervision.

| like work that lets me persuade or
negotiate with others.

| like to compete and put my skills and
abilities against others.

I would like to work with the public.

| want work where | set and meet my
own personal goals.

| want work where | get to interact with
a team of other people.

| prefer to work away from the public.

| want work where | can influence the
attitudes or opinions of others.
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PART 4: MY WORK STYLE Somewhat | - Not
Important | Important Important

| like work where | can solve problems
and decide how things should be done.

| enjoy work that has fixed hours and a
set schedule.

| want work with responsibilities that
change frequently.

| want work that lets me use my
creativity to think up new ways to do
things.

| want the freedom to work to my own
schedule.

| enjoy work that requires attention to
detail and accuracy.

| prefer a work situation where my
responsibilities are the same every day.

| want a work situation that's exciting
and high-pressured.
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Suggested Follow-up Activities

Activity 5 and Activity 6 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a comment to her learning journal.

Activity 5: Computers and Working Online

Here are two ideas from which to choose:

Have each participant do the Work Values Quiz online (instead of
doing the hard copy Worksheet). For those women who are
comfortable and familiar with computers, provide the URL to the
guiz or the home page of the Service Canada site, or have them
“Google” it.

Have each participant go online and enter the information from the hard
copy into the online quiz. This will help them gain experience
with using computers to complete a work task.

Note: Service Canada has a feature to the online Work Values Quiz
where the participant’s choices are organized by the headings:
important, somewhat important, not important.

For those women who are uncomfortable or unfamiliar with computers,
walk them step-by-step through the Work Values Quiz, or have a peer
helper provide assistance. This allows them to gain experience using a
computer to enter data. Have each woman print up the results for
further discussion and reference, and store the hard copy in her
portfolio.

The results of this quiz, and other Insights & Tips
Service Canada quizzes, may also

be stored and accessed online. ; “We did the activity in partnerships,

. . . . ¢ and focused on the nine Essential
Participants can click on the log-in Rl ! ' :
button and set up a user ID at the ~ Field-test facilitator

Service Canada website. For those
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women who are uncomfortable or unfamiliar with computers, “walk”
them step-by-step through logging in and accessing the Work Values
Quiz, or have a peer helper provide assistance.

Link to Essential Skills

As a result of a woman’s participation in this activity, you should have
a sense of her skills in terms of computer use. For more information
check out the Essential Skills descriptions provided in Appendix 2.

Activity 6: Writing It Down — My Work Values

For a learning journal entry, ask each participant to write a note on
what she has learned about herself as a result of completing the quiz.

How does she feel about what she has discovered?

Has it changed her thoughts about what kind of job she might
seek?

Link to Essential Skills

While the purpose of the learning journal is not to be assessed in terms
of writing ability, you should be able to gain a sense of her writing
skills, as a result of her participation in this activity. For more
information check out the Essential Skills descriptions provided in
Appendix 2.
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(Final 30 minutes of the day)

Debrief from the Work Values Quiz. Ask the group members to share
their thoughts about the results. Did anything about the results
surprise them? Did they learn something they didn’t know before
about themselves? Can they see a way to use the results in their job
search?

Gather oral & hard copy feedback. Ask specific questions to help you
plan future units. For example, “how did using the computers go for
you? Would you like to do more computer use? Less? Did you enjoy
the quiz? Are quizzes a good way for you to learn? How was the
reading level? Hard? Okay?”

Introduce the topic or focus of the next unit. Ask if there is something
the women would like to add or make sure they talk about - either
as part of the topic or in response to today’s unit.

Read aloud the “Getting Ready” activity to do before the start of next
unit (see below).

Answer questions. After the group disperses, make yourself available to
chat and answer questions or concerns that individuals are more

comfortable raising one-to-one.
Insights & Tips

i “lliked this unit because it reminded me
i that | have many skills. | liked getting to
i know the other women better and :
identifying with others as a mother.”

~ Field-test participant
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WHAT | GAINED FROM MY PAST
WORK

“Being an immigrant, | have [had] to sacrifice my past job and experience. |
always feel something missing in my life in Canada. It’s not only missing my
family and friends but also my self-confidence, too. | felt already retired, and as
if my entire past job experience was worthless.”

Spotlight on Change Participant

- UNIT OUTCOME

The participant explores her work experiences and through
examination of these experiences, gains insight into her strengths, skills
and interests.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential SKills:
Oral Communication
Reading
Writing
Computer Use

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Before working with the information and activities in the unit, reflect
on these situations and questions:

Think about a job you had in the past, preferably one very different
from what you do now as a teacher of adults. What skills did you
need to do the job?

How have the skills from your past job been transferred or applied to
your current job? Think of at least one way.

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Think about a job you had in the past. What did you do? What was a
typical day at work for you? Be prepared to share this information
with the group.

- REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. These resources are Canadian and
offer not only job listings, but also job advice. Remember that web
addresses often change, so if the links are not current, use a search
engine to find up-to-date information.

Service Canada Job Bank ~ www.jobbank.gc.ca.

For Her Success ~ Job Postings for Women,
www.forhersuccess.com.

The Retired Worker ~ www.theretiredworker.com.
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Help each woman look beneath the surface of her past job to explore the
skills that she used, and what she can take or transfer from her
past job to new job opportunities.

Listen carefully. Ask clarifying Insights & Tips
and probing questions so s

that participants examine
and communicate job details,
not just job titles or
categories. Draw out and
note aloud skills, talents, and
experiences. Breaking down
a job to discover what skills
lie beneath it may be
challenging for some
participants; they may not
recognize that they’ve gained valuable or marketable skills, or
they may underestimate their own skills, lacking self-confidence
or self-esteem. “I never graduated from high school, what do |
know?” or “I worked in a factory that makes tires and now the
factory is shut down. That’s all I’ve ever done, so I’'m looking to

find the exact same job.”
.........................

i “When | felt almost ready to give up on
i getting a job, this unit refreshed me,

i encouraged me to be positive. It

i reminded me of my past experiences,

! “We did PDQ assessment near the start

i of the course. As a follow up, we met

i with each person individually to review

i her scores, and where possible

i identified jobs and skills together that

i interested her. The women felt this was i
i aBONUS and such a concrete piece of
i info for them in terms of indentifying

skills and strengths.”

~ Field-test facilitator

Encourage each participant to
articulate her thoughts, even
those that may appear on the
surface to be negative. For
example, even a job that a

woman hated tells her what
she doesn’t want in her next
job, and what she personally
needs for job satisfaction.

i and motivated me a little more than |
: felt motivated before.”

~ Field-test participant

Be flexible in your definition of what constitutes work. Some women
in the group may never have had paying jobs, staying at home to
raise their children, or may not view tasks they did as part of
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family life (for example, working on a family farm) as
employment or real work. Focus on skills.

This is the first time in the group setting of the course that the
women have been invited to talk about their past work. For
example, if a woman has worked at the same job in the same
factory for many years and the factory has recently closed, then
she may be experiencing fear, anger, anxiety or sorrow over the
job loss. Acknowledge emotions, and allow time for them to be
expressed.

Once participants are able to give voice to one or two skKills, talents,
and experiences that lie beneath past jobs, have them practice
stating or rephrasing these in a positive and assertive way that
can be used as sound bites to prepare for job interviews or
writing a résumée or job letter.

Insights & Tips

Expert Advice

i “These days, it seems like dreaming just to think about finding a job that will fulfil our

i personal goals. Getting a job that pays the bills is challenge enough. Some of us end up in

i jobs that do not allow us to use the skills we have. Many employers are breaking jobs into ]
i job tasks and competencies. These are more precise ways of measuring what people do and
i how skilled they are at doing it. Measuring job skills in this way means that it’s not enough
to say, ‘I'm a receptionist’ or ‘I’'m a machine operator.’ You must show that you have a

i range of skills you can put to work.”

~ Jennifer Stephen, Choosing Training? p. 5
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- GETTING STARTED

The purpose of this segment is to introduce the session’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred
since they last met, and to reflect upon the previous session now
that they’ve had the time to think more about it.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and

Insights & Tips

comments of the group.

Accommodate personal
goals/needs and facilitate

independent work. As the i “Accommodating participants’ differing

. . ¢ needs and goals became even more :
participant becomes more i important as the course progressed,
familiar with the group and i partly due to differing skills levels, for
her personal job search, she i example, with computers.”

will be more confident in
voicing what she wants to
work on, particularly during
the individual work portion of the agenda. Respond accordingly.
It is not necessary (or desirable in a learner-centred environment)
for everyone to work on the same activities.

~ Field-test facilitator

LINK TO ESSENTIAL SKILLS

As a result of a woman’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Activity 1: A Typical Day at Work

Present the “Getting Ready” activity. Ask each woman to share with
the group a past job she has had, and to describe what she did during a
typical day at work. Would she want to find work in the same or a
similar field? Or is she ready for something completely different?
Encourage questions and comments from the group.

Relate the “Getting Ready” discussion to skills that the women have
gained through the job experiences they have described. Some
participants may find it difficult to make the bridge between tasks that
they did at their previous work, and the skills that make up the tasks.
This difficulty may be particularly true for tasks that the women
consider easy or did without

conscious thought — they may , B ...,
underestimate what they can do. Insights & Tips

Listen attentively to each speaker “This activity took almost an hour. The
: women really enjoyed sharing their past :

as she shares past job experiences. ! experiences.” :
Model the concept of skills through ~ Field-test facilitator
comments or questions. For

You must have good math skills making change at the
convenience store. You’re comfortable with cash registers then?

You had to deal with a lot of different things happening quickly —
it’s obvious you can keep your head in high-pressure situations
and that you can multi-task!

In your job at the factory, you had to pay attention to detail and
use fine motor skills—-those are skills you can definitely use in
other jobs!

Open the “skills challenge” to the group. Ask the women to think of the
job stories and experiences described by their peers. From what they
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heard, what are other members of
the group good at? What are their INSights & TipS
strengths? 3

“Is there something that | will do

_ . . M
Be sure that each woman receives R CiE iR aED | vl see
¢ myself in a more positive light — what |

feedback or the thoughts of the am capable of and not what | cannot
group-help participants voice their i do.”

comments as skills and strengths. “I discovered that I've done a lot of

: innovative tasks in my past career.”

~ Field-test participants

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her critical thinking skills.
For more information check out the Essential Skills descriptions
provided in Appendix 2.

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a document to her portfolio.

Activity 2: Three Personal Strengths

Divide the group into small groups or pairs. Participants may feel
comfortable choosing whom they work with according to friendships
they’ve forged. However, you may also wish to choose pairings or
groupings to develop specific peer/mentor relationships, or to help the
success of the activity by ensuring a strong leader is part of each group.
Ask each pair or grouping to chat with each other about past jobs, and
through their conversations, identify two or three strengths that each
woman possesses. Hand out Worksheet 5. Have the women help each
other fill it out stating these strengths.
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With the worksheet as a reminder

or tip sheet while she speaks, ask _ _
each woman to describe her _ Insights & Tips

strengths to her partner or group,

using an example from her past job “Very useful worksheet, particularly for
to show or illustrate the strength. Y EEUIETEET S ORI (9 (e iner

. . : English skills. It was simple to follow
Participants may choose to put ! and complete.”

their completed worksheet in their ~ Field-test facilitator
portfolio for further reference. 3

LINK TO ESSENTIAL SKILLS

As a result of a woman’s participation in this activity, and depending
on which approach you take, you should have a sense of her skills in
terms of document use and writing. You may wish to review the
completed worksheet with each participant and make a note of the
Essential Skills you feel it demonstrates. For more information check
out the Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 5
My Strengths

What | Did (Tasks)

My Strengths
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Activity 3: Role Play

SPOTLIGHT ON CHANGE

Start with a group discussion. Together identify 3 “top/hot tips” for
communicating strengths when talking to a potential employer. Write

the tips on a flip chart. For example:

Say what you can do. State things in a positive way.

Give an example from your past job that shows your strengths.

Be assertive. Don’t worry that you’re bragging. It’s not bragging

to say what you can do!

Use role-play for participants to
practise describing skills and
strengths to a future employer.
Break into pairs. Have participants
take turns describing their
strengths and skills to each other,
with one being the employer and
the other the person in a job
interview, and then switching
roles. At the end of each
“interview” have partners provide
feedback, using the “3 top/hot

tips” list to guide their suggestions.

Repeat the role-playing, with
partners integrating the
suggestions.

LINK TO ESSENTIAL SKILLS

Insights & Tips

i “One participant had an interview after
i class and we decided to do a mock

i interview to help her out, as she hadn’t

i been to a job interview in years. Rather

i than | being the interviewer, | asked a

i classmate of hers who did a fabulous

job. We used an ad that | had selected

i from the paper. The class watched,

i critiqued, clapped and added positive :
i feedback to both *actors.’ It was a great
i experience for us all, and one of those 3
i ‘teachable moments’ that fit in so well.”

~ Field-test facilitator

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her critical thinking skills.
For more information check out the Essential Skills descriptions

provided in Appendix 2.
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Activity 4: Strengths Employers Look For

The purpose of the activity is to acquaint participants with the language
that is commonly used by employers in terms of skills, abilities and
strengths. Focus on skills and strengths, rather than job title. Use the
task to build confidence; for example, descriptors such as “hard
worker” to describe valued strengths are not dependent upon
education, but life experiences and values.

Bring print or hard copy job ads

from a variety of newspapers Insiahts & Ti
or other sources to the . NSIGNTS & T1ps

session. Offer variety and

. “I brought to the session six classified
multiple samples. :

¢ job ads cut out from the newspaper. | E
i divided the class into three groups. Each
i group selected someone to record the i

Ask participants to go through
the ads and highlight words
that describe skills and
strengths desired in the job
candidate. Give an example
from an ad to start off the
activity: “hard worker”,

: skills and a reporter to tell the class
i what skills the group had identified in
: the ad. It really worked well.”

“This activity was helpful in learning the
i language regarding ‘strengths and :
i skills.” For example, what is a self- :
i starter? What does continuous learning

(11 7 (11 é mean?"
self-starter”, “excellent :

typing skills”,
“communication skills”,
“mature” (yes, being older
can be a strength!), “detail-
oriented...”

~ Field-test facilitators

Ask participants to make a list of ten skills or strengths that
employers are asking for in the ads, and share the list with a
partner.

Have each woman choose a few of the words that apply to her, and
give an example from her past work or other experience that
demonstrates it. Participants may choose to put their completed
lists in their portfolio for further reference.
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LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to work with documents (job ads) and her critical
thinking skills. For more information check out the Essential Skills
descriptions provided in Appendix 2.

Insights & Tips

“We related the job ads to the nine Essential Skills. For example, an employer asking for
i passionate energetic people to sell theatre subscriptions through the telephone was
i looking for people with good oral communication skills.”

~ Field-test facilitator

Activities 5, 6 and 7 are suggested as follow-up activities. If you choose
not to use these activities, then please select at least one activity that
allows the participant to add a comment to her learning journal and one
activity that involves using the computer.

Activity 5: Building Blocks

Each participant creates written and personalized building blocks”
that may be used for a future résumé, letter of application, or a script
for an interview - based on the skills and strengths she has identified
throughout the session. Here’s one “building block™ idea.

Ask the participant to complete the statement in writing:

o lam (a hard worker, a self-starter, good
with numbers, etc...).
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Encourage her to use the same
language she has read in the
job ads.

Page |75

Insights & Tips  J R

L “This activity worked well. It helped the

Then have the participant write
one sentence that
demonstrates the skill or
strength she has chosen to

i participants describe their skills in new
i ways and with new words.”

“Participants did the activity changing
: the sentence to read: | have
i experience.”

describe herself — using a

. . . ~ Field-test facilitator
past job or life experience.

Repeat the exercise for other
strengths and skills.

Have the participant store the “building block” information in her
portfolio for future reference.

Higher Level Learners: Participants with higher literacy skill levels
may transfer what they’ve learned about their skills and strengths
directly to a project they identify as important to their personal job
search, such as a résumé or cover letter. Be sure to provide time and
opportunity for this type of activity.

Participants may choose to put their completed documents in their
portfolio for further reference.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her writing and her critical thinking skills. For more
information check out the Essential Skills descriptions provided in
Appendix 2.
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Activity 6: Computers and Working Online

Use online job banks and employment ads to complete the two
previous activities (Activity 4: Strengths Employers Look For and
Activity 5: Building Blocks). Instead of using print ads provide links to
a reputable job bank site for participants to use.

Check the links ahead of time to ensure they are still running and
current, and to problem-solve difficulties participants may have
navigating the site.

The Reaching Out — Supplementary Resources section in this unit
provides some job bank websites.

Your local newspaper may also have job ads online.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her skills in terms of computer use. For more information
check out the Essential Skills descriptions provided in Appendix 2.

Activity 7: My Reflections about a Past Job

Have the participant write in her learning journal her thoughts and
feelings about a past job.

Did she like the job?
Did she dislike the job?

What do her thoughts and feelings tell her about the kind of job
she wants in the future?

LINK TO ESSENTIAL SKILLS

While the purpose of the learning journal is not to be assessed in terms
of writing ability, you should be able to gain a sense of her writing
skills, as a result of a woman'’s participation in this activity. For more
information check out the Essential Skills descriptions provided in
Appendix 2.
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(Final 30 minutes of the day)

Debrief from the “skills and strengths” activities. Ask the group
members to share their thoughts. Can they now give voice to a
personal strength or skill? Is it
hard for women to talk

- ) Insights & Tips
positively about their strengths? 5

“What ideas or statements really made

Gather oral & hard copy feedback. i me think during the unit?
Were participants satisfied with What am | doing new?
the unit? Did they learn at least ! Wholam!

one thing they can use in their
personal job search?

What do | want to be...” E
~ Field-test participant

Introduce the tOpiC or fOCUS Of the R —— ;
next unit. If a guest speaker on volunteerism has been arranged for
the next session, prepare participants by letting them know who will
be attending.

Read aloud the “Getting Ready” activity to do before the next unit (see
below). Briefly discuss hobbies and volunteer work so that
participants are comfortable completing the activity, and understand
what is expected. For example:

0 A hobby is something you do in your spare time. You do it
because you enjoy it. Volunteering is a bit like a hobby — it is
something you do because you enjoy helping others.

0 Volunteering is also described as unpaid work. Other types of
unpaid work include chores you do around the house - you
might not enjoy doing it but it is something that needs to be
done.

Answer questions. After the group disperses, make yourself available
to chat and answer questions or concerns that individuals are more
comfortable raising one-to-one.
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- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

Share your hobby or other non-paid activities in which you
participate, with the group.

For example:

o If you do yoga, tai chi or dance with a cultural group,
demonstrate some stretches or movements.

o Ifyou like to read, bring in the book you are currently
reading and explain the story and why you like it.

o If you bake, sew or do a craft bring in something you’ve
made.

o If you participate in a charitable group or event, bring
information about it, or something that represents it, such
as a poster or a photo.

If you don’t have a hobby, do you volunteer somewhere — perhaps
at your place of worship or a school? Tell the others what it is
you do and how it makes you feel. If you don’t have a hobby and
don’t volunteer, think about the types of things you might do if
you had the time or energy!

- CLOSING WORDS

“This course gave me a chance to get out of the house and learn about myself.
Finding out about myself turned out to be a big help for my family and me. |
found courage and confidence. | find within me that | can do a lot for myself
and my family, and | can be independent because I have all the skills to find

and do work.”
~ Spotlight on Change Participant
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SKILLS LEARNED THROUGH
UNPAID WORK

“[Participating in] this course actually encouraged me to spend more energy to
be an active person doing something useful in this life, helping myself, serving
others by volunteering in different places.”

~Spotlight on Change Participant

- UNIT OUTCOME

The participant explores volunteering, hobbies, or unpaid work, and
through examination of these experiences gain insight into her
strengths, skills and interests.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential SkKills:
Oral Communication
Working with Others

Reading Text/ Document Use

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Before working with the information and activities in the unit, reflect
on these situations and questions:

Do you volunteer?

If you were to volunteer to do something you’ve never done
before, what would you do? Why?

Do you think of unpaid activity as work? Do you value unpaid
work as much as paid work?

GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Share your hobby, or other non-paid activities in which you
participate, with the group. For example:

o Ifyou do yoga, tai chi or dance with a cultural group,
demonstrate some stretches or movements

o Ifyou like to read, bring in the book you are currently
reading and explain the story and why you like it

o If you bake, sew or do a craft bring in something you’ve
made

o If you participate in a charitable group or event, bring
information about it, or something that represents it, such
as a poster or a photo.

If you don’t have a hobby, do you volunteer somewhere — perhaps
at your place of worship or a school? Tell the others what it is
you do and how it makes you feel. If you don’t have a hobby and
don’t volunteer, think about the types of things you might do if
you had the time or energy!
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- REACHING OUT — SUPPLEMENTARY RESOURCES

Research the organizations in your community that match up
volunteers with agencies, organizations, or individuals that need
assistance. Here’s one idea:

Volunteer Canada ~ www.volunteer.ca. This website provides
links to community resource and volunteer centres in every
province. The linked sites often provide listings for volunteer
opportunities, as well as related information about volunteering.

Remember that web addresses often change, so if the links are not
current, use a search engine to find up-to-date information.

Insights & Tips

“Volunteering is an integral and significant part of our way of life. People’s reasons for
i volunteering range widely and might include skill development, giving back to the
i community, a chance to use their knowledge, as a way to meet people or simply because
i jt’s fun. Volunteer opportunities range as well from short term to long term, in terms of ;
i duties and tasks, and locations and skills that are required. One thing stays true, and that is :
that volunteering is critical to the work that can and is achieved in our local non-profit ;
i sector.”

~ Change in My Community
United Way of Cambridge :
and North Dumfries :

- MAKING IT WORK — FACILITATION SUGGESTIONS

Know your own values — do you perceive non-paid work as
meaningful and important? Respect the experiences of
participants and acknowledge non-paid accomplishments and
activities. Many participants will have gained valuable skills and
experiences through unpaid work, and made contributions that
are as important as, or more important than, work done by other
women within paid jobs.
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Much in Canadian society in general focuses on the importance of
money and materialism. Some women may not think of their
unpaid work or volunteer contributions as “real work”. Draw out
their skills and strengths for this type of work in the same way
you did for paid employment.

Recognize that the concept of volunteerism may be unfamiliar to some
participants. They care for family, friends and community as a

way of life and as part of their
cul_tu_re, not as an “(_axtra” - Insights & Tips
activity that is outside their .

day-to-day responsibilities. ! “We had a general discussion on
Don’t assume everyone in the i volunteering and it became apparent
group has the same that volunteering in Canada_l is different
; . from other places. Women just helped
underStand'ng Or experiences : out wherever needed, but didn’t call it

with volunteerism as you. i volunteering.”

~ Field-test facilitator

Search out and become aware of

volunteer bureaus and how a

participant may access volunteer opportunities in her
community. Be ready for questions you may be asked, and/or to
facilitate volunteer actions that a participant would like to
explore.

The activities in this unit offer a range of ways to explore volunteer
opportunities, and require different commitments for the
individual and the program. These include:

o Examining past and current volunteerism to identify
personal skills and interests.

o Searching out volunteer opportunities with the individual
so she can gain new skills and/or job experience by
volunteering outside the classroom.

o Participating as a group in a volunteer field trip or
opportunity as part of the program to practise and/or gain
new work skills.

Choose or “mix and match™ the unit’s activities to meet the needs
and time availability of the individual, the interests of the group,
and the resources of your program. Some of the activities will
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mean expanding the volunteer focus beyond one unit, either as a
one-time event, or as an ongoing part of an individual’s
participation in the program.

Insights & Tips

Volunteer Background Facts...

Ninety-five per cent of volunteers report that they believe in the cause supported by the
organization.

Eighty-one per cent say that volunteering allows them to use their skills and experiences.

More than 40 per cent of Canada’s 78,000 registered charities have no paid staff and rely
exclusively on volunteers to carry out their missions.

People between 45 and 54 are most likely to volunteer.
Fifty-four per cent of volunteers are women.

~ Source: Ontario Ministry of Citizenship and Immigration

Insights & Tips

i “Volunteers not only assist their community when they help others, they enhance their own
i lives in ways that may not seem obvious at first glance. People who volunteer learn new :
i tasks and discover new strengths. They learn how to work in teams. They improve their

i customer service skills by serving the public. They develop skills that they already have by

i using their talents in new situations. They gain confidence in themselves, discover new

i interests and open new doors. Employers today are interested in well-rounded individuals.
Volunteering can be a life-changing decision, leading to an enhanced résumé and increased

i employability. Volunteering is truly a win-win situation for everyone involved.”

~ Leslie Bamford
Coordinator of Volunteers
City of Kitchener
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- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred
since they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group.

Guest speaker — review who is coming, and how she relates to the
unit. Together set some basic guidelines for interaction with the
guest speaker. For example, will questions/comments be left to
the end of the presentation or be made during it? If so, how do
we keep the presentation on track? Ask participants what they’d
like to learn from the guest speaker — what questions do they
want to ask?

Introduce questions for group discussion to spark thinking about
the unit’s topic: “What do you do that is ‘unpaid’ work for your
family and friends? Does society value a woman’s unpaid work?
What are these same skills and tasks worth in the workplace?”

Accommodate personal goals/needs and facilitate independent work.
Check in briefly with individuals about what they’d like to work
toward or accomplish during the unit.

LINK TO ESSENTIAL SKILLS

As a result of the woman'’s participation in this activity, you should
have a sense of her oral communication skills and her ability to work
with others. For more information check out the Essential Skills
descriptions provided in Appendix 2.
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- GETTING DOWN TO WORK

Activity 1: Identifying Transferable Skills

Present the “Getting Ready” activity. Ask each woman who has a
hobby to talk about her hobby and to demonstrate it, or show what she
has brought. “Show and tell” will let the participants share their
experiences. At the same time, it will introduce them to the different
perceptions, environments, and

interests of the other participants. Insights & Tips

Encourage questions and “Pulling the transferable skills out of

comments. their hobbies was interesting for the
i women. We came up with such things
Transferable skills — during the i a:
discussion. draw out the i Sewing - good hand-eye coordination; :
- ’ ) :  following patterns/directions. :
skills involved in the hobby,
and relate these to skills used

in the workplace. You may

Baking - creativity; following
directions.

Yoga - ability to focus and

wish to beqin to use the term concentrate; good coordination;
“transferable skills” to talk i patience.

about strengths and skills { Artwork - hand-eye coordination;

that can applied in a different i  creativity; patience.” :
setting or to complete a ~ Field-test facilitator
different task than originally & e i
learned.

OPTIONAL ACTIVITIES FOR ACTIVITY 1

“Show and tell” will introduce participants to the different perceptions,
environments and interests of the other participants. Here are two
optional activities.

Whole group demonstration: If the group is interested, you could
schedule a more in-depth presentation of some of the hobbies.
For example, if you are in a location with access to a kitchen, you
could set up a food demonstration.
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Peer-to-Peer Teaching: one or more participants could teach a small
group of other participants some of what she knows (a tai chi
movement, a dance step, how to fold origami, cooking tips or a
recipe).

LINK TO ESSENTIAL SKILLS

As a result of her participation in this activity, you should have a sense
of her oral communication skills and her critical thinking skills. For
more information check out the Essential Skills descriptions provided
in Appendix 2.

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a document to her portfolio and one
that allows her to add a comment to her learning journal.

Activity 2: My Transferable Skills

Have participants document the skills and knowledge gained through
volunteer work, hobbies, and other unpaid activities. Relate this
activity to building a réesumé. Use Worksheet 6 as a guide.

1. Starting with point form, ask participants to list basic details such
as what they did, where and for how long.

2. Next have participants expand what they wrote to include a brief
description of related skills. Participants may search job banks
and the volunteer listings for examples of how skills are
presented and the language used to describe them.

3. Ask participants to rewrite and present the information in order.
Here are two choices:
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Chronologically, starting from the most recent.

The most important skills gained presented first (those the
woman would like to emphasize).

4. For those participants who are ready, have them use the lists they’ve
created as an outline for writing a paragraph in sentence form, or
the body of a job letter, describing their volunteer work, unpaid
work, or hobbies, and the skills involved.

Participants may choose to put the completed worksheet and any other
documents they create into their portfolio for future reference.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to enter information onto a simple document and
her critical thinking skills. For more information check out the Essential
Skills descriptions provided in Appendix 2.

Insights & Tips R aaas ._

“Transferable skills the women came up
i with: ]

Being a mother — Decision making;
critical thinking; multi-tasking; oral
communication; working with others
(husband, kids, teachers, doctors,
etc.).

Running a household - numeracy
(banking, shopping, balancing
household budgets); document use
(bank statements, mortgage/ rental
papers, etc.)

Volunteering in a school - working
with others; oral communication; :
reading, numeracy; critical thinking.” i

~ Field-test facilitator
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WORKSHEET 6
|dentifying My Transferable Skills

For each volunteer or unpaid work placement you’ve done answer the
questions below.

What did you do?

Where did you do it?

How long were you there?

Describe the skills that you used

Put the completed worksheet(s) in your portfolio for future reference.
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Activity 3: Valuable Work Experience

Learning Journal. Ask the

participant to write an entry in her
learning journal about an unpaid INsSights & TIPS
work experience (e.g., as a stay-at-

home mom, Working ina family i “Talking about my past volunteer work

business, helping out a neighbour brought back good memories of myself
o g ] ! —and made me realize how much | had

or an individual in the community, £ in common with other women in the

or volunteering for a charity). What  : group from other countries.” :

did she learn from it that she could ~ Field-test participant :

apply to a job? T

Has the participant also been the recipient of another person’s
help?

How did she feel about both experiences — volunteering and
receiving?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her writing and critical thinking skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.

Activity 4: Volunteers Needed

Have participants read Worksheet 7 independently or with a partner.

If you are working with women with low literacy skills, then pair a
stronger reader with a less skilled reader, and ask the women to
read the advertisements aloud.

You might also use the ads to design a literacy-specific activity,
such as identifying/circling common “employment” words and
key points embedded in the ads.
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After the reading of the volunteers ads, hand out Worksheet 8. Ask the
participants to answer the questions listed on the worksheet.

When working in pairs, the questions may be first answered as a
discussion between the two women: What job posting attracts
each one the most? The least? Why? What skills would be
involved in the jobs? Does the woman have those skills? Would
she like to develop them?

Independent workers may answer the questions in written form.

You may wish to bring the participants back into the larger group to

continue discussing the ads, and flip chart responses to the questions
from Worksheet 8.

Insights & Tips R s

“This activity sparked the interest of the
women to do volunteer work. Many of
them viewed it as an exciting prospect  :
and a good way to practise their English i
language skills.” ;

~ Field-test facilitator
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WORKSHEET 7

Volunteers Needed

Read the volunteers needed ads. Please note the positions listed are not
current. The contact information has been removed and the descriptions are
offered as samples only.

Ten Thousand Villages, a non-profit, fair trade organization, is recruiting
volunteers to assist in their retail and distribution centre operations. Join
them in helping to provide vital, fair income for artisans in developing
countries by selling their handcrafted items and sharing their stories.
Applications are available.

Do you have talent in the aesthetics department? Christian Horizons is in
need of a volunteer who would like to enhance their professional career
by offering their services to individuals with exceptional needs. Services
can include: manicures, pedicures, makeovers, and others that the
volunteer has experience with. Make a difference in someone’s life by
helping them feel better about themselves!

The Alzheimer Society needs Volunteer Companions for people with
Alzheimer’s disease or dementia. Volunteers develop a warm and friendly
relationship by going to a person’s home and participating in activities that
help to maintain their dignity and build their self-esteem. This allows the
caregiver to leave the home knowing that their loved one is safe in the
care of a trained companion. Compassion, patience and a willingness to
learn are required for this position.

Langs Farm Village Association is in need of Resource Centre Volunteers
for Monday evenings 5-8 pm. Answer phones and provide administrative
support to programs.

Community Support Connections is looking for an individual who can
support our frozen meal program for seniors by unpacking stock and hand
packing orders to be delivered by our volunteers each week. Day needed is
Wednesday’s from 12:30 — 3:00.
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KidsAbility Centre for Child Development working with children with
Special Needs is looking for Volunteers to help out with our Adapted
Aquatics Therapeutic Recreation Program as well as a Swim Program for
our Junior Kindergarten Classroom. Program takes place in the YMCA pool.

Pride Stables is a therapeutic horseback riding program for children and
adults with disabilities. We are seeking daytime volunteers to lead horses
and side-walk for our riders between the hours of 9:00 and 2:00. These
hours are flexible. Horse experience is not necessary. We will train. If you
love horses and children, please contact us.

Memorial Hospital needs Patient/Family volunteers to assist on the
Medicine Unit. Volunteers will assist visitors as they enter and exit the unit
to ensure a smooth flow of people on the unit during visiting hours. They
will assist staff in ensuring infection control procedures are followed by all
visitors and family members. Light admin duties to help the staff will be
required periodically. The shifts are 2 pm to 5 pm and 5 pm to 8 pm seven
day per week. Volunteers will be asked to come in one shift per week.

The Bridges Shelter Corporation is looking for a total of 2 volunteers to
help prepare, serve and clean up (including doing dishes) for our
community breakfast held Thursday mornings. The shift runs from 7:00 am
until 10:00 am.
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WORKSHEET 8

Volunteering Jobs

Read the volunteer advertisements in Worksheet 7. Next pick a volunteer job
that interests you and then answer the questions below.

Volunteers Needed

What is the job? Describe it in your own words.

What skills or strengths are needed for the job?

Which of the skills do you feel you have?

If you were in an interview for the position, what would you say to let the
interviewer know you wanted the volunteer position? Why do you think you are a
suitable candidate for the placement?
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Volunteers Needed

What questions would you ask the interviewer?

Put the completed worksheet in your portfolio for future reference.
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Here are two programming options for you to consider:

Set up volunteering as a program requirement, where each woman
chooses a volunteer opportunity to gain skills and experiences
that she can apply to her personal job search. For example, a
requirement may be 6 hours of volunteer work, any place and in
any time-commitment combination that suits the individual.

Present individual volunteering as an option and support each
woman who wishes to volunteer in choosing the opportunity that
suits her needs, and in taking the steps to make it a reality.

Participants may also identify volunteer opportunities themselves,
perhaps through personal contacts and community involvement.
Encourage personal searches.

SUGGESTED FOLLOW-UP ACTIVITIES

Two follow-up activities are provided for the suggested programming
options. If you choose not to use these activities, then please select at
least one activity that allows the participant to use her reading and
critical thinking skills.

Activity 5: Local Volunteer Opportunities

Identify current volunteer opportunities in the community. Provide
listings in hard copy form, including full contact information. Gather
these listings from the local volunteer bureau, or other places where
volunteer jobs are listed.

Ask participants to search through the listings to see if there are
placements they’d like to research further, and/or apply for.
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Have each woman make a list of the key components of the volunteer
job she has chosen and analyze them to ensure the placement
suits her needs, and she meets its needs - e.g., time requirement,
day of the week, etc.

If she thinks the specific placement seems right for her, then ask her to
identify how she would apply for the position, and make a plan for
doing so. For example:

Is an application required? Where does she get one? Can she get to
the location to pick it up?

Would she like to bring it ) .
back to class to work on it? Insights & Tips

. , . ! “We had a rep from our local volunteer
? { . .
Is a resume required? Does she : centre come in to do a presentation on

have one or does she need to i the centre’s services. She guided the
create one? i women through their website so that
i they could find volunteer positions of
. i interest. This presentation was very
Does she contact a specific i beneficial in that it gave the women a

person to set up an interview?  starting place and took the mystery out

5 i of volunteering.”
Who? How does she contact : - Field-test fagilitator |
the person? Telephone?

Email? What are the details? oo ———

Support the participant as she works independently on materials
required to apply for the volunteer position, such as drafting an email,
filling out an application, and contacting the organization.

The participant may choose to keep copies of written documents in her
portfolio.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her reading and critical thinking skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.
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Activity 6: Volunteer Opportunities Online

Have participants access local volunteer opportunities online, through
their own online search, or by providing links to volunteer
organizations or resource centres in your community. If a woman finds
a placement that interests her, then ask her to complete the same kinds
of “guestion and answers” as presented in Worksheet 6.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her reading and critical thinking skills and her skills in terms
of computer use. For more information check out the Essential Skills
descriptions provided in Appendix 2.

Insights & Tips

“I turned this activity into a short online research project. We had 3 groups, each
i researching one of the following topics:

The local Volunteer Action Centre
The benefits of volunteering; www.givingandvolunteering.ca
Using volunteer work on your résumé; www.serviceleader.org.
The women made info packages for each participant, and the groups presented their
: findings to the class. Through the activity we worked on computer skills, working in groups,

i and research and presentation skills!” :
~ Field-test facilitator :
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- OPTIONAL UNIT ACTIVITIES

Below are three optional activities. Please note that links to Essential
Skills are not provided. Refer to the Essential Skills web site or similar
activities if you wish to link these to Essential Skills.

Activity 7: Guest Speaker

Invite a guest speaker to talk about volunteering as a way to gain job
experience or job skills. Ideally, the speaker will be a woman in the
same general age category as the participants. If the group consists
primarily of immigrant woman, or newcomers to Canada, then the
speaker should ideally be an immigrant woman or a newcomer. Look
for a guest speaker who is volunteering in the community and ask her
to talk about her experiences, and the skills she has gained through
volunteerism.

You may _also wish to present Insights & Tips
the activity as a panel: ,

Include two speakers who

i ) “Our guest speaker was from Somalia.  :
volunteer in very different i She is a mother of four children and isin i

pOSitiOI’]S and have gained i her forties. She told us about her

] ) i experiences with volunteering: how she
different skills, and/or a i started; how her multiple languages ;

person who works with a : (e.g., Urdu) were a real asset to her

volunteer agency and can tell ~ { community; her work with the

them about current { community centre; and how she was E
o i offered job opportunities because of her

opportunities. i volunteer work and motivation. ”

3 ~ Field-test facilitator :

Before the speaker(s) arrive, : :

brainstorm Wlth the e -

participants a list of things

they would like to learn about being a volunteer. Have them

phrase their thoughts and requests as questions.

Schedule the activity so there is ample opportunity for the women
to ask questions of the speakers and offer their thoughts. Be sure
the speakers understand the time limits — and do not talk too
long! Review with them ahead of time the kinds of experiences
and information you’d like them to share.

MODULE ONE: EXPLORING MY SELF | UNIT FOUR: SKILLS LEARNED THROUGH UNPAID WORK



SPOTLIGHT ON CHANGE Page |99

Activity 8: Group Discussion

Follow up the guest speaker with a group discussion. Begin by
providing the opportunity for the participants to share personal
experiences with volunteering — either as the person doing
volunteering, or the recipient of a

volunteer act.
Insights & Tips

Move the conversation towards

discussion of whether the : “Some of the women expressed

: concerns that they were too old to

participants feel that i volunteer, or that their English skills
volunteering is something i weren't good enough. As a group we
they would like to do to i were able to talk about and address

. . - : their concerns.” ;
improve their employability ~ Field-test facilitator

skills, gain experience, or : :
simply to help an
organization or person.

o0 What kind of volunteer work might they like to do?

o How could that help them gain skills or experience?

Suggest participants follow up, during the independent work
portion of the unit, on their personal options and volunteer
opportunities. Provide the tools for them to do so.

Activity 9: Field Trip

Plan a one-time or short-term group volunteer field trip. Check with the
local volunteer bureau to see what tasks are available and suitable for
group participation; many bureaus now offer group volunteer
opportunities. For example, the group may volunteer for a block of time
at a soup kitchen, food bank or co-op, or at a charitable event. If
feasible, offer choices so the participants may choose the ones that best
fit their common needs and interests.
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Ask participants to identify volunteer opportunities, and to take
charge of the planning and actualization of the field trip. Use the
event (pre-event and post-event) to explore skills and experiences
required and gained through the activity, and for each woman to
relate what she has learned to her individual job plan and search.
Potentially, the activity could become a group interactive project
that spans several units, and facilitates the practice and learning
of a variety of Essential Skills.

Another idea for a related field trip is to visit a volunteer fair as a
group, checking out the booths and gathering brochures and
other information.

- WRAP Up
(Final 30 minutes of the day)

Ask the group members to share their thoughts about the session,
particularly concerning transferable skills. Did they learn something
that they didn’t know about themselves? Can they see a way to use
this in their job search?

Gather oral & hard copy feedback. If a guest speaker has been part of
the unit, ask the women what they thought of her presentation, and
if they would like you to arrange other speakers. Ask for
suggestions.

Find out if there was a volunteer opportunity presented during the unit
that the group or an individual would like to follow up on. Plan
briefly how future units may support or facilitate it.

Distribute a simple form for individual feedback and comments. Ask each
woman to fill out the form and leave it for you. A generic
Participation Evaluation form is offered in the Introduction section.

Introduce the topic or focus of the next unit. Ask if there is something
the women would like to add or make sure they talk about - either
as part of the topic or in response to today’s unit.
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Read aloud the “Getting Ready” activity to do before the start of next
unit (see below).

Answer questions. After the group disperses, make yourself available
to chat and answer questions or concerns that individuals are more
comfortable raising one-to-one.

- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

In your experience, thinking about your own life, what are the
good things about growing older?

In your experience, thinking about your own life, what are the
most challenging things about growing older?

Is there an older person you admire? What is it about her that
you like?

- CLOSING WORDS

“I like this course because I interact with other people. I discover my other
skills and I [now] have other ideas about me. This course helped me to find
places where | can have new opportunities and that permit me to volunteer. [l
learned] about our community and the opportunities it has for me.”

~ Spotlight on Change Participant
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MY STRENGTHS AND CHALLENGES

“I was a really afraid person when | started the course — very stressed and
unsure of myself. I sincerely believed I was too old to learn new things, and
that | have very few skills to offer an employer. | no longer feel this way.”

~ Spotlight on Change Participant

" UNIT OUTCOME

The participant identifies strengths and challenges of aging, culture,
gender and family needs as they relate to her exploration of job
opportunities.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential Skills:
Oral Communication
Thinking SKills
0 Problem solving
o0 Critical thinking
o Job task planning and organizing

Computer Use

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR
This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Before working with the information and activities in the unit, reflect
on these situations and questions:

Do you treat older adult learners differently than younger adult
learners?

At what age do you think a woman is “older?” Do you consider
yourself “older?

Do you find that society in general, or your workplace, is treating
you differently as you age?

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

In your experience, thinking about your own life, what are the
good things about growing older?

In your experience, thinking about your own life, what are the
most challenging things about growing older?

Is there an older person you admire? What is it about her that
you like?

“ REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.
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Women in Canada: A Gender-based Statistical Report ~ From
the Statistics Canada (www.statcan.gc.ca) website: “Statistics
Canada has produced Women in Canada an updated and
expanded version of the original publication, first released in
March 1985. This report analyzes the situation of Canadian
women by exploring their demographic and cultural
characteristics, living arrangements, income, labour force activity,
health and criminal and victimization characteristics.” To access
the report, click the publications link on the Statistics Canada
home page.

Ontario Women'’s Directorate ~ Includes links to related sites in
other provinces and areas of Canada. Provides a variety of
information (www.citizenship.gov.on.ca/owd) concerning
employment issues, pay equity, women'’s centres, and health and
wellness.

Encourage the women to share experiences, information and
strategies so that they mentor and support each other — what
has worked or helped one woman may work or help another.
Help each woman give
voice to the challenges she

faces based on the realities Insights & Tips

of her life, and her own

perspectives towards aging’ ; “A WOI’|d-Wide research Study on 2 :

. . : million people, from 80 nations, reveals :
gender ISSUES, famlly and i an extraordinarily consistent :
culture, specifically as these i international pattern in depression and
affect her Search for é happiness levels. Amazingly,

: researchers discovered depression and

employm_ent. Remember unhappiness is more common during
that solutions aren’t always : middle age for all cultures.” :
necessary, or even possible ~ Middle-Age Blahs are Universal

in all situations. It is often a Ric Nauert, Ph.D.
relief to know that others ;
have felt or face the same T, ;
issues — the participant is not alone in how she feels.
Acknowledgement of a challenge or difficulty may be enough,
even when there are no obvious or easy solutions.
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Recognize that not all participants will face the same issues or think
about them in the same way, although they share and face many
of the same experiences as others in their demographic group.
Some may see aging as a challenge. Some may view women’s
health issues such as menopause or peri-menopause as a
challenge. Some may view their family situation as a challenge -
children still at home, or grandchildren, or aged parents. Others
may face the same issues but not see them as difficulties or
obstacles, or have the circle of support in place to help them.

Be flexible in your planning and teaching/facilitation so that you can
focus efforts on those issues or situations that the women
introduce during the discussion — those that they choose to talk
about - rather than needing to talk about “all”” the related issues.

When possible, help the participant give voice to the positive aspects
of the situation, or coping responses that have worked for her.
For example, aging presents specific challenges such as slower
recall of information and short-term memory; however, experts
in learning also say that because older adults have a much deeper
bank of experiences to draw upon, their problem-solving and
creative abilities are much more developed than younger adult
learners. And although older adults sometimes have trouble with
recall, they often excel at multiple-choice situations, or other
learning strategies, where the choices give them a hint which
helps them pull the information out of their memory.

Have community contact information, resources and organizations
available to respond to a variety of situations that may arise; for
example, information about a community women’s health clinic,
elder care respite, the food bank or women’s shelter. A
participant may choose to use it or not — depending on her
situation and needs.

Be aware of, and acknowledge, the challenges that immigrant women
face when searching for work. The statistics support anecdotal
experiences that immigrant women may share in the group such
as difficulties finding work, or finding work with adequate or
good pay.
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- ADDITIONAL INFORMATION

Here is some additional information, from a variety of sources, to help
you increase your understanding of some of the challenges that the
participants may face. You can also

use this information to create _ _
discussion points or topics. Insights & Tips

“In our group, many of the women
i expressed worry for their children. We
What Women Worry About i also had an interesting discussion

Worry about health care and family i around aged parents in India, China,

: Philippines and Europe — how they take

weigh heavily on women ages 35 to care of their family and the elderly.”

54. Here are the results of one

~ Field-test facilitator
survey: :

Concerns about an aging
parents care or well-being: 65%

Worry about not having enough time to help, support a family
member: 59%

Difficulty managing stress: 55%
Sources: National Association of Social Workers
& New York Academy of Medicine

Later in Life
Later marriages, later child-bearing and longer life spans are forcing
more women into taking responsibility for their kids and their parents,
says social demographer Janice Wassel of the University of North
Carolina-Greensboro. The "sandwich" years don't even go away by the
60s anymore. "We've got these 60-year-olds who take care of 92-year-
old parents and 16-year-old kids."

Source: Marilyn Elias, USA TODAY

lll-health and Poverty

Melannie Hogg once owned a successful catering business in Toronto.
Then multiple sclerosis and arthritis reduced the 39-year-old Kitchener
woman to a life of poverty. She lives on a disability pension of $746 a
month.

"I am the face of poverty," Hogg told about 70 people at a forum on
poverty. "l am your daughter, sister, cousin, friend and neighbour. | am
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not the stereotype, not what you would normally think of when
poverty comes to mind. | didn't choose to be poor. | chose to be a
productive member of society."

Source: Frances Barrick, The Record

Underemployed
Immigrant women identify
access to suitable

Insights & Tips
employment as a key issue in :

their lives.

“The experiences of the immigrant ]
After their arrival in Canada, i women in the group were similar to the :

th t of fi : statistics — many could not find work in  :
ree out of five women i Canada in their fields of experience and

work in an occupation i education.” ]
different from their field gl
prlor to Immigratlng Y

Recent immigrants make significantly less than other women. In
2000, women who immigrated to Canada in the previous decade
had an average income of just $16,700.

In 2000, 35% of women who immigrated to Canada between 1991
and 2001 were living in a low-income household.
Source: ACTEW ~ A Commitment to Women and Training

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group.
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Note that people often learn and gain from sharing their thoughts,
experiences, and emotions. It is hoped that during this unit
participants will share with each other their reflections upon
being women, 40 plus, and looking for work, as well as explore
other commonalities, such as being immigrant women within
Canada, and dealing with life’s realities and challenges.

LINK TO ESSENTIAL SKILLS

As a result of a woman’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

- GETTING DOWN 17O WORK

Activity 1: Growing Older — The Joys and Frustrations

Present the “Getting Ready” activity. Introducing for discussion the
topic of aging and the changes it brings may, in itself, generate
conversation without too much other prompting from you as the
facilitator. Ask participants to share their thoughts about the positive
aspects of aging, and also the challenges. Start with your own
experience, if necessary.

Go with the flow of the Insights & Tips I acaaaa :
conversation, pulling out themes 5

that are common, and expanding ! “There was a general consensus from
upon them. Note prevalent issues i the women in the group who had :
_ : : emigrated to Canada that they did it for
and_ conc_erns for follow-up, either their children. Without them, they may
for individual or small group work. i have decided to stay in their home
Encourage participants to relate i country. They looked to Canada for a

their comments to incidents or
experiences in their lives, so that : :
their answers move from the
general to the specific. For example:

i better life.” ;
: ~ Field-test facilitator
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“My daughter is married and has left home, and my son pretty
much takes care of himself — so | have more time to do some
things for me. And | can look for work without worrying about
finding day care, or the babysitter being sick and having to find a
replacement or call in sick myself. That’s what it was like when
the kids were babies, 1I’d have to call in sick.”

“I dropped by a lot of places looking for work after | lost my job.
Then | finally got a call back for an interview at a video store. The
person interviewing me was half my age! Could have been my
son! He hired a young woman straight out of high school instead
of me. It’s harder to get a job, now that I’'m in my forties.
Employers want someone young...”

“| feel so stretched for time. I’'m busier now than | ever was... this
thing about having more time the older you get doesn’t apply to
my life. | still have a child at home, and I’m also trying to take
care of my parents. Dad had a stroke and we’re looking for a
nursing home for him. Mom wants to stay living in her house,
but | don’t know how she can do it. She’s getting more frail, and
forgetful. | try to help as much as I can, but there’s only so much
time...”

| lose my temper with my family more often and | have mood
swings. I’ve been carrying around a little fan to deal with the hot
flashes when they strike — right out the blue. And | find myself
feeling sad a lot...”

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her critical thinking skills.
For more information check out the Essential Skills descriptions
provided in Appendix 2.
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a document to her portfolio and one
that allows her to add a comment to her journal.

Activity 2: Can Do!

Post the following quotation on a flip chart. Have participants read the
guotation silently, and then have someone read it aloud to the group.

ﬂA woman’s life is tough, and largely unappreciated. It’s only in their\
40s that they realize that they need to and CAN strike out and focus

on themselves. | love seeing women in their 40s and 50s living it up.
Finally they are giving themselves the attention they have always
deserved.”

o

Discuss: Does the comment represent their experiences of being a
woman? And then being a woman aged 40 plus?

~ Mini Mathur, TV personality
The Times of India

Together break the quotation into its two main messages: one which
tends to focus on challenges and one which focuses on the positive
aspects of aging and gender. Ask group members to share their
thoughts and experiences. Move from personal experiences, to thinking
about larger groups and the role of women.

Message One: “A woman'’s life is tough, and largely unappreciated.”

Does that statement “ring true” for the women in the group?

For the participants as individuals?
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As a general perspective of Canadian society?

As part of the participant’s specific cultural group?
Does the statement apply to their job search?

Do participants think it’s harder for a woman to find a job than a
man? Is it harder for a woman to work at some jobs? Are women
treated differently in the work force? Is it harder for an
immigrant woman to find work in Canada than others? What
experiences back up their

thoughts?
Insights & Tips
You might also want to share and

discuss the quotations on the i “Itwas productive to identify the
: : : challenges of being a woman. | think

Previous |c‘)‘ages by Melan n,l,e Hogg i the activity also helped the women

about the “face of poverty” and by  identify their commonalities and

Janice Wassel about the “sandwich i therefore become closer. For example,

years,” as well some key findings some part|_0|pants spoke”about :
¢ unsupportive husbands. :

from the ACTEW fact sheet on ~ Field-test facilitator

Immigrant Women and :

Employment_ et ErEsraEEEEEsEEEEEsEEEEEErEEEEEEsEEsEEsEEsEEREERERREEEE H

Message Two: “It’s only in their 40s that they [woman] realize that they
need to and CAN strike out and focus on themselves.”

Is that true in the experiences of the woman in the group?
For them personally, and/or for women in general?

As part of Canadian society as a whole, or the women'’s specific
cultural group?

Does the statement apply to their job search? Are there skills they
have now or a different perspective from when they were
younger that can serve them in their job search?
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LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her critical thinking skills.
For more information check out the Essential Skills descriptions
provided in Appendix 2.

Activity 3: Living It Up!

Focus on the last part of Mathur’s statement: “[Women 40+ realize] that
they need to and can strike out and focus on themselves.”

Have the women work as a larger group, or divide them into smaller
groups or pairs. Ask them to work together to make a list on flip chart
of what they are doing now in their

lives to focus on themselves. Ask ] )

them to be specific — something

that they do. Encourage each

i “The women in the group discussed how

Woma_n to t'ty tO_ think of at_ least itisn’t until the 40’s and 50’s that we
one thing — it might be as simple as i have a little time for ourselves — those
taking time to meet with a friend or ~ § Who recently emigrated here were in a

: different situation as they felt they

neighbour for tea or coffee or it ;[ ———

might be something “larger”, such

L . ~ Field-test facilitator
as being in this program. ]

After the list is completed ask the women to think about and share with
each other their wishes for the future. Again, encourage each woman to
try to think of a least one thing.

What would she like to do to focus on herself, based perhaps on
some of things she’s learned about herself in the course to date?
Again, ask for specifics.

Once the women have had a chance to share their thoughts, ask
them to compile a list of the things they plan to do for themselves
in the future.
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Post both lists — current and future - about the room. If you’ve
been working in small groups or pairs, gather together as a larger
group and share the lists.

You may wish to follow up the activity, either as a group or
independently, with a planning exercise — encouraging each woman to
attach a specific date or action to her item on the list — when she will
start doing it or when she will take a concrete step towards
actualization.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

Activity 4: Lifeline Map®

Have the participant draw a straight line on a piece of paper and then
put points on the line that show major events in her life. For example,
she might include the birth of a child, her marriage, or arrival in
Canada.

N\

Now ask the participant to think about the major events in her life.
Redraw the line making “peaks” and “valleys” to show the ups
and downs — the challenging times and the good times. She
might use the same points, or add new ones.

O
(-

¥ See Alternate Activity — Employment and Education Map, page 123.
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Beneath each point, ask the participant to write something she has
learned from that time in her life, perhaps a skill, or a character or
values trait, that she can bring into her job search.

Now ask her to think of the future, and then continue the lifeline,
using a different colour pen, adding major events or
accomplishments she’d like to see happen.

Have volunteers share their lifelines. This can be done with the whole
group or in pairs. You may want to do your own lifeline and be
prepared to share it with the group.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to think critically about her past. For more
information check out the Essential Skills descriptions provided in
Appendix 2.

Insights & Tips

i “We did this exercise as a circle as well
i asastraight line. Interesting methods

i of drawing the life line came out. The

i lifeline map was an excellent activity —
i it put their journey in focus, but also

i created a lot of emotion. This is an
activity that needs a lot of time, almost
! aunit unto itself.”

“One of the women cried during ‘the
i future’ part of the activity as she was
i unsure of what the future holds for her §
i (she is a recent newcomer to Canada). i
! The group really came together and
i supported her.” ]
] ~ Field-test facilitators i
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 5 and Activity 6 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a comment to her journal.

Activity 5: What Do | Worry About?

Distribute Worksheet 9 featuring statistics about “What Women Worry
About”.

Ask the participant to reflect upon what she worries about - whether
they are the same concerns as the women polled, or different
concerns — and then write about her worries in her learning
journal.

Next ask the participant to start thinking about the changes she
could make at some point in the future. She doesn’t have to write
them down at this point, just think about them.

LINK TO ESSENTIAL SKILLS

As a result of a woman’s participation in this activity, you should have
a sense of her ability to think critically about her past and her ability to
put her thoughts on paper. For more information check out the
Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 9

What do | worry about?

Read the information in the box and then respond to the question.

WHAT WOMEN WORRY ABOUT

Concerns about health care costs and family weigh heavily on women aged
35 to 54. Percentage affected "a great deal” or "somewhat" in their personal

lives by:

Concerns about an aging parents care or well-being: 65%

Worry about not having enough time to help or support a family
member: 59%

Difficulty managing stress: 55%

Sources: National Association of Social Workers and the New York Academy
of Medicine.

1. Think about your own life. What do you worry about?

2. Write about it in your learning journal.
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Activity 6: Life Experiences

Distribute Worksheet 10 and Worksheet 11. Ask each participant to
choose the article that is of most interest to her, or the one that speaks to
her life experiences. Have her read

it to herself and highlight key _ _
points or words. _ Insights & Tips

! “These articles were difficult for some of

Be sure to note the various reading  the ESL students, particularly the :
levels required for each worksheet, i vocabulary. I'd suggest using them with
and plan accordingly, based on the stl_Jde1r’1ts with higher level reading :
literacy abilities of the participants. I

You may wish to substitute the full “We had some good group discussions
articles with shorter easier-to-read i around the articles, although the

; : women found them a bit sobering!”
guotes, such as those presented in : .

the unit section, “Additional : :
|nf0rmat|0n” e e rarara e e e e rereeeeeEeEEREEeurarararararararane :

~ Field-test facilitators

If the participant wishes, have her pair up with another woman in
the group to share her concerns and experiences, and listen to her
partner’s personal concerns and experiences.

Provide brochures and contacts for finding community support and
help, and make these available for the participants to read and
take home if they wish.

Ask participants to record their thoughts and feelings in their
journals.

Computer Option: As a group exercise or individually, have
participants create a “search” list of key words related to the
issue that they can “Google” to gain more information.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her reading, critical thinking skills and writing skills. For
more information check out the Essential Skills descriptions provided
in Appendix 2.
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WORKSHEET 10

Reducing poverty possible, forum told*

"I am the face of poverty . . . | am your daughter, sister,
cousin, friend and neighbour"

October 27, 2008
FRANCES BARRICK
RECORD STAFF
WATERLOO REGION

Melannie Hogg once owned a successful catering business in Toronto.

Then multiple sclerosis and arthritis reduced the 39-year-old Kitchener
woman to a life of poverty. She lives on a disability pension of $746 a month.

"I am the face of poverty,” Hogg told about 70 people at a forum on poverty.
"I am your daughter, sister, cousin, friend and neighbour. | am not the
stereotype, not what you would normally think of when poverty comes to
mind.

"I didn't choose to be poor. | chose to be a productive member of society."

The gathering Friday in Cambridge brought together social activists who want
to reduce poverty in Ontario by 25 per cent in five years.

Ontario Premier Dalton McGuinty has pledged to introduce a poverty-
reduction strategy by the end of this year.

Peter Clutterbuck of the Social Planning Network of Ontario, which is
promoting the goal of a 25 per cent cut in poverty, said he's encouraged the
Liberal government is still committed to the fight, despite economic
uncertainties.

"Poverty remains on the agenda," he said.

The question, he said, is how quickly the government will implement poverty-
reduction initiatives and how much money is allocated to them.

About 320,000 children live in poverty in Ontario, Clutterbuck told the forum

* Reprinted with permission. The Record, Waterloo Region.
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at Cambridge City Hall. A 25 per cent cut would mean 80,000 fewer children
who are poor.

"It is not an ambitious program," he said. "It is actually an achievable
program.”

Ways to reduce poverty include increasing the minimum wage to $11 an hour,
providing more affordable housing, and offering child-care and transit
subsidies to the poor, he said.

Anne Tinker, executive director of The Bridges, said the 40-bed homeless
shelter in Cambridge is more than full every night.

On Thursday night, nine people slept on the floors.

Now, a growing number of seniors are seeking shelter, including two people
in their 80s who arrived at The Bridges one night last week.

Like many other speakers at the forum, Tinker urged the community to get
behind the poverty-reduction movement.

"If we don't work together to find an answer, it is going to get worse before it
gets better," she said.

Source: Frances Barrick, The Record
fbarrick@therecord.com
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WORKSHEET 11

Middle-aged women are less likely to be happy®
By Marilyn Elias, USA TODAY

Women from the mid-30s to mid-50s are less likely than Americans overall to
be very happy, and many are racked by worries about aging parents and other
family members, a national survey reports Monday.

Money, time and health concerns loomed large in the poll by independent
pollsters Pursuant Inc. of more than 1,100 women who have at least one
living parent. About 20% said they were very happy, compared with 34% for
the U.S. population overall in another survey by the Pew Research Center this
year.

More than half of the women were concerned about an elderly relative's
health. Those who had ailing relatives — usually a mother or father — were
much more likely to feel depressed and to worry about having enough time
for family members. They also had more trouble managing stress. About two
out of three women were employed.

The poll of women ages 35 to 54, commissioned by the New York Academy of
Medicine and the National Association of Social Workers, has a margin of
error of plus or minus 3 percentage points.

The bleak scenario doesn't surprise Deb Rubenstein, a social worker who
counsels "sandwich generation” women, those who have children at home
and aging parents, at IONA Senior Services, a social-service agency in
Washington, D.C.

"I've had women burst into tears in my office. They say ‘Not only is my father
in the hospital, and they're calling me at work saying, "Figure out where he's
going next because he's not going home," but the school's calling to say my
learning-disabled child has developed another problem." "

Typically, when emergencies with aging parents hit, “these women already
have their plates 110% full,” she says. Women do about 70% of the care giving
for elderly relatives with chronic illness, national studies have shown.

Counseling and referrals to assisted living facilities or other resources for the

® Taken from http://www.usatoday.com/news/health/2006-11-12-women-study_x.htm. Used with
permission as per information on USA Today’s website, March 2010.
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elderly can help, she says. About one out of four women surveyed said they or
relatives had sought help from aging services experts.

Later marriages, later child-bearing and longer life spans are forcing more
women into taking responsibility for their kids and their parents, says social
demographer Janice Wassel of the University of North Carolina-Greensboro.
The "sandwich" years don't even go away by the 60s anymore.

"We've got these 60-year-olds who take care of 92-year-old parents and 16-
year-old kids," she says.

Providing elder care was linked to feeling overworked in a study of employed
adults last year, but taking care of children was not, says Ellen Galinsky of the
Families and Work Institute, which did the study.

Such overwork may be common. In another institute study, 35% of U.S.,
employees said they had elder care responsibilities during the last year. "It
can be episodic, unpredictable and very stressful,” Galinsky says.

MODULE ONE: EXPLORING MY SELF | UNIT FIVE: MY STRENGTHS AND CHALLENGES



SPOTLIGHT ON CHANGE Page |123

Alternate Activity: Employment and Education Map

Follow the directions for the “Lifeline Map’ described in Activity 4, but
have the participants plot previous work (including paid and non-paid)
and education and training.

Use the map as a tool to build a Insights & Tips
résumé, either in this unit, or for :

the participant to store in her ! “The women found the mapping

portfolio for future reference i exercises to be useful and thought-
' i provoking. Great activity!”

: ~ Field-test facilitator :
Also use the exercise to map out o

plans for the future, using a ............................................................
different colour pen to show steps,
goals and accomplishments.

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 7: Guest Speaker

Invite a woman who works at a job that is traditionally held by men -
such as a carpenter, welder, plumber or mechanic — to come to the
group and talk about her choice of profession including the pathway
she took to achieve it.

Make available brochures or other information about apprenticeship
and training opportunities for women in non-traditional jobs.
Encourage the women to take copies of the information to read during
the independent work portion of the unit, or later at home.

For those interested in further researching non-traditional jobs for
women, ask them to keep the information in their portfolio for future
reference.
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Activity 8: Group Planning

Have the group plan and invite a woman as a guest speaker who works
in a non-traditional field to an upcoming unit. Research the possibilities
together, and choose what kinds of non-traditional jobs for women the
group would like to find more about, along with programs, training
and apprenticeship opportunities in your communities. Make
brochures and other information available.

(Final 30 minutes of the day) . )
Insights & Tips

Debrief from the various activities
and discussions. Be aware that the

“I realized during this unit that we’re
) ’ i not alone in our aging and that there
discussion may have touched i are many positives in aging.”

upon difficult issues for some of
the women. Be sure to bring

positive closure to the unit — :
either by ensuring follow-up and ¢ “This unit made me think about my life

i “l will concentrate more on my goals —
¢ try to visualize them.”

referrals, and/or talking in brief Y inet ! e winls | W o s

to each woman individually. ~ Field-test participants

Refer to the “focusing on oneself”

activity spurred by the Mini Mathur’s statement. Challenge the
participants to remember to do something in the time between this
and the next unit to focus on themselves — even something simple.

Gather oral & hard copy feedback. Ask the group members to share
their thoughts about the unit, and whether they would like to
continue discussion about any of the topics in upcoming units.

Introduce the topic or focus of the next unit. If a guest speaker has been
arranged for the next unit, prepare participants by letting them
know who will be attending.
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Read aloud the “Getting Ready” activity to do before the start of next
unit (see below).

Answer questions. After the group disperses, make yourself available
to chat and answer questions or concerns that individuals are more
comfortable raising one-to-one.

GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

If you were to take a trip to a place you’ve never visited before,
how would you go about finding out about it?

If you had an afternoon free just for you, and no other
responsibilities, how would you spend it? Would you watch a
movie, read a book, write a letter, listen to music, go for a walk,
visit friends, or would you do something else?

- CLOSING WORDS

“My husband was not agreeing for me to get out and do this course. | have lot
of work to do at home like cooking, cleaning, laundry, picking up kids from
school. With the help of this course | was able to pay a babysitter to pick up my
child and take care of him until I come home but [the] other kid need to be
picked up from school. I ignore my hushand’s anger and make sure he will pick
up the kid. Only in coming and being committed to this course did I find the
courage and confidence to ask things like that of my hushand for the first time
in my life.”

~ Spotlight on Change Participant

MODULE ONE: EXPLORING MY SELF | UNIT FIVE: MY STRENGTHS AND CHALLENGES



Page | 126 SPOTLIGHT ON CHANGE

MODULE ONE: EXPLORING MY SELF | UNIT FIVE: MY STRENGTHS AND CHALLENGES



HOW | WORK AND LEARN

“I really love this course where [I can] explore and spotlight my character. It
makes me wake up in the morning, to get me up from sleeping, and depression
and giving up finding a job. Now | have hope to have my own business and
[go] back to school to have [an] art degree. ™

~ Spotlight on Change Participant

- UNIT OUTCOME

The participant explores her learning style and multiple intelligence
strengths, and applies the information to future employment and
training possibilities.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential Skills:
Reading Text
Document Use
Continuous Learning
Thinking SkKills
Computer Use

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Before working with the information and activities in the unit, reflect
on these situations and questions:

You’ve probably tried learning style inventories in the past (if not, go
to the Government of Canada site listed in the resources section
and try one). What is your preferred learning style?

What is your area of strength when it comes to the theory of
Multiple Intelligences? If you don’t know, try the multiple
intelligence inventory at the Government of Canada website.

Is your career choice a good “fit” for you when you reflect upon the
results of the inventories?

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

If you were to take a trip to a place you’ve never visited before,
how would you go about finding out about it?

If you had an afternoon free just for you, and no other
responsibilities, how would you spend it? Would you watch a
movie, read a book, write a letter, listen to music, go for a walk,
visit friends, or would you do something else?

REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.
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Service Canada offers two online quizzes that relate to the
content of the unit. Visit the website (www.servicecanada.gc.ca)
and follow the menu links through to the following “toolbox”
quizzes:

o Seeing, Hearing, Doing Quiz

o Multiple Intelligence Quiz

VARK, a guide to learning styles ~ Visit the VARK home page
(www.vark-learn.com} and follow the menu link to the web page
Questionnaire for an online learning styles quiz.

Learn More Now, 10 Simple Steps to Learning Better, Smarter
and Faster, Marcia L. Conner, published by John Wiley and Sons,
2004. This book provides plenty of simple exercises and activities
to appeal to a wide range of learners and learning styles.

MAKING IT WORK — FACILITATION SUGGESTIONS

Keep the discussion of learning styles and multiple intelligences as
simple as possible. Have fun with the inventories and the
discoveries. Emphasize that there are no “right” and “wrong”
answers, nor is there one way of learning that is better than the
others - there are only different ways. We are all unique human
beings, and put our own *“stamp” on how we learn or perceive
things.

Help the women make discoveries about themselves. Be sure that each
participant leaves the unit with a better understanding of her
personal preferences and strengths so that she can apply this
understanding to her day-to-day life, to her job search, to her
training, and to her job.

Apply the discoveries not _ _
only to education, but also to Insights & Tips
employment situations —
i “We also discussed how information is

how she might use the : . L
. . : shared in the participant’s own culture,
information to go about her i e.g., music, song, dance, the arts, etc.”

job search or identify career
areas and opportunities that

~ Field-test facilitator
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are a good match for her. She might even perform her future job
more effectively by knowing her preferred learning style and
“intelligences” and shaping her environment accordingly.

Remember to point out that the
inventories help us to identify
our dominant or preferred
style, but that we use all of
the styles in our daily lives.
The point isn’t to avoid our
weaker learning styles
(indeed, we can develop
them), but to be aware of
how we process information
to gain the most out of our
efforts, and to reinforce
learning. If one approach for
handling information or
learning something new
doesn’t work for you, try
another approach!

Insights & Tips

So, what are learning styles?

i Think about this first: how do you like

i to learn new information? Do you like
i toread it or do you prefer to listen to

i someone else explain ideas? Do you
prefer to jump right into a new activity :
and learn by trial and error? Do you like
i tomove around and listen to musicor
i do you prefer a quiet environment

i when studying?

Your answer to these and similar :
i questions will help you begin to identify :
i your preferred learning style. :

~ The Adult Literary Learner
Lindsay Kennedy and Marianne Paul

Clarify what is meant by learning style — it is the way in which an
individual tends to understand and remember information.
Another way of saying it - a learning style is how one takes in,
processes, stores and then uses information. There are many
ways of looking at and categorizing learning style preferences.
One popular and simple way is to decide whether a person is a

visual, auditory, or tactile learner.

/Profile #1 — Visual Learner

Charlotte almost flunked out of school because she drew pictures
and maps instead of writing or reading her assignments. She never
did find a way to succeed in academia, but she now makes a good
living as a commercial realtor where she can draw floor plans and
help her corporate clients visualize how a space will look when they

move in.

o

\

~ Learning Styles on the Job

Marcia L. Conney
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A)file #2 — Auditory Learner \

Henrietta, owner of a growing leasing business, talks her way
through nearly every meeting. She even talks to herself when she’s
alone in the car. An auditory learner who processes information
best by verbalizing it, she keeps track of details this way and figures
out what needs to happen next by giving voice to her thoughts. She
sometimes has trouble with colleagues, who doubt her abilities,
because they assume she talks to herself because she’s nervous.
Actually, she talks more when she’s comfortable, and talking helps
her to understand situations in more meaningful ways.

~ Learning Styles on the Job

k Marcia L. Conry

/Profile #3 — Tactile Learner \

Faye, an energetic residential realtor, loves her job most when she’s
walking around houses, running her hands over the walls, or
touching the upholstery of a couch. Although she learns a little from
her clients when they set up their appointment on the phone, she
knows she will understand them better when they walk around a
home together.

~ Learning Styles on the Job

Marcia L. Conner

o /

Multiple Intelligence Theory, developed by Howard Gardner, is
another way to look at a person’s strengths, and how she perceives
and handles the world about her. Gardner believes that multiple
intelligences are influenced by both biological and cultural factors,
and that each of us has a referred category from which to learn and
use information.
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As with all the self-discovery exercises in this module, Multiple
Intelligence (M) is presented here to help the participant give voice
to her own abilities and preferences in order to enhance her
employment opportunities and job satisfaction. The categories of
intelligence include: logical/mathematical, visual/spatial,
bodily/kinesthetic, musical, linguistic, interpersonal, intrapersonal,
existentialist, naturalist.

ﬂ%vou... \

Number & Reasoning Smart? (Logical/mathematical)

Picture Smart? (Visual/Spatial)

Body Smart? (Bodily/Kinesthetic)

Music Smart? (Musical)

Word Smart? (Linguistic)

People & Relationship Smart? (Interpersonal)
Self Smart? (Intrapersonal)

Deep-Thinking Smart? (Existentialist)

\Nature Smart? (Naturalist) /

You may wish to present the unit over two or more days, focusing first on
learning styles and then on MI. As always, modify the plans and
activities to suit the needs and interests of the participants, the
program, and the time available.

Design and adapt learning activities to appeal to a variety of styles and
intelligences, that is, present the same information or have a
participant complete a task in ways that suit how she takes in and
gives out information. Give participants a choice for how they
complete an outcome — there are many roads to reach the same
destination!
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" GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

When reflecting about the previous unit, remind the women of the
challenge that was given to them — to do something solely for
themselves between the units. Did they do it? What? How did it
make them feel? Will they try to incorporate moments for
themselves into their lives? How will they go about it?

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group.

Accommodate personal goals/needs and facilitate independent work,
particularly as the course progresses. In this unit, there are
several opportunities for the women to learn about their personal
strengths and preferences through inventories that may be done
in a variety of ways — independently with paper and pencil/hard
copies, independently through the computer and online work, or
through group discussion and small group work. Adapt and
present the unit accordingly, preferably with a combination of
methods.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Activity 1: My Best Learning Style

Insights & Tips

Present the “Getting Ready”
activity. Throw out the question
to the group for brainstorming
ideas: If you were to take a trip to
a place you’ve never visited
before, how would you go about
finding out about it? Flip chart
responses.

Next, draw a large circle on flip
chart paper. Divide the circle into
three parts or slices. Label each
slice with one of the following:
Visual, Auditory and Tactile; and
then ask each woman to say
under which category or “slice”
her response best fits.

“This was a fun activity — it elicited
i good participation!”

i “Afternoon free: much discussion about
being with a friend, another woman,

i and walking and talking about their

i lives. We discussed the benefits of being
a woman and having that bond with

i other females.”

“Interesting outcome — 80% of the

{ women said they’d go straight to the

i Internet to research a travel spot. A few
i said they’d consult with friends or a

i travel agent.”

: ~ Field test facilitators

Repeat the activity with the second question: If you had an afternoon
free just for you, and no other responsibilities, how would you spend
it? Would you watch a movie, read a book or write a letter, listen to
music, go for a walk, or visit friends? Or do something else altogether?

Graph the responses.

Have each woman analyze her responses. Do all or most of her
responses show up under the same category or slice? What do
the answers tell her about herself?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication and critical thinking skills. For more
information check out the Essential Skills descriptions provided in

Appendix 2.
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SUGGESTED FOLLOW-UP ACTIVITIES

A number of activities have been provided as follow-up to the
discussion. Select the methods that match the skills, abilities and
interests of the women. Completed questionnaires could be placed in a
portfolio. “Links to Essential Skills”” are not provided for these
activities.

Activity 2: Learning Style Quick Test

Hand out Worksheet 12, the “Learning Style Quick Test”, to each
participant. Have her answer the questions independently. Explain
there are no right or wrong answers. She should check or tick off the
statement that best describes how she would react. If necessary, do the
first set of questions with the whole group to shown how the quick test
works.

Have each woman add up the check marks at the end of the
inventory. What is her preferred learning style? (Note: you may
wish to hand out the “results” section of the activity separately;
you may also want to print off and hand-out more information
about what each of the learning style categories mean).

Bring the group together. Do a . .
guick poll by raising hands. : INsights & Tips

i i ? : ;

Who 1S a _Vlsual learner? Who : “Learning styles — | had never really

is an auditory learner? Who i thought about that before — | learned

is a tactile learner? Graph the i everyone has different learning styles
results in a pie chart. Have and that is normal and_okay. I will make :

) : an effort to pay attention to my

each woman put her name in : learning style.” :
the slice that represents her ~ Field-test participant :

preferred learning style. S,

Discuss the results. Do they ring true for each woman? Can the
participants think of other examples in their lives that support or
don’t support their “quick test” learning style preference?
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Put a check mark beside each statement that describes what you would most
likely do or how you’d respond to a situation.

The Challenge... A B C

To operate new | Read the Listen to an Try it out
equipment | instructions explanation

would:

To find travel Look at a map Ask for spoken Follow my nose
directions | directions

would:

To cook Follow a recipe | Call a friend and Follow my
something new | ask for an instinct, tasting
would: explanation as | cook

To teach Write out Explain Show them and
something to instructions verbally let them try it
someone |

would:

To return faulty | Write a letter Phone Take it back to

goods | would:

the store

I'd say... “I see whatyou | “lI hear what you're | “I know how you
mean.” saying.” feel.”

I'd say... “Show me.” “Tell me.” “Let me try it.”

I'd say... “Watch how | do | “Let me explain.” “You have a go.”

it.”

Continued on next page

® Quick Test information adapted from: http://www.businessballs.com/vaklearningstylestest.ntm. All other
information taken from The Adult Literacy Learner. L. Kennedy and M. Paul, 2005.

MODULE ONE: EXPLORING MY SELF | UNIT SIX: HOW | LEARN AND WORK




SPOTLIGHT ON CHANGE Page | 137
The Challenge... A B C
Leisure Museums and Music and Physical

galleries conversations activities
Buying gifts Books Music Tools and
gadgets
Shopping Look and Discuss with shop | Try on and test
imagine staff
Choose a holiday | Read the Listen to Imagine the
brochures recommendations | experience
Choose a car Read the reviews | Discuss with Test drive
friends

Add up the
check marks in
each column:

Transfer your results to the next page.
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Now enter the number of check marks into the table below:

Visual Auditory Tactile

The column with the greatest amount of check marks gives an indication of
your preferred learning style. This means the way you learn best most of the
time.

Visual—needs to be able to see the instructor and learn best from visual
displays.

Auditory—listens to what others say and learns best through verbal lectures.

Tactile/Kinesthetic—prefers to actively explore the physical world and learns
best through a hands-on approach.
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Activity 3: Online Learning Style Inventories

Computer Option — Those participants who are comfortable with
computers, or who want to practise their computer skills, can do
learning style inventories online. There are many learning style
inventories online that will also automatically calculate the results.
Participants may do an online
search to identify some; however,

you may simply wish to provide
the URLS to ensure the tests are

from valid sources, and match the

i “The women reported to me that they
i found the inventories (in class and on-

literacy skills of the women. ! line) exciting and interesting!
i Discovering their learning styles was a
Check out the following two e B

. . . ~ Field-test facilitator
inventories found at the websites :

Ilsted In the resources Sectlon at the i ............................................................ ;
front of this unit:

Seeing, Hearing, Doing Quiz — Government of Canada website.
VARK?*, A Guide to Learning Styles.
You’ll note that the VARK Inventory presents four learning styles
rather than three, adding the Read/Write style. If you wish, hand out
Worksheet 18 to review the four learning styles, and discuss how

people learn best based on their learning style.

*VARK is an acronym for learning preferences: Visual, Aural,
Read/Write, and Kinesthetic.
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WORKSHEET 13
The VARK Learning Styles’

The VARK Inventory presents four learning styles rather than three, adding
the Read/Write style.

Visual Learning Style means you learn best when you:
Use books with diagrams and pictures
Have graphs and flowcharts
See lots of space on a page of text
Interact with people who use gestures and lots of description
See words that are highlighted or are in different colours.

Aural Learning Style means you learn best when you:
Attend lectures
Attend tutorials
Discuss topics with other students
Discuss topics with the facilitator
Explain new ideas to other people
Use a tape recorder
Remember the interesting examples, stories, jokes

Describe the overheads, pictures and other visuals to somebody who
was not there

Leave spaces in your lecture notes for later recall and 'filling'.

" This version of the VARK was taken from The Adult Literacy Learner. L. Kennedy and M. Paul. Algonquin College,
Sault College, Conestoga College and Project READ Literacy Network, 2004. Used with permission.
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Read/Write Learning Style means you learn best when you:

Make lists

Use headings

Use dictionaries, glossaries definitions
Have a handout

Read a textbook

Instructors or facilitators use words well and have lots of information in
sentences and notes

Write your own notes and read manuals.

Kinesthetic Learning Style means you learn best when you:
Can use all your senses — sight, touch, taste, smell, and hearing
Go on field trips
Have instructors, facilitators or lecturers who give real-life examples.
Can use a hands-on approach
Try it for yourself (trial and error)
Can collect things and put them in order

Have exhibits, samples, photographs.
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Activity 4: Learning Style Profiles

Use Worksheets 14, 15, and 16 to create three workstations in different
parts of the room. Ask the participants to move from station to station,
reading each of the profiles, and the tips about how to make the most
out of the preferred learning style.

Once the participants have visited each station, have them gather
around the station that best matches how they like to work and learn.
Gathered into small groups according to learning style, the women
should work together to answer the questions at the bottom of the
worksheet. What can they do to reinforce their learning in light of their
learning style?

Add to the challenge by making a pile in the centre of the room of items
that appeal to various learning styles — CD player or iPod, paper and
pen, crayons, magazines, tickets to a movie, dance shoes, DVD, text book,
musical instrument, model kit, telephone, etc. Ask participants to choose
and take the items to their station that best match their learning style.

Activity 5: Learning Style Profile Alternative

As an alternative to Activity 4, and for women with stronger literacy
skills and who prefer to work independently, hand out Worksheet 17.
Have the participants read the article entitled, Career Know-How,
Learning Styles on the Job, by Marcia L. Conner, and answer the related

guestions.
Insights & Tips

i “Some of the women reported that they
i found these two activities helpful asit ~ §
i showed them that one learning style is

i not better than another.” :
: ~ Field-test facilitator
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WORKSHEET 14

Charlotte’s profile®

Charlotte almost flunked out of school because she drew pictures and
maps instead of writing or reading her assignments. She never did find
a way to succeed in academia, but she now makes a good living as a
commercial realtor where she can draw floor plans and help her
corporate clients visualize how a space will look when they move in.

If you're a visual learner like Charlotte, you prefer to look at what you’re
learning. Pictures almost certainly help you understand ideas and information
better than text or verbal explanations. Rather than listen to what someone
says, you may find yourself watching the speaker. Telephone conversations
might be difficult because you’re so accustomed to getting visual cues from
people while they talk. To learn, don’t just stare at a page. Move your body
and your eyes to heighten your visual perception and your comprehension.

Put this to work today: If your primary learning style is visual, draw pictures
in the margins of books you're reading, look at the graphics, and read the text
that explains the graphics. Online, envision the topic in your thoughts.

Ask yourself:
1. Are you avisual learner? What do you have in common with Charlotte?
2. What are some jobs that might be a good match for visual learners?

3. How might you shape your job search to take into account your
learning style strength?

8 Adapted from: Career Know-How, Learning Styles on the Job, Marcia L. Conner. Reprinted under the Creative
License Agreement, http://creativecommons.org/licenses/by/3.0/. Visit http://www.marciaconner.com for
further information.
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WORKSHEET 15

Henrietta’s profile®

Henrietta, owner of a growing leasing business, talks her way through
nearly every meeting. She even talks to herself when she’s alone in the
car. An auditory learner who processes information best by verbalizing
it, she keeps track of details this way and figures out what needs to
happen next by giving voice to her thoughts. She sometimes has
trouble with colleagues, who doubt her abilities, because they assume
she talks to herself because she’s nervous. Actually, she talks more
when she’s comfortable, and talking helps her to understand
situations in more meaningful ways.

If you’re an auditory learner like Henrietta, you prefer listening or talking
when you’re learning. The auditory listener, learns by listening to other
people and may even carry on mental conversations and resolve problems by
thinking back on what people have said. A less common type of auditory
learner is the verbal processor. She likes to say what she is thinking. If you're a
verbal processor, you may know intuitively that until you say something aloud
or at least move your lips, you’re not quite certain of your thoughts or their
implications.

Put this to work today: If your primary learning style is auditory, listen to the
words you read. Try to develop an internal conversation between you and the
text. Don’t be embarrassed to read aloud or talk through the information.

Ask yourself:

1. Are you an auditory learner? What do you have in common with
Henrietta?

2. What are some jobs that might be a good match for auditory learners?

3. How might you shape your job search to take into account your
learning style strength?

o Adapted from: Career Know-How, Learning Styles on the Job, Marcia L. Conner. Reprinted under the Creative
License Agreement, http://creativecommons.org/licenses/by/3.0/. Visit http://www.marciaconner.com for
further information.
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WORKSHEET 16

Faye’s profile®™

Faye, an energetic residential realtor, loves her job most when she’s
walking around houses, running her hands over the walls, or touching
the upholstery of a couch. Although she learns a little from her clients
when they set up their appointment on the phone, she knows she will
understand them better when they walk around a home together.

If you're a tactile/kinesthetic learner like Faye, you incorporate information
through touch and movement. As a result, you may not thrive in traditional
work environments because there aren’t enough opportunities to hold things
or move around. In school, classroom discussions and written materials
probably frustrated you, but you most likely caught up and even jumped
ahead during lab time.

Put this to work today: If your primary learning style is tactile/kinesthetic, in
printed text use a pencil or highlighter pen to mark passages that are
meaningful to you. From online text, take notes, transferring the information
into your journal. Doodle. Whenever possible, walk around as you read. Feel
the words and ideas. Get busy—both mentally and physically.

Ask yourself:

1. Are you a tactile/kinesthetic learner? What do you have in common
with Henrietta?

2. What are some jobs that might be a good match for tactile/kinesthetic
learners?

3. How might you shape your job search to take into account your
learning style strength?

10 Adapted from: Career Know-How, Learning Styles on the Job, Marcia L. Conner. Reprinted under the Creative
License Agreement, http://creativecommons.org/licenses/by/3.0/. Visit http://www.marciaconner.com for
further information.
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WORKSHEET 17

Learning Styles

Read the article below. While reading, think about these questions:

1. Do any of the people described in the article remind you of yourself?
Who?

2. Do you learn or tackle tasks in a similar way?

What is your learning style?

4. What strategies used by the people in the article to match their
learning style could you use? Highlight them with a highlighter pen.

w

Career Know-How
Learning Styles on the Job
by Marcia L. Conner*

In the past ten years my husband and | have moved across the country four
times and built then sold as many homes. With each move, we meet terrific
realtors seeking the best ways to market our property and edge out the
competition. Because my work focuses on helping people understand the role
that learning plays in personal productivity and success, | have shared this
perspective with our realtors who have commented that they are
overwhelmed with an increase in new information to read and learn. By
assessing how you learn, you’ll understand how you are likely to respond
under different circumstances and how to attain information in a way that
best addresses your particular needs. The more you discover about your
natural way of learning, the easier it will be to overcome information overload
and communicate with other people.

We each have a personal learning style that we rely every day even if we have
never examined how we learn best. In their simplest terms, we take in
information and learn through sight (visual), by sound or speech (auditory), or
by touch and movement (tactile/kinesthetic). We favor one of these senses
and process information most effectively through it although we can benefit

1 Marcia L. Conner is a facilitator, coach, and writer living in Virginia. She is author of Learn More Now: 10
Simple Steps to Learning Better, Smarter, and Faster (Wiley, 2004) and Creating a Learning Culture (Cambridge,
2004). You can reach her directly at www.marciaconner.com.
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from information that comes to us through other means too.

If you're a visual learner, you prefer to look at what you’re learning. Pictures
almost certainly help you understand ideas and information better than text
or verbal explanations. Rather than listen to what someone says, you may find
yourself watching the speaker. Telephone conversations might be difficult
because you’re so accustomed to getting visual cues from people while they
talk. To learn, don’t just stare at a page. Move your body and your eyes to
heighten your visual perception and your comprehension.

Charlie almost flunked out of school because he drew pictures and maps
instead of writing or reading his assignments. He never did find a way to
succeed in academia, but he now makes a good living as a commercial realtor
where he can draw floor plans and help his corporate clients visualize how a
space will look when they move in.

If you’re an auditory learner, you prefer listening or talking when you’re
learning. The most common type of auditory learner, the auditory listener,
learns by listening to other people and may even carry on mental
conversations and resolve problems by thinking back on what people have
said. The less common type of auditory learner, the verbal processor, likes to
say what he or she is thinking. If you're a verbal processor, you may know
intuitively that until you say something aloud or at least move your lips,
you’re not quite certain of your thoughts or their implications.

Susan, a young mortgage broker, spends the early morning reading the
newspaper and then adds another dimension to what she has read by listening
to the news on the radio. By using two different auditory techniques together,
she remembers more and can use one method to help her focus on the other.

Henry, owner of a growing leasing business, talks his way through nearly every
meeting. He even talks to himself when he’s alone in the car. An auditory
learner who processes information best by verbalizing it, he keeps track of
details this way and figures out what needs to happen next by giving voice to
his thoughts. He sometimes has trouble with colleagues, who doubt his
abilities, because they assume he talks to himself because he’s nervous.
Actually, he talks more when he’s comfortable, and talking helps him to
understand situations in more meaningful ways.

If you’re a tactile/kinesthetic learner, you incorporate information through
touch and movement. As a result, you may not thrive in traditional work
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environments because there aren’t enough opportunities to hold things or
move around. In school, classroom discussions and written materials probably
frustrated you, but you most likely caught up and even jumped ahead during
lab time.

Faye, an energetic residential realtor, loves her job most when she’s walking
around houses, running her hands over the walls, or touching the upholstery
of a couch. Although she learns a little from her clients when they set up their
appointment on the phone, she knows she will understand them better when
they walk around a home together.

Put this to work today

If your primary learning style is visual, draw pictures in the margins of
books you're reading, look at the graphics, and read the text that
explains the graphics. Online, envision the topic in your thoughts.

If your primary learning style is auditory, listen to the words you read.
Try to develop an internal conversation between you and the text.
Don’t be embarrassed to read aloud or talk through the information.

If your primary learning style is tactile/kinesthetic, in printed text use a
pencil or highlighter pen to mark passages that are meaningful to you.
From online text, take notes, transferring the information into your
journal. Doodle. Whenever possible, walk around as you read. Feel the
words and ideas. Get busy—both mentally and physically.

By appreciating your own style, you can also begin to look from other’s
perspectives and more easily help everyone learn. None of us learns in only
one way but by honing in on our strengths and preferences, we can
remember more of what we learn and make learning and meeting with others
more efficient, effective, and enjoyable.
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Activity 6: More than One Way to Learn

Introduce the Multiple Intelligences ) )
Theory, and the idea that learning
styles is just one way to look at our :

strengths. Howard Gardner

“The MI quiz was well-received by the

i o : participants — they made comments to
organized another way, describing i the effect that it was a practical

an individual’s strengths in these exercise and they were excited to see

areas of intell igence' what careers they were matched to.”

Visual/spatial’ bodily/kinesthetic’ E ............................................................. E
musical, linguistic, interpersonal,
intrapersonal, existentialist, naturalist.

Challenge the participants to find out their areas of intelligence through
a Ml inventory. Here’s one online suggestion:

Multiple Intelligence Quiz, Service Canada website, Career
Navigator tools.

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 7 and Activity 8 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a comment to her journal. These
activities have not been linked to

the Essential Skills descriptions Insights & Tips  JE ;
provided in Appendix 2. :

“This is a really good worksheet & list,
i and tied together a lot of what we had

Activity 7: Ml Inventory been talking about in class.”

~ Field-test facilitator
Hand out Worksheet 18 - Connect E

multiple intelligence, learning style,
and career/training areas to create a sense of completion for the unit,
and to have the participant to begin to analyze her employment choices
based on her strengths and preferences.
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Ask participants to identify the row(s) that correspond with her
areas of intelligence as identified in the MI inventory, and read
the corresponding jobs and careers.

Do any appeal to her? Which ones? Why?

How do they relate to the inventories and what she has found out
about herself?

Ask the participant to highlight the jobs that appeal to her for
further research and file the results of the learning style and Ml
inventories in her learner portfolio.

Activity 8: My Learning Journal

Have the participant write in her learning journal her thoughts about
her learning style and multiple intelligence self-discoveries. Questions
she could consider:

Does she feel more confident knowing her strengths?

How will she use her new knowledge to reach her goals?

Insights & Tips  J

! “Knowing my own learning style — | felt
i comforted because | was often

i disappointed with myself, | didn’t

i understand why | didn’t learn new

i things as easily as other people. Now |
understand myself and others too.”

~ Field-test participant :
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Based on Howard Gardner's MI Model
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WORKSHEET 18

Linking Multiple Intelligences to type of Work*

Intelligence type

Typical Job Roles

Preferred Learning
Style

Linguistic

Writers, lawyers, journalists,
speakers, trainers, copy-writers,
English teachers, poets, editors,
linguists, translators, PR
consultants, media consultants, TV
and radio presenters, voice-over
artists

Words & language

Logical-Mathematical

Scientists, engineers, computer
experts, accountants, statisticians,
researchers, analysts, traders,
bankers bookmakers, insurance
brokers, negotiators, deal-makers,
trouble-shooters, directors

Numbers & logic

Musical Musicians, singers, composers, DJ's, | Music, sounds,
music producers, piano tuners, rhythm
acoustic engineers, entertainers,
party-planners, environment and
noise advisors, voice coaches
Bodily/Kinesthetic Dancers, demonstrators, actors, Physical experience

athletes, divers, sports-people,
soldiers, fire-fighters, performance
artistes; ergonomists, osteopaths,
fishermen, drivers, crafts-people;
gardeners, chefs, acupuncturists,
healers, adventurers

and movement,
touch & feel

12 Adapted from: http://www.businessballs.com/. Used with permission.
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Intelligence type

Typical Job Roles

Preferred Learning
Style

Spatial-Visual

Artists, designers, cartoonists,
story-boarders, architects,
photographers, sculptors, town-
planners, visionaries, inventors,
engineers, cosmetics and beauty
consultants

Pictures, shapes,
images, 3D space

Interpersonal Therapists, HR professionals, Human contact,
mediators, leaders, counsellors, communications,
politicians, educators, sales-people, | cooperation,
clergy, psychologists, teachers, teamwork
doctors, healers, organisers,
advertising professionals, coaches
and mentors

Intrapersonal Counsellors, helpers, translators, Self-reflection, self-

teachers, actors, poets, writers,
musicians, artists, and also any
other role to which people can
bring emotional maturity, which
commonly manifests as
adaptability, flexibility, facilitation,
reflection, and other ‘grown-up’
behaviours.

discovery

What do you think?

1. What was the result of the Multiple Intelligence inventory you took as part of
this course? Look at the corresponding typical job roles. Do they appeal to
you? If so, which one or two appeal to you the most? Would you like to

pursue it?

2. What would be typical job roles for the intelligences that Gardner later

added to his list — the Naturalist and the Existentialist?
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(Final 30 minutes of the day)

Debrief from the learning style and Insights & Tips
multiple intelligences inventories. .

Ask the group members to share  { «will now be able to express myself in
their thoughts. Did they know i abetter way to find a suitable job for
before the unit that they had a |

~ Field-test participant
preference for how they PEEEEEE

percei\/ed and used ertseeesees e a s e e a e e
information? Did they know

they had specific areas of strength or intelligence? Does clarifying
their preferences and strengths give them ideas or direction for their
personal job search or plans for career or training?

Gather oral & hard copy feedback. Were participants satisfied with the
unit? Did they learn at least one thing they can use in their personal
job search?

Introduce the topic or focus of the next unit.

Read aloud the “Getting Ready” activity to do before the start of next
unit (see below).

Answer questions. After the group disperses, make yourself available
to chat and answer questions or concerns that individuals are more
comfortable raising one-to-one.

GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

Ask five people you know — relatives, friends, peers - to describe
your personality in a single word. Write down the five answers
and bring them with you to the next unit.
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" CLOSING WORDS

“I' met new people who — | hope — will be my friends. Women of a similar age as
myself, and then our problems and experiences arising from life in Canada, are
similar. Thanks to this course, I created a profile of my skills, knowledge,
personality, and | was more self-confident.”

~ Spotlight on Change Participant
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TAKING ADVANTAGE OF MY
PERSONALITY

“It is good to participate in a useful program like this one to learn about jobs,
job searching, computer training, and to explore our hidden parts of characters
which maybe we don’t notice, and to look at what kind of jobs match our
personalities.”

~Spotlight on Change Participant

- UNIT OUTCOME

Participant explores her temperament and personality and applies the
information to future employment and training possibilities.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential SKills:
Oral Communication
Continuous Learning

Computer Use

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Before working with the information and activities in the unit, reflect
on these questions:

Ask a colleague or friend what she or he thinks from knowing and
working with you: Are you an extrovert or an introvert?

Take one of the online personality inventories featured in the
resources section, or search out another one. Does what your
colleague or friend says match the results of the inventory?

Reflect upon the different personality types — do you have a bias
towards a certain type? Do you think its better for a student to be
an extrovert rather than an introvert, or vice versa?

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Ask five people you know — relatives, friends, peers — to describe
your personality in a single word. Write down the five answers
and bring them with you to the next unit.

Insights & Tips R

! “Some of the women found it difficult to
i approach five people. Three might be :
i an easier number....” ;
3 ~ Field-test facilitator
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" REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.

Personality Pathways ~ www.personalitypathways.com. This
website offers a simple explanation of personality types and has a
self-scoring introductory quiz.

Humanetrics ~ www.humanmetrics.com. This website offers an
online personality questionnaire and scoring. Follow the main
page links to the Jung Typology Test, Jung Career Indicator.

True Colors ~ www.truecolorscareer.com. This website includes
a simple introductory online personality quiz. Follow the links
from the homepage to Kalil’s Personality Test - Follow Your True
Colors.

Discovery Health ~ This webpage offers a simple online quiz.

Check out the following web page to access the Emotional

Intelligence Test ~

http://discoveryhealth.queendom.com/questions/eiq_abridged
1.html

Recognize and emphasize that one personality or temperament isn’t better
or more desirable than another. Examine your own preferences and
biases to ensure that you accept each woman in the group for her
unique mix of personality traits. Explain to the group that the
purpose of identifying personality types is to know and understand
ourselves better, and to find greater satisfaction in life and work. It
helps us take full advantage of our strengths, preferences, natural
tendencies and special abilities.
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Insights & Tips

“If I do not want what you want, please try not to tell me that my want is wrong.
i Oriflbelieve other than you, at least pause before you correct my view.

i Orif my emotion is less than yours, or more, given the same circumstances, try not to
i ask me to feel more strongly or weakly.

i Oryetifl act, or fail to act, in the manner of your design for action, let me be.

i 1 do not, for the moment at least, ask you to understand me. That will come only when
i you are willing to give up changing me into a copy of you.”

~ Please Understand Me Il, Temperament, Character, Intelligence
David Kiersey :

E. ................................................................ |nS|ghtS &Tlps """""""""" E""S

“These words by David Kiersey are so
i powerful. | photocopied and distributed
i them to participants to keep in their

There are many ways of exploring gg‘:;rf' | also posted them on chart

our strengths and preferences, and ~ Field-test facilitator
then describing the results - : :
we’ve presented a few different
and popular inventories within this unit for variety and fun. Pick
and choose among them according to the literacy skills and interests
of participants. Some of the inventories and explanations are more
complicated in terms of concepts and language than others. We’ve
attempted to identify some of the simpler options for ease of use and
discussion.

Familiarize yourself with the basic theories of understanding personality
tendencies, but recognize that they are just that — theories!
Personality temperament has been categorized and communicated
through a variety of inventories, some of which may seem to have
no more apparent validity than reading horoscopes, or looking to
astrological signs and descriptions! (Now there’s a fun alternative
introductory activity to the topic of personality and characteristics —
ask participants to name their astrological sign. What are the
characteristics of the sign? Do they see those characteristics as
accurately describing themselves?)
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The personality theories and inventories presented in the resource
listings, around which unit activities have been designed, are based
upon and grow from the work of Carl Jung. Jung theorized about
conscious and unconscious preferences or outlooks that describe
how individuals tend to perceive the world and to make decisions.
His psychological types propose two perceiving functions, intuition
and sensation, of which one would be dominant within the
individual; and two judging functions, feeling and thinking, of
which one would be dominant. Influencing each of these functions
are also two attitude types — introversion or extroversion.

In popular culture, the words “introverted” and extroverted” have
become part of our lexicon. Jung’s theories were later further
explored and developed to produce the popular inventory, The
Myer-Briggs Type Indicator. In the Myer-Briggs inventory, the
participant answers a series of questions. The mixture of the answers
are calculated and fall into one of sixteen categories that are labelled
as a combination of four letters, for example, ESTJ (Extraversion,
Sensing, Thinking, Judging).

Insights & Tips

i Favorite world: Do you prefer to focus on the outer world or on your own inner world?
i This is called Extraversion (E) or Introversion (1).

Information: Do you prefer to focus on the basic information you take in or do you
i prefer to interpret and add meaning? This is called Sensing (S) or Intuition (N).

Decisions: When making decisions, do you prefer to first look at logic and consistency
: orfirstlook at the people and special circumstances? This is called Thinking (T) or
: Feeling (F).

Structure: In dealing with the outside world, do you prefer to get things decided or do

i you prefer to stay open to new information and options? This is called Judging (J) or

i Perceiving (P). :

E ~ Source: The Myer-Briggs Foundation
www.myerbriggs.org

Relate discussions and personal tendencies and traits back to future
employment, and how knowing one’s own personality temperament
can help the participant identify career/training areas and potential
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jobs to explore — it can point her in a career direction and help her
refine her search. Use the results of the inventories and discussion to
help the participant sort out the kinds of jobs where she may feel
most comfortable, and that fit her preferences. However, do not use
the results alone to discard a job choice that the participant has
expressed an interest in exploring - instead help her analyze the job
in light of what she has learned about herself during the unit, and
look at ways to approach or accomplish tasks related to the job in
ways that suit her, or that will maximize her success.

Insights & Tips

:  “Knowing your temperament helps in your search for a career or job, but it only serves

i asaguide, rather than giving you any fixed answer. Think of temperament as

i analogous to "culture" in terms of influence. If you are of certain culture, then you will

i tend to feel most comfortable in your culture, and you can operate well in that culture.

i But that does not mean that you cannot be happy and prosperous living in a culture

i thatisn't your original culture. The same is true with your career or job, you can find E

happiness and satisfaction in many careers or jobs that are not "natural” ones for one's :

i temperament. On the other hand, if you aren't happy or you don't think you are as

i effective as you could be in your current situation, then it would be useful in examining

i the match between your temperament and your current job or career.” ;

3 ~ Essay on Work §
David Kiersey

Spend the majority of the unit allowing the participant to explore her
own personality tendencies and temperament through hands-on use
of inventories, and reflecting about the results and how they might
impact upon her personal job and career choices. Online inventories
are often fun and easy to use, since the results are tabulated and
returned instantly to the participant. Participants, as part of the unit
work, might identify other inventories as well as those identified
here in this resource. Be aware that some online inventories will
have registration/log-in requirements, and request or require
payment. We recommend viewing inventories as a springboard to
discussion and a doorway for a participant to explore career choices
that suit her, and not as the only focus of the unit.
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For a more in-depth and validated analysis, consider inviting a guest
speaker or workshop leader who is trained and accredited in the
administration and interpretation of a specific inventory.

Emotional Intelligence (EI) may also be introduced in this unit to
identify another way in which the women may explore their abilities
and strengths, and communicate their attributes and skills in their
job search. Work towards using

these inventories to expand the . . X
i Insights & Tips :
way the women view ¢

themselves in a positive way — ! “At this point in the course onward, |
they have a lot to offer i made a point to relate the information ~ :
emp|oyers and often in areas i and learning to the jobs that individuals :
- i felt their skills and strengths matched.” ]
they_may not have previously : ~ Field-test facilitator :
considered. :

Please note: In the final unit of this module we’ve used the metaphor of
quilting to illustrate the concept of bringing the various pieces of each
unit together. You will need to give each participant a square of
material as part of the “Getting Ready” activity for Unit 8.

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas!

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group.
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Emphasize that most of the unit will be spent exploring one’s own
personality type and preferences independently through inventories.
Have fun! Some of the language used in the inventories and
explanations may be new and unfamiliar, as well as the questions
and the situations described. Participants should feel free to ask
for clarification or for a simpler inventory if the one they’ve
accessed online seems too difficult or unclear.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

GETTING DOWN TO WORK

Activity 1: My Personality — Part 1

Present the “Getting Ready” activity. Ask each woman to share the
words that she collected from friends and family that describe her
personality as they “see” her.

Do you agree with the perception of others? Do you think the
words describe you?

Does the group agree that the words reflect the participant’s
personality?

Have the participants brainstorm to generate additional words
(adjectives) that describe character or personality traits. Refer to
Worksheet 19 (Personality Traits & Characteristics). You may need to
suggest some words or phrases. Flip chart the words.

MODULE ONE: EXPLORING MY SELF | UNIT SEVEN: TAKING ADVANTAGE OF MY PERSONALITY



SPOTLIGHT ON CHANGE Page | 163

Introduce the concept of personality temperament, types and
inventories. Let the women know they will have the opportunity to
explore some of these inventories throughout the unit.

As an illustration, make two
columns on a flip chart, one with

[ Insights & Tips
with the heading “extroversion” (as

the heading “introversion” and one

used in the Meyer-Briggs i “The worksheet list of words and
inventory). Place one or two of the phrases to describe pha,racterlstlgs_was

; ) ¢ also helpful for use in résumé writing!
words you’ve heard to describe the ! And great for ESL students!” :
women in the corresponding - Bl faclliraion |§
column. S ;
Ask the group:

Can other words you’ve heard to describe people mean
“introversion” and “extroversion”?

Do you think personality type has a role to play in making good
job choices and decisions?

Emphasize that there is no good or bad when it comes to the discussion
of personality tendencies. Learning more about our personality traits
can help us make better job decisions, and help us shape our job choices
to give us greater satisfaction.

At the end of the discussion you may wish to give everyone a copy of
Worksheet 19.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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WORKSHEET 19

Personality Traits & Characteristics

The following words and phrases are often used to describe personality traits
and characteristics. Which ones describe you?

Adventurous - risk taker

Ambitious — go-getter

Analytical — logical thinker

Artistic — creative, into the arts painting, music, sculpture, dance
Assertive — bold, self-assured

Businesslike — efficient, practical, level headed

Cautious — careful, restrained

Compassionate — feel the pain and sorrow of others
Complacent — pleasant, compliant, happy with the way things are
Concrete — realist, practical, realistic thinker

Conformist — likes and follows conventional rules

Creative — artistic

Critical — finds fault with or judges people and ideas

Curious — a question asker, eager to learn or know things

Dedicated — wholly committed to something or someone

MODULE ONE: EXPLORING MY SELF | UNIT SEVEN: TAKING ADVANTAGE OF MY PERSONALITY



SPOTLIGHT ON CHANGE Page | 165

Discreet — modest, shows wise self-restraint, keeps confidences
Disloyal — untrustworthy, doesn’t keep obligations

Domineering — holds power over others

Driven — energy and initiative, goes for a goal passionately
Easygoing — calm, unworried, laid-back

Extroverted — life of the party, very social, not afraid of the public
Focused — strong ability to concentrate

Goal-directed — actions are the result of set goals

Honest — tells the truth

Humble — modest, puts others first, courteously respectful
Idealistic — desires perfection in things and situations, not realistic
Impulsive — makes decision and actions without thought, reckless
Insensitive — not considering the feelings of others

Introverted — focus on self, not comfortable with the public, not
social

Intuitive — understanding others thoughts and feelings without
being told

Kind — nice, friendly, generous
Loyal — being true to others, country, causes, ideals

Methodical — ordered, systematic habits or behaviour
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Optimistic — sees the best in everything

Orderly — neat, tidy

Pessimistic — expecting the worst

Practical — realistic, level headed, efficient

Quick Learner — learns things fast

Risk-taker — not fearful, willing to do things without reserve
Self-confident — believes in own abilities and ideas

Self-starter — begins and completes things on their own,
competent

Sense of Humour — finds the funny side of things easily

Sensitive — understands the attitudes, feelings, or circumstances
of others

Shy - timid, distrustful of others

Strong Work Ethic — believes in the value of working, hard worker
Supportive — giving or able to give help

Tactful — considerate and discreet

Team Player — works well with others

Trusting — believes in and readily confides in others

Upbeat - happy, cheerful
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2, Activity 3 and Activity 4 are suggested as follow-up
activities. If you choose not to use these activities, then please select at
least one activity that allows participants to explore their personality
traits in an informal manner. Activity 4 has not been linked to the
Essential Skills descriptions provided in Appendix 2.

Activity 2: How Do My Peers See Me?

Create two circles so that half the participants form an inner circle and
the other half an outer circle around them. If you’ve set it up right, then
participants in the two circles should be facing each other in pairs. If
you haven’t done so already, hand out Worksheet 19 (Personality
Traits & Characteristics).

Ask a partner in the inner circle to Insights & Tips
describe the personality traits of the

person facing her based on ! “This was a wonderful activity to
interaction in class. You might i connect with each other (and expand

. i vocabularies)! Also practical for
want to give an gxample, and i interviews, communicating one’s
encourage wording of the i strengths, etc.” :
descriptions in a positive way. ~ Field-test facilitator

Next have the outer circle repeat

the activity. Once both people in the pair have exchanged their
thoughts and observations, then have the outer circle move one person
to the right to repeat the activity with a new partner.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Activity 3: What Jobs Do My Peers Think Suit Me?

Sometimes friends, peers and colleagues “see” positive aspects of us
that we don’t recognize in ourselves. Repeat the above circle/pair
activity, assigning the task of describing and sharing other insights as
well as personality traits, for example, skills and competencies. Connect
these insights to potential job suggestions. For example, partners may
finish the following statement about each other:

“From what I’ve seen from you in class, including personality
traits, | think you’d be great at this job or career:

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions

provided in Appendix 2.
.........................

i “We completed a similar activity as

i well. Each participant wrote her name
i onasheet and her peers jotted down
i words and characteristics to describe

i her. It was very supportive and

i positive.” :
3 ~ Field-test facilitator £
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Activity 4: Personality Quick Test™

Each question must be answered as quickly as possible. Have each
woman write one or two words to capture the first things that she
thinks of after you ask the questions.

1. Ask them to picture an enormous white room - like a school
gym. In this room, there is a cube.

a. What colour is the cube?
b. What size is the cube?

c. Where is it located in the room? (e.g., Is it floating, or on
the ground?)

2. Next, ask them to imagine flowers inside of this room.
a. Where are the flowers located?

b. How large are the flowers?

3. Ask them to imagine a ladder inside of the white room.
a. Where in the room is the ladder?
b. What size is the ladder?

4. Next, ask them to imagine a horse in the white room.
a. Where is the horse?

b. Name three personality characteristics of the horse (mean,
funny, sad, happy, etc).

5. Finally, ask them to imagine a rainstorm inside the room.
a. Where is the rainstorm located?

b. How large is the rainstorm?

13 Adapted from http://www.personality-and-aptitude-career-tests.com/cube-personality-test.html.
Please Note: This personality test has no known scientific origins, and has not been independently
validated. It is presented as a fun way to learn more about your own personality and the
personalities of the women in the group.
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What does it all mean?

Remember — this isn’t meant to be scientific. It is meant to be a way for
the women to think about themselves. If they disagree with the
interpretation of the results, engage them in a discussion about
perceptions — their perceptions of themselves, and also the perceptions
others might have of them.

The white room represents our lives. Inside the white room, there is
a cube.

The cube is a representation of how we see ourselves. If your cube is
small, it means that you are modest in your opinion of yourself. If
your cube is large, it means that you have a fairly good opinion
of yourself. If your cube is coloured, it can mean that you hide
who you really are from

people. A White Or Clear CUbe L [P s sssssEEEsEEEEEEEEEEEEEE
means that you are pretty Insights & Tips

straight forward — what they

; i “The participants LOVED this exercise —
See IS.What they get. If Fhe i they had a lot of fun with it. We did all
cube is on the ground, it i the inventories and quizzes together as
means that you are well i agroup. | read and clarified the
grounded in your views, and uestions forfhem. Field-test facilitator
“down to earth”. If the cube : ;
is floating, it may mean that L ]
there is change happening in
your life and perhaps a certain amount of upheaval or
uncertainty in your life right now.

The flowers in the room represent your family and friends. If there are
a lot of flowers in the room, it means that you like to be
surrounded by friends and family. If the flowers are only a few, it
means that you like to be surrounded by only a few close friends.
If your flowers are near the cube, it means that you are close to
your friends. If your flowers are further away, you tend to keep a
distance between your friends.
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The ladder inside the room represents your life's goals and ambition. A
small ladder means that you aren’t sure what your goals are right
now or that you find it necessary to keep your goals small and
real. If your ladder is large, it means that your goals and
expectations for yourself are set higher than average. If your
ladder is far away from your cube, it means that right now you
are not working on your goals. If your ladder is on top of your
cube, it means that your goals and ambitions are very important
to you at this point in time.

The horse inside of the room is your spouse or significant other. The
three characteristics of the horse apply to your spouse, or what

you like to see in your
Insights & Tips

spouse. If your horse is close
“The women thought this test great fun,

to the cube, it means that you
are close to your spouse.

When you see a beautiful i and the self-discovery it brought
horse it shows your beautiful i enlightening and useful.” :
experience with your spouse. ~ Field-test facilitator :

The rainstorm inside of the

room is life's problems. If your rainstorm is large, it means there is a
lot going on in your life right now. If the rainstorm is near
another object (for instance, the horse), it means that that object is
causing problems in your life. If you see small rainstorm that
means you are currently not facing too many difficulties or you
able to keep them under control.

Activity 5: My Personality — Part 2

Hand out Worksheet 20. Use this hard copy inventory as a simple
introduction for the participant to learn about, and potentially identify,
her personality type. The worksheet is also useful for those participants
who would find following online descriptions and instructions a
barrier to completing and using an inventory.

Follow up by handing out Worksheet 21. Relate the personality type to
job and career areas. To encourage discussion, and provide peer
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reading/writing mentors, you may wish to have the participants work
in pairs.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her reading and critical thinking skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.

Insights & Tips

“| also found descriptions of each
i personality type online and handed
i these out.”

~ Field-test facilitator :
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WORKSHEET 20

Cognitive Style Inventory™

1. Try the following inventory to get an idea about your personality type.
2. Work with a partner if you'd like.

3. When you've discovered your personality profile, find out more about
the specific profile by looking it up online, or by reading the other
worksheets.

Please note: the Cognitive Style Inventory is a self-scoring inventory and
should not be considered a substitute for taking an MBTI® or any type of
personality traits inventory. The author, Ross Reinhold, recommends taking a
bonafide MBTI inventory from a person qualified to administer it as the best
way to get an accurate measure of your Personality Type.

To learn more about Myers-Briggs Personality Type go to:
www.personalitypathways.com/type_inventory2.html

14 Cognitive Style Inventory. Ross Reinhold. Taken from www.PersonalityPathways.com. Used with
permission. For use as part of the Spotlight on Change curriculum only. All other copying and/or
distribution is strictly prohibited.
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Which is your most natural energy orientation?*

Every person has two faces. One is directed towards the OUTER world of activities,
excitements, people, and things. The other is directed inward to the INNER world of
thoughts, interests, ideas, and imagination. While these are two different but
complementary sides of our nature, most people have an innate preference towards
energy from either the OUTER or the INNER world. Thus one of their faces, either
the Extroverted (E) or Introverted (1), takes the lead in their personality
development and plays a more dominant role in their behavior.

Extroverted Characteristics (E) Introverted Characteristics (1)
Act first, think/reflect later Think/reflect first, then act
Feel deprived when cutoff from Regularly require an amount of
interaction with the outside world "private time" to recharge batteries
Usually open to and motivated by Motivated internally, mind is
outside world of people and things sometimes so active it is "closed"” to
Enjoy wide variety and change in outside world
people relationships Prefer one-to-one communication

and relationships

Which fits best, E or I?

15 Cognitive Style Inventory. Ross Reinhold. Taken from www.PersonalityPathways.com. Used with
permission. For use as part of the Spotlight on Change curriculum only. All other copying and/or
distribution is strictly prohibited.
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Which way of perceiving or understanding is most
"automatic" or natural?®

The Sensing (S) side of our brain notices the sights, sounds, smells and all the
sensory details of the PRESENT. It categorizes, organizes, records and stores the
specifics from the here and now. It is REALITY based, dealing with "what is." It also
provides the specific details of memory & recollections from PAST events. The
Intuitive (N) side of our brain seeks to understand, interpret and form OVERALL
patterns of all the information that is collected and records these patterns and
relationships. It speculates on POSSIBILITIES, including looking into and forecasting
the FUTURE. It is imaginative and conceptual. While both kinds of perceiving are
necessary and used by all people, each of us instinctively tends to favor one over the

other.

Sensing Characteristics (S)

Intuitive Characteristics (N)

Mentally live in the Now, attending
to present opportunities

Using common sense and creating
practical solutions is automatic-
instinctual

Memory recall is rich in detail of
facts and past events

Best improvise from past experience

Like clear and concrete information;
dislike guessing when facts are
"fuzzy"

Mentally live in the Future, attending
to future possibilities

Using imagination and
creating/inventing new possibilities is
automatic-instinctual

Memory recall emphasizes patterns,
contexts, and connections

Best improvise from theoretical
understanding

Comfortable with ambiguous, fuzzy
data and with guessing its meaning.

Which fits best, S or N?

16 Cognitive Style Inventory. Ross Reinhold. Taken from www.PersonalityPathways.com. Used with
permission. For use as part of the Spotlight on Change curriculum only. All other copying and/or

distribution is strictly prohibited.

MODULE ONE: EXPLORING MY SELF | UNIT SEVEN: TAKING ADVANTAGE OF MY PERSONALITY




Page | 176 SPOTLIGHT ON CHANGE

Which way of forming judgments and
making choices is most natural?*’

The Thinking (T) side of our brain analyzes information in a DETACHED, objective
fashion. It operates from factual principles, deduces and forms conclusions
systematically. It is our logical nature. The Feeling (F) side of our brain forms
conclusions in an ATTACHED and somewhat global manner, based on likes/dislikes,
impact on others, and human and aesthetic values. It is our subjective nature. While
everyone uses both means of forming conclusions, each person has a natural bias
towards one over the other so that when they give us conflicting directions - one
side is the natural trump card or tiebreaker.

Thinking Characteristics (T) Feeling Characteristics (F)
Instinctively search for facts and logic Instinctively employ personal feelings
in a decision situation. and impact on people in decision
situations

Naturally notices tasks and work to
be accomplished. Naturally sensitive to people needs

Easily able to provide an objective and reactions.

and critical analysis. Naturally seek consensus and

Accept conflict as a natural, normal popular opinions.

part of relationships with people. Unsettled by conflict; have almost a
toxic reaction to disharmony

Which fits best, T or F?

1 Cognitive Style Inventory. Ross Reinhold. Taken from www.PersonalityPathways.com. Used with
permission. For use as part of the Spotlight on Change curriculum only. All other copying and/or
distribution is strictly prohibited.
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What is your "action orientation" towards the outside
world?*

All people use both judging (thinking and feeling) and perceiving (sensing and
intuition) processes to store information, organize our thoughts, make decisions,
take actions and manage our lives. Yet one of these processes (Judging or
Perceiving) tends to take the lead in our relationship with the outside world . . .
while the other governs our inner world. A Judging (J) style approaches the outside
world WITH A PLAN and is oriented towards organizing one's surroundings, being
prepared, making decisions and reaching closure and completion. A Perceiving (P)
style takes the outside world AS IT COMES and is adopting and adapting, flexible,
open-ended and receptive to new opportunities and changing game plans.

Judging Characteristics (J) Perceiving Characteristics (P)
Plan many of the details in advance Comfortable moving into action
before moving into action. without a plan; plan on-the-go.
Focus on task-related action; Like to multitask, have variety, mix
complete meaningful segments work and play.

before moving on. Naturally tolerant of time pressure;

Work best and avoid stress when work best close to the deadlines.

able to keep ahead of deadlines. Instinctively avoid commitments

Naturally use targets, dates and which interfere with flexibility,
standard routines to manage life. freedom and variety

Which fits best, J or P?

18 Cognitive Style Inventory. Ross Reinhold. Taken from www.PersonalityPathways.com. Used with
permission. For use as part of the Spotlight on Change curriculum only. All other copying and/or
distribution is strictly prohibited.
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Now, fill in your four personality type LETTERS:

Then:

1. Goonline to a website that tells you about personality types — your
instructor can help you find one.

2. Look up the description of your personality type. Match the letters above.
3. Read the description. Do you think it describes you?

4. Write down 5 things the description says about your personality type:
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WORKSHEET 21
Suggested Careers for Myers-Briggs Type®

1. Circle the job or career area that corresponds with your personality
type based on the inventory results.

2. Read the job suggestions. Underline the jobs that appeal to you for
further research.

3. Explore the general job areas; i.e. “manager”. Do an online search or
look through newspaper job classified ads or other job sources. Identify
2 specific job titles that fall into the general area.

4. Put the page that lists the corresponding jobs in your portfolio for
future reference, along with your research.

The list is made up of recommended careers for certain personality types.
Please note: Any personality type can do any job. This list is not a list of the
"only jobs you can do", but simply a guide to which career utilizes the natural
talents of each type. Special thanks to www.personalitypage.com for some of
the information on this page. Visit the careers section at the website for more
detailed information on possible careers for your type.

ESFJ - Home economists, nurses, teachers, administrators, child care workers,
family practice physicians, clergy, office managers, counsellors, social
workers, bookkeepers, accountants, secretaries, organization leaders, dental
assistants, homemakers, radiological technologists, receptionists, religious
educators, speech pathologists. They do best in jobs where they can apply
their natural warmth at building relationships with other people.

ISFJ - Interior decorators, designers, nurses, administrators, managers,
secretaries, child care/early childhood development workers, social workers,
counsellors, paralegals, clergy, office managers, shopkeepers, bookkeepers,
homemakers, gardeners, clerical supervisors, curators, family practice
physicians, health service workers, librarians, medical technologists, typists.
Tradition-oriented and down-to-earth, they do best in jobs where they can
help people achieve their goals, or where structure is needed.

9 source: www.geocities.com/lifexplore/mbcareer.htm and www.personalitypage.com.
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ESTJ — Members of the military, business administrators, managers, police,
detectives, judges, financial officers, teachers, sales representatives,
government workers, insurance agents, underwriters, nurses, administrators,
trade and technical teachers. Natural leaders, they work best when they are in
charge and enforcing the rules.

ISTJ - Business executives, administrators and managers, accountants, police,
detectives, judges, lawyers, medical doctors, dentists, computer
programmers, systems analysts, computer specialists, auditors, electricians,
math teachers, mechanical engineers, steelworkers, technicians, members of
the military. Similar to the ESTJ, they have a knack for detail and
memorization, but work more behind the scenes instead of up front as a
leader.

ESTP - Sales representatives, marketers, police, detectives, paramedics,
medical technicians, computer technicians, computer technical support,
entrepreneurs, comedians, agents, race car drivers, firefighters, members of
the military, auditors, carpenters, craft workers, farmers, laborers, service
workers, transportation operatives. They have a gift for reacting to and
solving immediate problems, and persuading other people.

ISTP - Police, detectives, forensic pathologists, computer programmers,
system analysts, computer specialists, engineers, carpenters, mechanics,
pilots, drivers, athletes, entrepreneurs, firefighters, paramedics, construction
workers, dental hygienists, electrical engineers, farmers, military, probation
officers, steelworkers, transportation operatives. With the ability to stay calm
under pressure, they excel in any job that requires immediate action.

ESFP - Actors, painters, comedians, adult entertainers, sales representatives,
teachers, counsellors, social workers, child care, fashion designers, interior
decorators, consultants, photographers, musicians, human resources
managers, clerical supervisors, coaches, factory supervisors, food service
workers, receptionists, recreation workers, religious educators, respiratory
therapists. Optimistic and fun-loving, their enthusiasm is great for motivating
others.

ISFP - Artists, musicians, composers, designers, child care workers, social
workers, counsellors, teachers, veterinarians, forest rangers, naturalists,
bookkeepers, carpenters, personal service workers, clerical supervisors,
secretaries, dental and medical staffers, waiters and waitresses, chefs, nurses,
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mechanics, physical therapists, x-ray technicians. They tend to do well in the
arts, as well as helping others and working with people.

ENFJ - Teachers, consultants, psychiatrists, social workers, counsellors, clergy,
sales representatives, human resources staff, managers, events coordinators,
politicians, diplomats, writers, actors, designers, homemakers, musicians,
religious workers, writers. They have a gift of encouraging others actualize
themselves, and provide excellent leadership.

INFJ - Counsellors, clergy, missionaries, teachers, medical doctors, dentists,
chiropractors, psychologists, psychiatrists, writers, musicians, artists, psychics,
photographers, child care workers, education consultants, librarians,
marketers, scientists, social workers. Blessed with an idealistic vision, they do
best when they seek to make that vision a reality.

ENFP - Actors, journalists, writers, musicians, painters, consultants,
psychologists, psychiatrists, entrepreneurs, teachers, counsellors, politicians,
diplomats, television reporters, marketers, scientists, sales representatives,
artists, clergy, public relations, social scientists, social workers. Very creative
and fun-loving, they excel at careers which allow them to express their ideas
and spontaneity.

INFP - Writers, artists, counsellors, social workers, English teachers, fine arts
teachers, child care workers, clergy, missionaries, psychologists, psychiatrists,
scientists, political activists, editors, education consultants, journalists,
religious educators, social scientists. Driven by a strong sense of personal
values, they are also highly creative and can offer support from behind the
scenes.

ENTJ - Business executives, CEOs, organization founders, business
administrators, managers, entrepreneurs, judges, lawyers, computer
consultants, university professors, politicians, credit investigators, labour
relations workers, marketing department managers, mortgage bankesr,
systems analysts, scientists. They are born to lead and can steer the
organization towards their vision, using their excellent organizing skills and
understanding of what needs to get done.

INTJ - Scientists, engineers, professors, teachers, medical doctors, dentists,
corporate strategists, organization founders, business administrators,
managers, military, lawyers, judges, computer programmers, system analysts,
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computer specialists, psychologists, photographers, research department
managers, researchers, university instructors, chess players. They have a
particular skill at grasping difficult, complex concepts and building strategies.

ENTP - Entrepreneurs, lawyers, psychologists, photographers, consultants,
sales representatives, actors, engineers, scientists, inventors, marketers,
computer programmers, comedians, computer analysts, credit investigators,
journalists, psychiatrists, public relations, designers, writers, artists,
musicians, politicians. Very freedom-oriented, they need a career which allows
them to act independently and express their creativity and insight.

INTP - Physicists, chemists, biologists, photographers, strategic planners,
mathematicians, university professors, computer programmers, computer
animators, technical writers, engineers, lawyers, forensic researchers, writers,
artists, psychologists, social scientists, systems analysts, researchers,
surveyors. Highly analytical, they can discover connections between two
seemingly unrelated things, and work best when allowed to use their
imagination and critical thinking.
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 6 and Activity 7 are suggested as follow-up activities. If you
choose to not use these activities, then please select at least one activity
that allows participants to add a comment to their journals. Activity 6
has not been linked to the Essential Skills descriptions provided in
Appendix 2.

Activity 6: My Thoughts on This

Have the participant write in her learning journal her thoughts and
feelings about the results of her personality inventory, and the areas of
her life where she feels the greatest satisfaction and comfort. Ask her to
reflect on a past job.

Did she feel satisfied and comfortable in it?

Has the work we’ve done so far in this unit shed any light on
why or why not?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking and writing skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.

Activity 7: Online Personality Inventories

Have participants complete one or more online personality inventories.
Several choices are offered in the resource section. You might also
identify alternate online inventories, or have the participants search
them out. It is useful to have spent time prior to the class trying the
inventories yourself, and choosing ones that are reputable, suitable for
the participants, and that can be used to promote awareness that can
lead to better job choices. One advantage of online inventories is that
they offer immediate tabulation.

MODULE ONE: EXPLORING MY SELF | UNIT SEVEN: TAKING ADVANTAGE OF MY PERSONALITY



Page | 184 SPOTLIGHT ON CHANGE

Many online sites will offer links or pages that flow from the tabulation
results and that explain the findings in terms of the individual, and her
temperament/traits, and related career areas. Once the participant has
identified her personality type, have her follow the various links to
learn more about it.

Myer-Briggs is a commonly used
gnd vyell—known inventory, _arld it Insights & Tips
is an important one for participants :

to explore, if you only have time for ! “We did aquizpurely forfunandasa
one inventory. We’ve also offered i springboard to discussion where
other inventories, both for fun and participants identified their personality

. : with a shape — a square, circle, triangle, :
self-discovery. Have the { loradiamond,”
participants print and file the ~ Field-test facilitator

results of the personality inventory
and the explanation of the result in
their portfolios for further reference.

- OPTIONAL UNIT ACTIVITY

Below is an optional activity. Please note that links to Essential Skills
are not provided. Please refer to the Essential Skills web site or similar
activities if you wish to link this activity to Essential Skills.

Activity 8: Guest Speaker

Invite a guest speaker qualified to administer a personality type
inventory to host a mini-workshop or class unit on personality types
and related careers. If you belong to or work within a larger
organization, such as a college or school board, you may access to staff
members, career counsellors, or others who are accredited and trained
in the delivery and interpretation of specific personality inventories.
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(Final 30 minutes of the day)

Debrief from the “personality inventory” activities. Ask the group
members to share their thoughts. Did the inventories tell them
something new about themselves, or clarify something for them? Do
they now have some new ideas and thoughts about the type of job
where they’d feel comfortable

and gain satisfaction? ) )
Insights & Tips

Gather oral & hard copy feedback. e _
W ticipant tisfied with : “This unit was so important for me.
ere F_)ar '(E'pa S Sa i Now | know a lot more about my
the unit? Did they learn at least i personality, my characteristics, and
one thing they can use in their | S
. : ~ Field-test participant :
personal job search? ]

Introduce the topic or focus of the

next unit. Let participants know that they are now drawing to the
close of the first section of the course, and that in the next unit they
will be working on pulling together what they’ve learned about
themselves so that they can communicate their strengths,
preferences and abilities.

Read aloud the “Getting Ready” activity to do before the start of next
unit (see below), and hand out a square of material. Emphasize that
the activity is for fun — the quilt piece they make isn’t expected to be
elaborate! The participants will work together to make a quilt or
collage to illustrate what they’ve learned about themselves, and
represent themselves as a group.

Answer questions. After the group disperses, make yourself available
to chat and answer questions or concerns that individuals are more
comfortable raising one-to-one.
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- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully and influence the direction of the
unit to suit your needs. Here is the “Getting Ready” activity for the next
unit:

Tell something about yourself by decorating the quilt square given
to you by the facilitator. Be creative! Use whatever materials you
want to illustrate whatever aspect of yourself you’d like. Quilt,
stitch, sew, fabric paint, staple on a photo, do appliqué, glue or
stitch on small pieces — the choice is yours. Bring the illustrated
square to the next class.

Insights & Tips

i “Some participants were a bit intimidated by the task. As the facilitator, you might
i want to bring your own square to show them — make it simple! Or you might want to
i ask participants to think about the task ahead of time to have some ideas, bring in
i some items such as fabric glue, and do it as a group activity in class.” :
F ~ Field-test facilitator

- CLOSING WORDS

“This course gave me clear ideas and | understood my personality, what | can
do in the future. It was important for my life because it showed me how to find
other opportunities for a job and I discover in me other skills in areas that |
didn’t have. My challenges in this course have been my English. Even though
for me it is difficult, | continue to try day by day.”

~ Spotlight on Change Participant
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STITCHING THE PIECES TOGETHER

“Today | went to a job interview all because of this course. The job interview
teaches me another experience of life. I might not be able to get this job but it
was a good experience. | can imagine myself working in [the] future finding
jobs, doing volunteer [work] standing on my feet. With confidence.”

~ Spotlight on Change Participant

" UNIT OUTCOME

The participant analyzes and brings together what she has learned
about herself throughout the module, and communicates her skills and
strengths verbally (in practice for a job interview) and in prose form in
a paragraph or two (in practice for a job application, résumé and a letter
of application).

- SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential Skills:
Thinking Skills
Oral Communication
Writing

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Take a square of material, and stitch or decorate it in such a way
that it represents or tells something about you. For example, if
you like to garden and have good gardening skills, then stitch or
draw a flower on it, or glue on a photograph of you amongst
your flowers.

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Tell something about yourself by decorating the quilt square given
to you by the facilitator. Be creative — use whatever materials you
want to illustrate whatever aspect of yourself you’d like. Quilt,
stitch, sew, fabric paint, staple on a photo, do appliqué, glue or
stitch on small pieces — the choice is yours. Bring the illustrated
square to the next class.

- REACHING OUT — SUPPLEMENTARY RESOURCES

Here are some online resources that you, as the facilitator, or the
participants may use to support the work of unit. Remember that web
addresses often change, so if links are not current, use a search engine
to find up-to-date information.

Service Canada, Career _ Insights & Tips

Navigator, Abilities Quiz ~ :

This quiz helps participants “Gogd quiz! Worthwhile checking it
identify their abilities, and I
then tabulates the answers to : :
suggest jobs and careers that Lrrerererererere e ;
match those abilities. Go to:
http://jobsetc.gc.ca/eng/toolbox/quizzes/quizzes_home.do.

~ Field-test facilitator
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Connect the unit’s activities and discussions to the concept of
synthesis, or bringing together learning from past units to form a
unified whole. Help participants make sense of, and unite, what
they’ve discovered about themselves to create an overall picture
and understanding of their skills, abilities, interests and needs as
they apply to their job search.

We’ve used the metaphor of quilting to illustrate the concept of
bringing various pieces together in several of the activities. It is a
metaphor you may wish to continue throughout the unit to help
explain the idea of stitching various “patches” or pieces of
information together to

create a product or new
understanding from the Insights & Tips
parts. It also illustrates the

idea that “the whole is ! “We made the quilt during class times.
reater than the sum of its i It was a great ‘working-with-others’ 3
9 . ] i exercise! People’s talents emerged! We
parts” — that by looking at i hung the finished quilt in the classroom
her Strengths) interests and i and took a photograph. Many women’s
cpeg i squares reflected pride in their culture
abilities as a whole rather : and also being Canadian or living in
than as separate parts, the ! Canada.” :
participant will gain a ~ Field-test facilitator :
greater appreciation for her
talents, potential and

possibilities for the future.

Some of the participants at the field-test sites loved the Getting Ready
activity for this unit and the follow-up exercise of making the
quilt from their individual squares. The women were hesitant at
first, but then got into it when they realized the quilt pieces were
meant to be simple. They didn’t have to be expert sewers or
guilters. Another interesting aspect of the exercise was that it
gave those who were good with their hands and were artistic the
opportunity to shine, by showcasing their skills to the group.
Making the quilt became a peer mentoring activity as well, with
experienced sewers helping less experienced sewers. Another
field-test group balked at the activity, and the facilitator did an
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alternate exercise. The women made a group collage from
illustrations or art that each individual created to represent or
describe herself. Both activities served the same outcome — be
willing to try different approaches to suit the preferences of your
group members.

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas!

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

Review the overall Exploring My Self module outcome as well as the
unit outcomes. Module Outcome: The participant creates a skill,
knowledge and personality profile, and uses the profile to
identify areas of employment that reflect her interests and
strengths.

Note that this is the last unit in this module. Talk about the meaning
of the word synthesize — that the goal of the unit is to “stitch”
together or unify the parts from other units to form a whole.
They’ll work to bring together the most important things they
have learned about themselves as a result of the work they have
done through the “Exploring My Self” units, so that they can use
it to move forward in their job search.

Review the agenda as it relates to these outcomes. Adapt according
to the wishes and comments of the group.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Activity 1: My Quilt Square

Introduce the “Getting Ready” Activity. Have participants do a group
go-around where each woman shows her personalized quilt square and
talks about how the piece represents her.

Then have participants lay out the squares out on a table and arrange
them to form a quilt — have extra squares available to ensure a perfect
square or rectangle without gaps. Provide time and materials for
women who didn’t complete the project as a home task to do as part of
the unit.

Ask for volunteers who have INsSights & TIPS
sewing skills to put the quilt :

together — either at home to bring i “The group HATED the idea of makinga
back to class. or during the course quilt! So we didn’t. Instead we did a

! . : collage. The women enjoyed this
of the program. Hang the quilt on i alternate activity immensely.”
the wall as a gro_uD pr(i_)]?(_it to “This joint work [of making the quilt]
represent the skills, abilities, i brought us very much closer to each
interests and special qualities of the i other, allowed us to better know each

: other, taught us to help each other and

individuals in the group, and the : demonstrate our skills.”

strengths of the group as a whole. - Field-test facilitators

Alternate Activity

Instead of making a quilt, make a collage:

Have each woman create a simple piece of art on a single page
that reflects them and what is important in their lives.

Draw, paste on items, cut pictures from magazines, use
photographs — be creative!

Then ask participants to create a mural or a collage by putting all
their individual pieces of art together.
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LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a document to her portfolio and one
that allows her to add a comment to her learning journal. Activity 3 has
not been linked to the Essential Skills descriptions.

Activity 2: What I've Learned About Me!

Hand out Worksheet 22, Building _ _

Your Skill, Knowledge and Personality
Profile. Have each woman use her :

portfolio to explore and analyze

“Excellent worksheet! Participants
i really took their time completing this,

what she has learned about herself i and | found it an excellent summary of
during the Exploring My Self the complete module. | read through
Module and commented upon each individual’s

' ) : worksheet, and noted skills and ;
Use the worksheet to guide her  attributes they could use on résumés, At
reflections, and help her synthesize i thistime, | also started to discuss 3
the decisions and findings she has i résumes, and participants were eager to

. .. : apply what they had learned about

made during each unit into a : themselves to a résume.”
“whole”. :

~ Field-test facilitator

LINK TO ESSENTIAL SKILLS

As a result of a woman’s participation in this activity, you should have
a sense of her critical thinking skills. For more information check out
the Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 22

Building Your Skill, Knowledge and Personality Profile

1. Look through your portfolio and learning journal to pull together the
self-discoveries you made during the “Exploring My Self” module.

2. Fill in the worksheet below to create a skill, knowledge and personality
profile or snapshot of your job needs and preferences.

3. Your ideas might have changed over the course of the module. That’s
okay! Fill in the worksheet to reflect your thoughts now.

MY IDEAL JOB
Review Worksheet 1.

The right job for me will incorporate these “most important” factors:

1.

Here is something else that is also important to the right job for me:
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MY VALUES

Review Worksheet 4.

Here’s what | value most in my family and daily life:

This is what | found out about my work values (fill in the most important
factor in your own words):

My work motivation:

My preferred work setting:

How | like to interact with others:

My work style:
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WHAT | LEARNED FROM PAST WORK

Review Worksheet 5.

Here are skills I've demonstrated that | possess through my past work
experience(s):

I’m very good at:

Here’s a personal strength that | can apply to a future job:
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WHAT | GAINED FROM NON-PAID ACTIVITIES

Review Worksheet 6.

Here is a hobby, volunteer work, or an activity | like to do in my free time:

Here are skills I've learned or gained, or something | can DO because of
my hobby, volunteer work, or free time activities:

1.

2.

Here’s how | can use these skills in a job:

If I could volunteer my time doing anything at all, I'd like to:
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LIFE EXPERIENCES

Review Worksheet 9.

Here are positive things I've learned from my life’s experiences - from the
tough times and the good times:

1.

2.

3.

4.

Here are some skills, abilities, and character traits that | can bring to a new job
based on my lifetime of learning and living:

1.

2.

The biggest challenge | face is:

Here’s how | can take that challenge into consideration during my job search:
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MY LEARNING STYLE
Review Worksheet 12.

My preferred learning style is

Here are some strengths of my learning style:

1.

2.

3.

4.

When it comes to multiple intelligences, here’s my strongest area of
intelligence:

Here’s another area of intelligence where | am strong:

Here are a few jobs or job areas that interest me based on these strengths:
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MY PERSONALITY TYPE & AREAS OF INTELLIGENCE
Review Worksheet 20.

Here are some important things about my personality type and temperament:

1.

2.

3.

I'll be happiest in a work environment or situation where:

Here are a few jobs or career areas that interest me based on my personality
traits and natural preferences:
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Activity 3: Exploring My Self Quilt

Create personalized “Exploring My Self “diagrams or “quilts” by using
the personal profile completed in the above activity.

Ask each participant to complete Worksheet 23 by filling in each square
with a key word or phrase that describes what she’s discovered about
herself. Here’s how:

In the first two rows of the
quilt, describe skills, abilities, Insights & Tips
interests, learning :

preferences and styles, and ! “I made a larger photocopy of the quilt
i worksheet, and distributed it to the

ersonality. :
P y : women. They had a difficult time
) i understanding the directions, so | led
In the third row, describe i them through the exercise and that
needs and challenges that : worked well.*

. . . ~ Field-test facilitator
impact upon job choice or :

Career decisions. e e e R R R ER R nnn ;

In the fourth row, write down hobbies and work experiences —
whether paid or unpaid - past jobs, volunteer experience or
experiences gained through daily living.

In the final row, write down potential jobs and career areas that
the participant is interested in pursuing further and that “fit”
with the information in the other squares.

Just in Case:

If a participant cannot completely fill in the first two rows of the
“Exploring My Self” quilt activity, suggest that she return to the Service
Canada, Career Navigator and Quizzes (see resources listed at the start
of the unit) to identify her skills, interests and abilities.

If a participant cannot completely fill in the last row, suggest that she
do further research about jobs. One idea is to identity and then explore
through online searches some of the jobs listed in past worksheets.
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WORKSHEET 23
Exploring My Self Quilt

1. Use the Exploring My Self Quilt diagram on the next page (you may want
to redraw it on a larger piece of paper).

2. Inthe first two rows of the quilt, describe skills, abilities, interests, learning
preferences and styles, and personality.

3. In the third row, describe needs and challenges that impact upon job
choice or career decisions.

4. In the fourth row, write down hobbies and work experiences — whether
paid or unpaid — past jobs, volunteer experience or experiences gained
through daily living.

5. Inthe final row, write down potential jobs and career areas that the
participant is interested in pursuing further and that “fit” with the
information in the other squares.
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Activity 4: Communicating My Skills Verbally

Working in pairs, have participants share their completed “Exploring
My Self” quilts or diagrams with each other. Then have each member of
the pair take turns asking questions of her partner. Encourage at least
one or two questions pertaining to each row of the quilt.

Have the participant use the activity to practise expressing her
strengths, skills and job goals in preparation for interviews. Ensure that
partners give each other encouragement and suggestions for
communicating information about themselves in a positive and
confident manner.

i time permits, you may wish to Insights & Tips I CaaRaaa

build upon the activity by 3

switching or combining pairs, so i “Here are skills I've gained from my
.. ] : t i :

that participants receive further :

.. . . ) ) | am a good communicator
practice in giving information | have empathy

about themselves orally, and { ] amstrong. | have physical and
speaking in front of larger groups i moral strength.” :
(since some interview situations ~ Field-test participant

may have more than one
interviewer).

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 5 and Activity 6 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to add a document to her portfolio and one
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that allows her to add a comment to her learning journal. These
activities have not been linked to the Essential Skills descriptions
provided in Appendix 2.

Activity 5: My Skills and Strengths

Have the participant work independently or with a peer mentor to
write a paragraph or two using the Exploring My Self quilt as a guide
towards synthesizing what she’d like to communicate about herself and
her strengths.

Encourage drafts (if needed, over a

few sessions), working on shaping
the information into a form that Insights & Tips JREE
would be suitable for use in a letter 5

of application or email (e.g., proper “Through my past work experiences I've

spelling and grammar) or another i demonstrated | possess these skills:
job-search written task, such as a i Accuracy
job application form or a résumé. i  Attention to detail

Organization

. . Good time management.”
Have the participant store the J

results of the unit’s work, her : :
personal profile and Exploring My e ;
Self quilt, in her portfolio for future

reference.

~ Field-test participant

Activity 6: My Thoughts on This

Have the participant write in her learning journal her reflections and
feelings about the Exploring My Self module and what she has learned
about herself. Have her thoughts on what she’d like to do in her future
changed?
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(Final 30 minutes of the day)

Debrief from the personal profile and quilt activities. Do participants
feel they are starting to synthesize or stitch together their
understanding of themselves as it applies to their job search? Did
today’s activities help?

Extend the conversation to bring a sense of conclusion to the
Exploring My Self module. Review the module outcome: “The
participant creates a skill, knowledge and personality profile, and
uses the profile to identify areas of employment that reflect her
interests and strengths.”

Ask for feedback — do the participants feel as if they have met or
demonstrated that outcome? Note that participants have covered
a lot of ground in their self-explorations over the past eight units.
What is the most important thing they personally learned about
themselves? Are there other areas or something the group
touched upon that they’d like to explore later in the course?

Introduce the focus of the next module: Exploring My Community.
Share the module outcome, “The participant creates a profile of
the employment and training

opportunities in her Insiahts & Tins T
community and identifies ¢ nSIGTs & 11ps

options that match her “| am stronger than | think | am; | am

interests, strengths and i smarter than | think | am; | am always

needs.” i cheerful, even at the worst times; | am
i very honest and very dependable.”

Read aloud the “Getting Ready™ i “Repeating and reviewing everything

activity to do before the start i from all the last units made me

of next unit (see below). i understand how | can put my skills,

: abilities, and strengths to work for me.”

Answer questions. After the SR

group disperses, make
yourself available to chat and
answer questions or concerns that individuals are more
comfortable raising one-to-one.
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- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully and influence the direction of the
unit to suit your needs. Here is the “Getting Ready” activity for the next
unit:

Chat with someone who is in your personal circle of
acquaintances - a friend, relative, a neighbour, or mentor. Ask the
person for suggestions about a job - if she or he knows someone
who may be hiring in the future, or hiring now. (Note: The
suggestion doesn’t have to be a sure-fire thing, or very
complicated — just an idea for a lead or contact).

- CLOSING WORDS

“This course gave me clear ideas, what I can do in the future.”
~ Spotlight on Change Participant
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MY FAMILY, MY FRIENDS, MY CIRCLES

“Spotlight is a journey into change, an opportunity for mature women to
learn about and take advantage of the connections and assistance that abound
within our communities to help make new choices as we consider changing a
career or returning to the work force.”

~ Spotlight on Change Participant

" UNIT OUTCOME

As a result of this unit, the participant identifies her immediate and
extended community (family, religious, cultural, other), gives voice to
its core elements and values, and integrates these into her employment
goals and choices in ways that are important to her.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential Skills:
Oral Communication
Working with Others

Continuous Learning

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.

Before working with the information and activities in the unit, reflect
on these questions:
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If you were to draw a circle, and write inside it the names of people
you consider your closest family — whether related to you by
blood or not — who would you include in the circle?

What other “families” do you belong to? Do you have a work family?
A spiritual or religious family? A cultural family? A best friend
family? A support group family? An online social networking
family?

GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Chat with someone who is in your personal circle of acquaintances — a
friend, relative, neighbour, or mentor. Ask the person for
suggestions about a job — ask if she or he knows someone who
may be hiring in the future, or hiring now.

REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.

Literacy and Essential SKkills Toolkit ~ The Literacy and
Essential Skills Toolkit is a series of free and easy-to-use tools that
help address different literacy and Essential Skills challenges. Go
to the Humans Resources and Skills Development Canada
website (www.hrsdc.gc.ca) and follow the “Topics” menu link to
the Essential Skills link. During this module, you’ll want to focus
directly on the Essential Skills, and how they relate to specific
employment, training and career opportunities for the

individual.
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Going to Canada ~ This is a government of Canada website for
newcomers to Canada (www.goingtocanada.gc.ca). The site
includes job search information, as well as a variety of other
information: facts about Canada; immigration; taxes and benefits;
labour trends and labour markets in different geographical
regions and cities; and challenges to working in Canada.

Guide to Working in Canada, Printable Version ~ This resource
provides a series of PDFs on a variety of work-related topics. The
information is specifically written for newcomers to Canada;
however, the language and information is relevant and accessible
to a broader range of readers. Follow the publications link from
the main menu of the Going to Canada site, or try
http://workingincanada.gc.ca/public_html/print_guide.jsp.

The Learning Edge (www.thewclc.caZedge) ~ This website is an
online interactive resource for adult literacy learners presented as a
series of newspapers. Click on Issue 5 to learn more about
networking.

This module focuses upon community, the many forms community
can take in a person’s life and the role these communities play in
our lives — from providing support, to being a network for
finding and keeping work, to defining who we are, and
identifying the values that are ingrained in us and need to be
reflected in the work we find.

Recognize that community is personal and individual. Support each
woman in identifying the communities that play a part in her life.
For example, one woman may feel a strong connection to her
religion, and the people who have the largest impact upon her
everyday life and daily activities may be those associated with
her place of worship. Another woman may belong to a large
extended family, and this is her primary community. Another
woman may not have relatives living in the area, or may be
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estranged from them, and will have developed a different kind of
family, perhaps through

groups she belongs to, Insiahts & Ti
whether support groups or _ nsights & Tips

therapy, a hobby or fitness “My family, my friends, my circles —

activity, a charity, school, or i they are a very important part of a
past work. i woman’s life.”

: ~ Field-test participant
A circle is a powerful image to S
use when exploring

communities and overlapping circles are a good way to
demonstrate interaction and connection. We are all part of many
circles of friends and acquaintances, some of which are
interconnected and others that stand alone. Indeed, research on
how women learn more effectively points to the importance of
social interaction and conversation. Interestingly, research also
shows that the same preference for social interaction is important
in how women find jobs. Present this preference as a key strategy
in the participant’s own job search.

The discussion of communities, circles, and the hidden job market
segues into the concept of networking. A network is another way to
describe community, and networking is simply the interaction
that occurs within a community. It is a group of people connected
to an individual through family, friendship, work, education and
community.

Relate the exploration of

immediate and extended _ _
communities and circles to the Insights & Tips

concept of the hidden job
market. It is a surprising

i “Some of the women who were recent

e i immigrants found it hard to relate to a
statistic, but labour market i discussion about community and

experts tell us that 80 - 85% networking in general — they could talk

; : : about the topic with respect to their
of all available jobs never i country of origin, but felt that wouldn’t

reach visible public i be helpful to their search for a job in
advertising sources such as i Canada.”
newspaper classified ads, job :
boards, or job search eurereseseesses s s s e e st s s e senaeaes
networks and websites

~ Field-test facilitator
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(McGill University). This large “iceberg” portion of jobs is known
as the hidden job market. Present networking as a way to find
out about those jobs that aren’t advertised and are filled through
informal and personalized contacts.

Be sensitive during discussions that not all communities to which a
woman belongs or has belonged are necessarily positive. This
discussion may stir up negative emotions or memories. As well,
not all women will belong to large communities, and some may
feel ostracized and lonely. In these cases, an approach might be to
help the participant identify groups she might join, or
connections she might make in the community that will help her
to build personal circles.

Explore other communities and networks, such as virtual communities,
and also “real-time” circles that span across personal history. The
participants in the group are 40+ years, and in that time, have
developed many layers of circles and friendships, some of which
may have become dormant due to geographical distance, changes
in relationships and interests, changes in jobs, children growing
up, and other factors. Do not limit the concept of community to
current acquaintances and relationships. Many people have also
developed online profiles and social-networking communities.
These virtual circles and families often provide company,
support, networking, and shared information.

Interesting stats: Since 2007, MySpace’s average age demographic
has risen to 35 and above. In general, females outnumber males
on social networking sites 55% to 45%. As well, women tend to
use networking sites for nurturing and social interaction,
whereas men use them first and foremost for transactions.
Inclusion of online communities in discussion and activities
offers the opportunity to introduce topics of online and media
literacy and “tech savvy” — including among others, issues of
privacy, confidentiality, and the ability to detect “phishing” and
prevent online victimization.
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Insights & Tips IR R

Female workers get by - and earn more - with a little help from their friends, a new study
i shows, but men don't enjoy the same boost from their social networks.

i Women who found their current job through a close relative like a parent or sibling earned
i $32,691 a year on average, researchers found, while those who landed a job through a

i close friend earned $28,546. Those with no previous connection to their employer pulled in
! just $19,415 annually.

Men, meanwhile, didn't enjoy any salary benefits from their personal grapevine.

"l was expecting that males would be getting a much higher return for their social

i networks, but the study actually shows quite the opposite,” says Michael Aguilera, an
i associate professor of sociology. "Social networks are very important for female job-
i seekers, whereas they are not so important for male job-seekers."

~ Shannon Proudfoot
CanWest News Service :

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

Congratulate participants on the fact that they have now moved
along to the second module. Let them know that they will build
upon what they’ve learned about themselves to gain more
information and understanding about the job or career area that
suits them. Note that this module will focus on the following:

o Community — Gaining a better understanding of the place
where participants live and want to work — and how this place
affects their job search choices.
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o Essential Skills — Working with the nine Essential Skills that
are required in today’s workplace to be able to perform work
tasks successfully. These Essential Skills are present in every
job, although in different combinations and in different ways
or “strengths”.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group. Note that throughout this module,
individuals will be working independently for greater lengths of
time. During their job searches and explorations they will be
looking at the Essential Skills required for the employment and
career area they are “zeroing in” on.

LINK TO ESSENTIAL SKILLS

As a result of the woman’s participation in this activity, you should
have a sense of her oral communication skills and her ability to work
with others. For more information check out the Essential Skills
descriptions provided in Appendix 2.

- GETTING DOWN TO WORK

Activity 1: My Community

Present the “Getting Ready” activity. Write the title “My Community”
across the top of a flipchart page. Then ask each woman to talk about
whom she chatted with about potential jobs and what suggestions she

was given. Also ask how she would
describe or label her relationship to Insights & Tips
each person with whom she 5

chatted. For example, was it a ! “We did a brainstorming exercise where
friend, neighbour, close relative : we created alist of our networking :
such as sister, brother, aunt, | RECCUIEEY
husband, advisor (spiritual or :

~ Field-test facilitator
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cultural leader), member of a club or hobby group, past co-worker, or
someone she interacts with in a service or business way, such as a
hairdresser? Jot down the answers under the “My Community” title.

Relate the discussion to the unit’s topic — exploring our community or
“circles” of friends and acquaintances — and why that is important to
our job search. Our community helps us define our core values — what
Is important to us, and what we want in our future job. It also provides
us with a social network to support us in our job search.

Mind-Mapping:

To visually demonstrate the concept of networks, take the information
gathered under the “My Community” title on the flipchart from the
discussion and illustrate it as a “Mind Mapping” graphic.

1. Inthe main circle, put the title: OUR COMMUNITY.

2. Branching out from the main circle, draw a series of connected
circles, each with the name of a participant inside it.

3. Next have each of these circles branch out to give the name of the
person she contacted as part of the Getting Ready activity.

Note that each of us belongs to several communities, networks or
circles of friends/acquaintances. The group will now spend some time
identifying and exploring these circles.
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Hand out Worksheet 24, “My Circles of Family & Friends.” Talk about
the fact that some of us have very small family circles, and others have
very large family circles with many extended members — each of us will
have different ways of defining family, and different ideas on who
makes up our family. Pose the question:

Does family have to be related to you by genetics/blood? Discuss
the various forms family may take, bringing up the fact that
many women — those who live far away from their relatives or
children, are estranged, or are separated or divorced, for
example — often create new family circles where their close
friends become their immediate family.

Have each participants fill in the worksheet in the way that reflects her
reality and concept of family, starting with the centre circle of
immediate family, and expanding outward. Return to the larger circle
to share the worksheets, or share in smaller groups or pairs.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication and writing skills and her ability to
work with others. For more information check out the Essential Skills

descriptions provided in Appendix 2.
Insights & Tips

i “The circle activities worked well! The

i women discovered they had more social
i connections than they had realized, and
i they filled in more circles than they :
i thought they would.” :
: ~ Field-test facilitator
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WORKSHEET 24
My Circles of Family & Friends

. In the inner circle, put the names of your immediate family.
. In the next circle, put the names of your extended family.
. In the outer circle, put the names of your friends.

. Outside the circles, write the names of other people you know —
acquaintances or people you come across in your daily life.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT ONE: MY FAMILY, MY FRIENDS, MY CIRCLES



SPOTLIGHT ON CHANGE Page | 225

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to explore her social and personal networks.
Activity 3 has not been linked to the Essential Skills descriptions
provided in Appendix 2.

Activity 2: My Networks

Insights & Tips I
Hand out Worksheet 25. Read the :

article aloud as a group, in pairs, or ! “ would love to follow Duguid’s path
individually. Answer the questions Stlaft'”_g now. K”OW'ft‘g kt)hi‘tt | was not
. : alone in my journey to better my

at the end of the arFICIe about . i education is what | liked most about
culture, personal history, family : this unit. | wish | knew more about my
and support groups. Discuss how : traditions, being an Aboriginal person

. . i myself who attended Residential school
these F:lrcles have shgped Geri : i my first nine years of life.”
Duguid’s career choices and are ~ Field-test participant

helping her meet her goals.
Complete as a group discussion or
a written assignment.

Follow up by handing out Worksheet 26. Ask each participant to reflect
upon groups or circles that are important or central to her life, and to
fill in the “ring” to reflect the communities to which she belongs. Then
expand the discussion of circles of family and friends to include social
networks and online groups. Ask them:

Do you belong to Facebook or other networks? If so, which ones?

What has been your experience with these networks?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her reading and document use skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 25

A second shot at education®
Barbara Aggerholm, Record Staff

When Geri Duguid was 18, she turned down an offer of admission to
university to raise her baby son as a single mother.

Thirty-seven years later, Duguid is pursuing that post-secondary education
with her grown son's help.

Last month, Duguid was awarded an Aboriginal Education Incentive Award
from Canada Post, given to 16 Canadians who conquer adversity to go after
their dream of an education.

Soft-spoken and articulate, Duguid, 56, is in her second year of a demanding
social services program at Conestoga College. After she graduates in April, she
hopes to study for a bachelor's degree in social work, then a master's degree
in social work in the aboriginal field of study at Wilfrid Laurier University.

She didn't know she could do it, until she attended an aboriginal healing lodge
and found the courage to get out of an unhappy marriage.

It was the end of a 31-year marriage, but the beginning of a life of study,
independence, and a peace she hadn't known for a long time. She began
investigating her aboriginal traditions, traditions she hadn't learned because
her mother didn't teach them, and her father, forced as a child to attend a
residential school, didn't know them.

He "expressed regret for not being able to pass on to us our native language
and traditions; things that were taken away from him in the residential
school,” Duguid wrote in an essay for the award. A gentle man who battled
alcoholism, her father died at age 44 when her baby was only eight months
old.

Duguid was born in Detroit, Mich., the third child in a family of 10. She is a
member of the Turtle clan, Cayuga tribe of the Six Nations. Her father was a
high steel construction worker, and the family moved wherever there was

20 \Waterloo Region Record, Sat. Dec. 20, 2008. http://news.therecord.com/Life/article/. Used with
permission.
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work. When she was eight, they came to Six Nations Reserve near Brantford
to stay.

When her son was two, she trained as a key punch operator in Hamilton,
getting a job right away at an insurance firm. Later, she married the manager
who hired her. They moved to Kitchener; had two more children, and she
worked for placement agencies, then out of their home for the computer
consulting firm established by her then-husband.

She struggled to keep the house — a house filled with light and wood, with
aboriginal art and masks on the wall — when they divorced last year.

"This is where my children grew up. This is where my memories are," she says.
It's a warm place to study for hours, to write endless papers and to eat the
meals cooked by her firstborn son, Tony Duguid, now 38.

She draws on her experience as a mother, an employee, a former volunteer
for Meals on Wheels, a bone marrow donor who gave once and will do it
again if she's asked.

She's the oldest in a class of mostly 20-something students, and Duguid is able
to share her experience in discussions and at work placements where people
are facing challenges of their own. Her placement at the Small Steps to
Success program in Cambridge, a pre-employment program for women aged
25 and over, is rewarding.

"There are mature women who are looking to go back to school, find a job,"
she said. "I'm their age and I've gone back to school. It's possible."

She found help with The Healing of the Seven Generations in this area, which
aids people suffering from the effects of the residential school legacy.

Today, Duguid is on the board of directors of the K-W Urban Native Wigwam
Project, which provides geared-to-income housing for native people. On a
drum decorated with a granddaughter's handprints, she drums and sings with
the Good-Hearted Women Singers, an aboriginal drum circle. For a woman
with a soft voice, there's a feeling of "incredible" power when she raises it in
song.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT ONE: MY FAMILY, MY FRIENDS, MY CIRCLES



Page | 228 SPOTLIGHT ON CHANGE

"It's empowering to connect with healthy, positive aboriginal women," she
says.

And it feels good to show her grandchildren — Dylan, ten; Jaci, nine; Ally, five;
and Kylie, one — what she can do.

"They've been very understanding when grandma can't come out to play

because she has too much homework to do. . . . They know I'm at school and
they're all very proud of me."

Group Discussion or Written Assignment:

1. What “circles “are part of Geri Duguid’s life?
2. How have these circles affected her career choices?

3. How have they supported her?
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WORKSHEET 26
My Social Network

1. Write your name in the centre circle.

2. Ineach of the circles, write the name of a group to which you belong
and that is important to you. For example, a religious or cultural circle,
an organization in which you participate, a support group, a “movie” or
“coffee” group, or whatever!

3. You don't need to fill in all of the circles. If you wish, you can add more
circles.
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Insights & Tips  Ja e

i “Reading the article [Worksheet 25] made me think of my Auntie Myrtle Appleyard, who
i passed on years ago. She went back to school in her fifties to complete her education. All
i her children were grown. She graduated and became a social worker in Kelowna. One of
i her clients was my sister who loved her very much. Auntie Myrtle was a caring, loving

i person. She was my foster mom’s sister. | know that | have to be really brave, and not be
i afraid to do as Auntie Myrtie did. She is my mentor. She went on with her new career up
until she retired. God bless her." :
~ Field-test participant

Activity 3: My Changing Networks

Use this activity to explore past networks and friendships as they span
the woman'’s life. To introduce the topic, ask the group:

What were you doing thirty years ago”
Twenty years ago?

Ten years ago?

Five years ago?

Have your “circles” changed in those times?

Relate to life stages and life experiences — sometimes our circles and
networks change according to where we are in our lives — perhaps we
moved, changed jobs, divorced, or our children grew up...

Han_d _out Work_shget 27. Ask Insights & Tips
participants to fill in the graph :

bas_ed _On the Iayers or stages of “I liked the graph activity — reflecting
their life, and the circles or i upon past, present, future.” :
communities with which they were ~ Field-test participant

associated at that time, or would
like to be part of in their future.
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WORKSHEET 27

Past, Present, Future

1. Think of the different stages or “layers” of your past.

2. Graph below the “circles” or groups/people who were important to
you or influenced you at that time in your life.

My Future

My Now

My Past
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Activity 4: The Hidden Job Market

Post the following information on a flipchart page and then draw a pie
chart to illustrate the information:

“Advertised positions account for only 10-20% of all job
openings at any given time” and “80 - 85% of all available jobs
are never advertised.”

ASk: Insights &Tips -.-.-.-.-.-.-.-.-.-.-.-.E

How do you think these i “The group was quite intrigued with the
‘hidden jObS’ being filled? info about hidden job markets. The :
: participants noted that three of our ]
i guest speakers had included networking
Why do you think employers aspects in their presentation, and the
don’t advertise these jObS? importance of networking in finding a

3 job. To date, we’ve had two
. . : entrepreneurial women visitus, plusa  :
How do job-seekers find out i woman who has volunteer experience.” i

about these jobs? ~ Field-test facilitator

Next post or read the following quotation from an article written by
Shannon Proudfoot, CanWest News Service:

"Social networks are very important for female job-seekers,
whereas they are not so important for male job-seekers.” (Career
Resource Network)

Ask:

Why do you think social networks are so effective for women job-
seekers?

How might the personal circles and communities you’ve
explored today help you with your job search?

Hand out Worksheet 28, the full text of the article by Shannon
Proudfoot. Have participants read the article independently or in pairs
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(for those who have literacy skills that allow them to do so) and answer
the questions at the end of article.

Dependent upon the make-up of the group, you may wish to discuss
the observations and facts related to racial minorities and marginalized
groups, and the impact upon job search and wages.

Compare the article’s statements to the following statement from
Statistics Canada:

“Newcomers may have trouble finding out about jobs in the
hidden job market because they do not have an established
network of contacts.”

Does the statement reflect participants’ experiences?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication and writing skills and her ability to
work with others. For more information check out the Essential Skills
descriptions provided in Appendix 2.

I “linitially assigned the article as an independent reading activity. However, a few 3
i participants told me they didn’t understand it. So instead, we did the handout as a group —
i taking turns reading aloud — so we could discuss the meanings of certain ]
words/expressions. The women found the article thought-provoking.”

~ Field-test facilitator
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WORKSHEET 28

Women enjoy better pay with their social network®
Shannon Proudfoot

Female workers get by — and earn more — with a little help from their friends,
a new study shows, but men don't enjoy the same boost from their social
networks.

Women who found their current job through a close relative like a parent or
sibling earned $32,691 a year on average, researchers at the University of
Oregon found, while those who landed a job through a close friend earned
$28,546. Those with no previous connection to their employer pulled in just
$19,415 annually.

Men, meanwhile, didn't enjoy any salary benefits from their personal
grapevine.

"l was expecting that males would be getting a much higher return for their
social networks, but the study actually shows quite the opposite,” says
Michael Aguilera, an associate professor of sociology. "Social networks are
very important for female job-seekers, whereas they are not so important for
male job-seekers."

The study buttresses previous research from a University of British Columbia
professor who found that the lower incomes of racial minorities can be
attributed largely to the fact that they are less likely to have friends in their
workplace.

Marc-David Seidel, an associate professor of commerce at UBC, found that
the difference between a person's initial offer from a new employer and the
starting salary bumped up by 4.5 per cent if they knew someone in the
organization.

Members of racial majorities are more likely to have friends in a potential
workplace than minorities because of sheer numbers, he says, and that
difference accounts almost entirely for the gap between the wages of racial
minorities and non-minorities.

2! source: Canwest News Service. http://working.canada.com/resources/story.html?id=7alcbc6d-
116e-4156-a94e-33f201c63622, December 24, 2008.
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Knowing someone on the inside means better "information and reputation”
when job hunting, Seidel says. Employers may be willing to offer more money
to a candidate who comes with a recommendation from within the company
and seems like a safer bet, he says, and candidates with a friend at the
company know more about the hiring and negotiation process.

"They can get information on what the actual salary range might be, how
desperate the company is to hire someone in to the position, how many other
good candidates there are - in other words, how much bargaining power they
have," he says.

That's especially important for would-be workers from marginalized groups
who might not otherwise get their foot in the door for an interview, says
Aguilera, and might further explain why this effect is seen with women and
not men.

"Is it that employers discriminate against females and that they actually need
social networks to help them feel better about hiring females because of their
stereotypes about female productivity?" he suggests.

His study, published in the September issue of the journal Social Stratification
and Mobility, was based on the 2002 General Social Survey in the U.S. and
analyzed the responses of 468 people, a little over half of them men.

In 16 years of running Winnipeg-based Picante Advertising, president Laura
Hawkins says she's never placed an ad to fill a position, relying instead on
recommendations and networking to find the right employees and new
clients. The finding that women's paycheques benefit from networking and
men's don't is "bizarre," she says, but she's seen firsthand the power of who
you know.

"| certainly believe that if you know people and somebody is a friend of a
friend and they're hiring you, they're going to be a little more gracious on the
scale of what they're willing to offer because the word might get back to the
person they know," she says.

Hawkins is currently working with an aboriginal group "trying to break
through their glass ceiling" in the workplace, she says, and they're amazed by
the stories she tells of the way women were treated in business just a couple
of decades ago.
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"We've come a long way in 20 or 30 years. Their jaw drops and they can't
believe it, but when | say that, it's not like it's equal,” she says. "We've still got
a long way to go."

What do you think?

1. What does this story tell you about social networks?

2. How can you apply the information in the article to your own job search?
Jot your ideas down here:
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 5 and Activity 6 are suggested as follow-up activities. If you
choose not to use these activities, then please select at least one activity
that allows the participant to complete a skills profile and one that
allows her to add a comment to her journal. Activity 5 has not been
linked to the Essential Skills descriptions provided in Appendix 2.

Activity 5: My Essential Skills Profile

Acknowledge the fact that group members have examined their skills
in an informal way as part of the past module, “Exploring Myself”.
Now they will build upon or more clearly define their skills by relating
them to the nine Essential Skills. These skills have been identified as
those required in the Canadian workplace, and vital to daily life.

Explain that today, participants will simply start by filling out an
inventory or answering some questions that will help them become
more familiar with the nine
Essential Skills and how they use ) )

these skills in their everyday life. In

later units, we’ll look at how the I — 5

Essential Skills are used in the jobs J:rﬁeftggmv ;Zf:r;mﬁ;:%rﬁzeduﬁng
or career areas that they are i registration and our initial assessment

exploring for themselves. process. Completing the worksheet was
ia good review and orientation to ]

: Essential Skills.”
Hand out Worksheet 29, and have - Field-test facilitator |

participants answer the questions
independently in written format.
For those with literacy levels that do not allow them to complete the
assignment in this way, have them answer the questions orally,
working in pairs with a peer mentor who has good writing skills, and
can record their answers.

Have participants store the completed Essential Skills Profile in their
portfolio for future reference, along with the worksheets that describe
their social networks and communities.
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WORKSHEET 29
My Skills Profile

To help you get a better sense of the skills you bring to job search or self-
employment exploration, please answer the following questions.

My skills profile

READING

What do you read regularly for pleasure? Please list everything you can think of:

NUMERACY

In what ways do you use numbers every day? Please list everything you can think of:

Are you comfortable working with numbers? | Would you like to work on these skills?

Yes

No

Yes No

DOCUMENT USE

What documents do you use at home? For example, phone bills, report cards, etc. Please list
everything you can think of:

WRITING

Do you write every day?

Yes

No
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My skills profile

If you do write every day, what do you write? Please list everything you can think of:

Are you comfortable with your writing skills? | Would you like to work on this skill?

Yes No Yes No

ORAL COMMUNICATION

When you are speaking with other people, do you think they understand the point you are
making?

| don’t know Sometimes Most of the time Always

Is being able to speak comfortably in a group something you'd like to work | Yes No
on?

Have you worked in jobs where you needed to discuss work related issues | Yes | No
with others, or where you needed to give instructions to other
employees?

If yes, please describe the skills you have because of this:

COMPUTER USE

How would you rate your computer skills?

Excellent Not Bad Good Not very good None

What software programs can you use? Please list everything you can think of:

Do you use the Internet? Do you use email?

Yes No Yes No

MODULE TWO: EXPLORING MY COMMUNITY | UNIT ONE: MY FAMILY, MY FRIENDS, MY CIRCLES



Page | 240 SPOTLIGHT ON CHANGE

My skills profile

Do you use Messenger or a similar instant messaging program? | Yes No
THINKING SKILLS

Do you feel you think clearly and quickly? Yes No

Do you find it easy to solve problems? Yes No

Do you consider yourself to be creative? Yes No

WORKING WITH OTHERS

Do you enjoy working with others or do you prefer to work
alone?

With Others | Alone

Is there anything you find difficult about working with others? Give an example:

CONTINUOUS LEARNING

Continuous learning is all about the ongoing improvement of the skills you already have and

your plan for gaining new skills and knowledge.

Besides this program, do you have a plan for gaining
skills and knowledge in the future?

Yes

No

If you do, what is your plan?
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Activity 6: My Social Network

Have the participant write in her learning journal her thoughts about
networking. What has she learned about herself, and her personal
communities and networks?

Ask her to respond to these questions:

How do feel about asking your friends or neighbours to let you
know about potential job openings?

What would you say?

Using bullet points, how would you describe your top three
skills? How would you tell someone about these skills?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her writing and critical thinking skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.

Insights & Tips I

i “| created and assigned a computer activity around networking. | divided the participants
i into four groups, each with a different networking topic. | gave each group the URL to an

i online article, and asked the group to pull out the important points from the website, and
create a small package to present to the class.

We made copies of each package for the participants’ learning portfolios.
Topics included:

How to Network: Tips for Shy People

How to Network to Find a Job

How to Network Effectively

How to Network Successfully.
~ Field-test facilitator i
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(Final 30 minutes of the day)

Gather oral and hard copy feedback. Bring participants back together
in the circle formation. Is there an aspect of the unit that they’d
like to talk about further before they leave? Do they have a better
idea of their personal communities and social networks? How
did they feel about the Essential Skills Profile activity?

Introduce the topic or focus of the next unit. Ask if there is something
the women would like to add or make sure they talk about -
either as part of the topic or in response to today’s unit.

Read aloud the “Getting Ready” activity to do before the start of
next unit (see below).

Answer questions. After the group disperses, make yourself
available to chat and answer questions or concerns that
individuals are more comfortable raising one-to-one.

Insights & Tips

“Writing out our social networks was ]
useful and made us realize that we have
more connections than we first ;
thought!” :
~ Field-test participant
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- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

What is special or unique about the community where you live?
Bring a photo that illustrates this feature, or a “post-card size”
picture or graphic download from the web. Think of one specific
thing — a geographic setting, or a festival or event, or a major
industry or business, or something else altogether — that you
think makes your community stand out.

If the right job opportunity came along in another community,

would you move?
Insights & Tips

! “The idea of hidden jobs and

i networking was new for me. | would ;
i like to learn more about it and get more
i practice.”
F ~ Field-test participant :

- CLOSING WORDS

“Many years ago, | was busy with my children taking care of them, but now |
have free time to do something. | would like to be productive and make good
use of my time.. I liked this course, because it might give me better opportunity
to find a job and to change my life. It is good to make a change. | hope | can
find a job in the future, since finding a job is about luck and knowing
somebody.”

~ Spotlight on Change Participant
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THE EMPLOYMENT LANDSCAPE

“Because, | take this course, | decided to go out of my home, meet new people,
improve my English, and challenge my skills. I [now know] the type of work
and training that are available in my community.”

~ Spotlight on Change Participant

" UNIT OUTCOME

As a result of this unit, the participant explores the greater community
in which she lives and identifies its dominant characteristics and
features, gaining an understanding of the area where she wants to find
employment. Participant analyzes the labour trends and current events
in her community, and identifies jobs and careers in demand.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this session directly promote these Essential SKills:
Document Use
Reading Text
Thinking Skills
Computer Skills

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Before working with the information and activities in the unit, reflect
on these questions:

Would you relocate to a different community if you were offered a
new job? Let’s say a position that is more suitable to your skills
and experiences, or your long-term goals? Or one that offers you
other advantages — increase in pay, prestige, higher-ranking title,
more responsibility (or less)? Better pension?

If the answer is no, why not?

- GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the session
by reflecting upon her emotions, experiences, values, thoughts and
hopes for the future. It is meant to encourage her to think about the
topic in advance so that she may participate fully and influence the
direction of the session to suit her needs.

What is special or unique about the community where you live?
Bring a photo that illustrates this feature, or a “post-card size”
picture or graphic download from the web. Think of one specific
thing — a geographic setting, or a festival or event, or a major
industry or business, or something else altogether — that you
think makes your community stand out.

If the right job opportunity came along in another community,
would you move?

- REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web addresses
often change, so if the links are not current, use a search engine to find
up-to-date information.
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Working in Canada Tool ~ Visit the Working in Canada website
(www.goingtocanada.gc.ca) and follow the main menu links to
access the Working in Canada Tool, an interactive tool that is
designed to help newcomers to Canada make well-informed
decisions about where to live and work. The tool produces a
report that “contains information on job descriptions, wages,
skills, language training and job opportunities tailored to their
needs”.

Labour Market Information Service ~ Check out
www.labourmarketinformation.ca to access information that is
easy to navigate, and suitable

for learners and new . .
) Insights & Tips
computer users. Itis Y :

interactive and focuses on : B : :
: “Great resource. | also photocopied and :

specific geographical areas, i distributed some of the pages foruse in  §
allowing users to explore i the sessions when computers weren't  }

labour market facts as they available.”

relate to communities across : :
Canada, and SpeCiﬁCjObS. . ;

~ Field-test facilitator

The Daily ~ This Statistics Canada bulletin is posted daily and
provides current highlights on a variety of topics important to
Canadians, written in an easy-to-read way focusing on key
points. Visit the StatsCan website (www.statscan.gc.ca) and
follow the links. You can also receive the bulletin as a RSS feed
according to topic.

Statistics Canada Community Profiles ~ Based upon the 2006
Canadian Census, these Statistics Canada profiles present
community-level data for 5,418 communities. They provide a
variety of information, such as population, demographics,
language spoken, education attained, and much more, including
maps. Follow the links from the Statistics Canada home page, or
use the website search engine.

Looking Ahead, A 10-Year Outlook for the Canadian Labour
Market, (2006-2015), Human Resources and Social Development
Canada. Available online at the HRSDC website, this report
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attempts to answer the following questions: How many jobs will
be created over the next decade? In which industries and
occupations will the new jobs emerge? What will be the impact of
retirements on job openings? What kind of education is required
to fill the new positions? Will the new supply be sufficient to
meet this new demand? What occupations will face significant
labour market pressures?

Provincial Government and Territories Websites ~ Provincial
and territorial government websites are a good source for labour
market trends, happenings, and other specific information about
local communities. The following Government of Canada web
page provides a list of links to the home pages of provincial and
territory government websites: http://canada.gc.caZothergov-
autregouv/prov-eng.html.

Municipal and Regional Websites ~ Don’t overlook the
municipal and regional websites of your specific community.
These websites contain invaluable information to build a
community profile, and often labour market information as well.

Insights & Tips I

“An innovative initiative to utilize
Internet technologies to deliver job
search curriculum that | found very
useful, was www.passporttowork.ca.
Check it out!” :
~ Field-test facilitator
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Insights & Tips

i ACROSS CANADA
Jobs in demand...

i Currently, the largest number of occupations showing signs of shortages at the national

i level is concentrated in management occupations and in the health sector. Pressures are

i particularly acute for physicians, therapy and assessment professionals (e.g.

i physiotherapists), head nurses and nurse aides. Other health occupations, such as ]
registered nursing assistants, audiology technicians, physiotherapy technicians and medical
i radiation technologists, are also facing pressures. :

i Among other occupations showing signs of shortages are those related to oil and gas
i drilling and services, homebuilders and renovators, contractors and supervisors in trades,
i computer engineers and software engineers.

Dropping demands...

i Occupations deemed to be currently in excess supply are mostly in low-skilled categories

i facing deteriorating labour demand conditions. For example, organizational restructuring,
i automation and advances in computer technology are reducing the demand for office

i equipment operators. For machine operators in textile processing and industrial sewing

i machine operators, international competition is the main contributor to declining demand.
i Finally, the difficulties experienced in forestry, agriculture and electric and electronic
equipment industries have had a negative impact on some occupations in those sectors.

~ Looking-Ahead: A 10-Year Outlook for the
Canadian Labour Market (2006-2015), Highlights :
Human Resources and Social Development Canada

MAKING IT WORK — FACILITATION SUGGESTIONS

Research market labour trends and create a profile of your
community — the primarily geographical region where the
participants live and plan to work. Customize the session to meet
the specific needs of the participants. Each community is unique,
and although it will often mirror what is happening across the
country as a whole, or the province or territory within which it is
located, it will have its own features and current issues that affect
the economic welfare of its residents and the employment
landscape. Your community will have its particular combination
of factors — geographical, demographical, main industries and
businesses, political, cultural and artistic among others — that
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define it and drive it. You’ll need to research and present those
key factors important to your community and ultimately,
important to the participants in your group and their individual
job search. It is important that you have, in preparation for
facilitating this unit, an understanding of the main factors
influencing employment for the specific community.

Build together a profile or overview of the community to discover its
characteristics and employment potential, trends and
possibilities. A community profile might include a variety of
factors: predominant geographical features, seasonal activity,
demographical mix, population, primary industries and
businesses, learning institutions such as research centres or
universities, major festivals or events, special talents of the
residents — for example, a high percentage of artisans - culture,
ethnicity, history, or other factors that impact upon the
community. Any one of these

factors could play a part in
discovering the employment INsSights & Tips
opportunities that will :

resonate with an individual “We talked a lot about the demandsin  :
participant and shape her jop | PARereR ot anciveceenenn
search and future. The :

specific factors will be “We useql brainstorming to d_isc_:uss our
unique to the community, £ G CECCE B whethe
and these factors are what : auto industry.” :
you’ll need to research, ~ Field-test facilitators
present and explore during ' :
the unit
Keep your labour market trends and other economic information
simple. It’'s not necessary to present large amount of data or great
detail. Rather, choose the information you present carefully and
focus on key points, highlights, and overviews. You’ll want to be
careful not to “bog down” participants with facts that are difficult
to understand or that do not impact upon this stage of their job
search, particularly those with lower literacy levels who may
have difficulty using the information you present. Although the
focus of the session is the participant’s local community,
especially as it relates to her skills and job interests, you will also
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find it useful to be able to put this information in a national
context — what is happening across the country, and also
provincially or territorially. Again, keep the information as
simple as possible, and focus on key findings.

Encourage individuals to do independent research in those areas
where further information is needed for their personal job
explorations, and provide direction as to where to look for that
information. Help the participant know her community better so
that she can plan and optimize her future employment
opportunities. Set up activities and lines of questioning that help
the participant analyze her own job choices and goals in light of
the information she has discovered about her community and
about its labour market trends. Ultimately, the questions that
each participant should ask herself and answer are: Does my
community support the jobs | have chosen to pursue? If so, what
are the details? Are there other jobs and training opportunities
suited to my skills and interests that are more likely to result in
employment in my community?

Support the individual as she creates and analyzes the community
profile and trends. Compare the findings to the job plans she is
shaping for herself. This may mean helping the participant
change direction, sometimes taking a sharp turn towards a new
goal, and other times taking a subtle turn to refine her plans.
Some participants may not be as attached to staying in the
specific community as others, and may be willing to move to find
employment in their desired career area. The “Getting Ready”
activity will help you gauge whether a woman might want to
relocate, and whether her family and other commitments will
facilitate such a move. For these individuals, the exploration of
community might be shifted to focus on other locations outside
the one where she currently lives. Are there other communities
where her employment and/or training needs are more likely to
be met? What do the related profiles and trends indicate? What
are the opportunities?

Employ a project-based approach to this unit. Encourage the women
to work with partners or in small groups, and then pool their
findings to create a more complete picture of their community.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT TWO: THE EMPLOYMENT LANDSCAPE



Page | 252 SPOTLIGHT ON CHANGE

Set up situations that facilitate each individual taking what she has
learned or information she has gathered from participating in the
group, and bring it to bear on her independent work and
employment plans. Recognize that a “project-based” approach
may mean the topics touched upon in this unit and the related
activities expand over more than one session — that you’ll need to
allow time for people to search out information, whether online
or by making personal contact and planning “field trips” to
gather information for themselves.

Insights & Tips

i “One of the women shared a story

i about her husband — how he decided
i upon what community he wanted to
i work in, and then researched the

i appropriate local companies and
presented them with résumés.”

~ Field-test facilitator

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous session now that
they’ve had the time to think more about it.

Review the session outcome — the desired results. Review the
agenda as it relates to the outcome. Adapt according to the
wishes and comments of the group.

Guest speaker — If you’ve arrange for a guest speaker to come to
talk about the community and provide related labour market
trends and other insights, review who is coming and how her
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information will relate to the desired outcome of the session. Ask
participants what they’d like to learn from the guest speaker —
what questions do they want to ask?

Emphasize that it is the participant’s responsibility to make sure that
she gets information about the community that is important to
her personal job search. She’ll need to ask questions, and focus on
researching those areas important to her and the job(s) she is
interested in pursuing.

Accommodate personal goals/needs and facilitate independent work. Be
available to help the individual find the information she needs
during independent work — offer suggestions and guidance.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

- GETTING DOWN TO WORK

Activity 1: The Place Where | Live

Present the “Getting Ready” activity. Ask each woman to share what

she views as a unique or special element/feature of the community in
which she lives and/or plans to work, and to pass along information

about the photograph or illustration.

1. Ask questions to encourage elaboration and detail. For example, if
the participant mentions a community festival, has she attended
it? How many people in general attended? What did the festival
promote? What events or activities were involved? Who would
she recommend attend? What would other participants like to
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know to gain a clearer knowledge of it, or do they have
information to add?

2. Make a list of the features/elements to begin the process of creating a
community profile. Ideally,

each member of the group

will have outlined a different
aspect of community. If not,

be ready to ask questions to

! “We learned about the place where we
i live, using the map and finding
draw out others areas left i information about the community that

unmentioned. Post the is useful to newcomers.”

photos to illustrate each item ~ Field-test participant

on the list, or use the photos T
to build a collage.

3. Introduce the second part of the “Getting Ready” activity: would
participants leave the community to follow an employment
opportunity? Make note of the responses in order to support
individuals in building their employment plans. Many women
will have roots in the community and won’t want to move, or
may have responsibilities that will not allow it. Other
participants may not have the same attachments to the specific
community, and be willing to explore relocating for training or
employment. Support these participants in looking at
opportunities “further afield” when researching and creating
their personal employment plans.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills. For more information check
out the Essential Skills descriptions provided in Appendix 2.
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 2 is suggested as a follow-up activity. If you choose not to use
this activity, then please create an activity that allows the participant to
explore her community.

Activity 2: Creating Our Community Profile

Roll out or unfold a map of the community on a large table and tape
down the edges so the map lies flat, or stretch it across a wall or a large
bulletin board.

Post the photos from the “Getting Ready” activity to the map to
illustrate the corresponding feature or location.

Further build the visual profile of the community by having
participants add icons, or graphics to denote other or related
features of the community. Most simply, this might mean
highlighting main geographic locations by circling them with
markers and then labelling them. Participants might draw
symbols to communicate specific aspects. For example, trees to
denote a wilderness area, or a blue line to indicate a river, or
buildings or stars to denote major industries, colleges or
universities, health or research centres, or other elements
important to the specific community.

Add the names of surrounding cities, transportation links such as a
major highway or bus/train routes, or other features or factors
that the participants deem important to their job search or
employment training.

Refer to Worksheet 30 & Worksheet 31 for topic areas that participants
may consider and research when building a community profile.
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LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions

provided in Appendix 2.

Insights & Tips

! “We put a map on the whiteboard and the participants brought in images to place on it.

i Many of the women were familiar with the resources already, but this was a very good

i activity to get started in thinking about the community at large, and there was much

i discussion around different aspects of the community. We were able to add to the map as
time went on, as well as refer to it throughout related activities.”

i “Icreated a vocabulary sheet for words to go along with the worksheet. For example:

Statistics: Numerical facts

Demographics: Statistics about populations, esp. things like average age, income, &
marital status.

Labour: work

Labour force: Total number of people who are either employed or available for
employment

Market: This is the demand for something you sell or a service you offer.
~ Field-test facilitators
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WORKSHEET 30

Creating a Community Profile?

This checklist offers some broad topic areas to consider when creating your
community profile. See if you can include a fact, statistic or event/location
that refers to each item when you create your community map or during your
discussions.

Social Characteristics
Demographic profile and special populations
Community issues and attitudes

Community facilities and services

Economic Characteristics
Labour market trends & labour force characteristics

Major employers and industries

Geography and Growth Trends
Unique geographical features
Growth trends and issues
Transportation

Notable Characteristics
Cultural aspects
Aesthetic nature of the community
Historic resources

Other Features

%2 Adapted from: Community Impact Assessment Handbook (Chapter 4 - Developing a
Community Profile). Florida Department of Transportation. Retrieved from:
www.cutr.usf.edu/pubs/CIA/chapter_4.pdf.
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WORKSHEET 31

Process for Developing a Community Profile®

Here are four steps to help guide your research when you are working with
others to gain a better understanding of your community. Use the steps to
guide your actions, and then check to see if you’ve considered all of the main
areas.

| STEP 1 I

REVIEW SOCIAL & ECONOMIC

CHARACTERISTICS

Demographics
Growth trends

Labor force

K Maior emplovers )

STEP 2

Research and review various resources
such as websites, brochures, and
newspapers

Talk to knowledgeable people about the
community

Take field trips to explore first-hand

Update your community profile map

2 Adapted from: Community Impact Assessment Handbook (Chapter 4 - Developing a
Community Profile). Florida Department of Transportation. Retrieved from:
www.cutr.usf.edu/pubs/CIA/chapter_4.pdf.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT TWO: THE EMPLOYMENT LANDSCAPE



SPOTLIGHT ON CHANGE Page | 259

STEP 3
CREATE AN INVENTORY OF AREA

FEATURES \

Community facilities & services

Existing businesses & major businesses
Land use & transportation characteristics
Aesthetic and cultural resources

\_ J

STEP 4

Report to group

Post related key facts and locations on the
community map

Create a written summary for your portfolio
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- OPTIONAL UNIT ACTIVITIES

Activity 3 is suggested as an optional activity. This activity has not been
linked to the Essential Skills descriptions provided in Appendix 2.

Activity 3: Guest Speaker

Invite a guest speaker, or arrange a field trip for the group to interview
a person who has expert and working knowledge of the local
community. Check out local colleges and universities, municipal offices
or government, employment agencies or labour boards, or your local
literacy network for ideas or suggestions for locating a suitable speaker.

Ask the speaker to provide an overview of the current “state of the
community”; for example, key statistics and facts about the local area,
labour trends, job market, areas of greatest job gain, areas of greatest
job losses, skills in demand, demographics, and community issues.

Be sure to brief the person ahead of time on the kinds of information
that would be useful, and the degree of complexity needed for the
discussion. Remember the focus should be on the key facts rather than
providing too much information.

Before the speaker arrives, brainstorm with the participants a list of
guestions they would like answered - or if the participants are
conducting an interview off-site, questions they will ask. You might
also ask permission to video or audio record the speaker for future
reference by the participants as they continue to create their
employment plans.
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Activity 4: More about the Place Where | Live

Assign the community profile map as an ongoing project. Working
independently or with partners, have participants add or update
locations, events, features, and post pertinent facts based upon their
research. For example, post information about the number of new jobs
created or the number of jobs lost because of a closure or downsizing in
an area.

Assign different topic areas to each individual or pair, and ask
participants to report back to the larger group key facts and statistics.
Provide related websites to help “kick start” research, particularly local
websites. Check out the resources section for other ideas.

Here are some topic questions and areas that participants might
explore, and then pool their findings:

What is the population of the community? Is it growing?

Are there more females or males living in the community? Are
there more females or males working in the community? How do
wages compare? What type of jobs do women have?

What percentage of the population makes up each age group or
demographic? What is the largest demographic? To which
demographic do the majority of the participants belong?

What are the labour sectors that are fastest growing in terms of
employment in the community? How does this compare to the
country as a whole, and to our province?

What are the jobs most in demand in our community? How does
that compare to the country as a whole, or the province?

What are sectors that have lost the most jobs? What percentage of
the local population is unemployed? How does that compare to
the country as a whole, or the province?
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One good source of information is the local section of your community
newspaper — use hard copies or online versions. Another good source is
your local municipality website.

Give participants the time they need to research independently, and
then have them share the information with the group in a short
presentation.

As well as sharing it verbally, you might ask the participants to present
the information they’ve gather in chart form to illustrate the statistics
graphically. See Worksheet 32.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking skills. For more information check out
the Essential Skills descriptions provided in Appendix 2.

Insights & Tips

I “lturned this activity [#4] into a large computer project / group work assignment. |

i provided relevant local websites and step-by-step instructions. | divided the questions up,
i and assigned them to pairs, so that everybody didn’t have to focus on all the questions.

i Then the pairs joined together, so that each group considered all the questions. We set a
i minimum four-page limit for the finished project. | encouraged participants to be creative
i in putting together their packages, for example, directing them to a website that would

i allow them to create charts and graphs. Although the women found this topic challenging
at first, they produced very professional-looking projects and were pleased to have the

i information they researched.” E
~ Field-test facilitator :
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WORKSHEET 32

Process for Developing a Community Profile

Below are samples of ways you can communicate statistics and information as
graphs and charts. Use the samples as models to create charts and graphs of
the important statistics you’ve gathered about your community.

In a List;

A report from Ontario indicates that in a 2007 survey employers were asked
about the level of education they look for when hiring. Here’s what they said:

0% Grade 10

55% Grade 12 or equivalent

30% College Diploma

15% Technician

5% Technologist

10% University Degree (undergraduate)
5% Masters Degree

Here’s what this information looks like in a graph called a pie chart:

Education level required by employers

® Grade 10 or less - 0

l » Grade 12 or equivalent - 55%
- College Diploma - 30%

® Technician - 15%
- Technologist - 5%
x Undergraduate degree - 10%

® Masters - 5%
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Here are two other ways to show information or data.

Bar Graph:

Education level required by employers

Donut Graph:
Education level required by employers

Grade 10 or less - 0

Grade 12 or equivalent - 55%
~ College Diploma - 30%

Technician - 15%

- Technologist - 5%

- Undergraduate degree - 10%

~ Masters - 5%
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Suggested Follow-up Activities

Activity 5, Activity 6, Activity 7 and Activity 8 are suggested as follow-
up activities. If you choose not to use these activities, then please select
at least one activity that allows the participant to link her information
currently in her portfolio to the local labour market.

Activity 5: Making Links

Have each participant apply the findings from their research and the
group presentations to her own job search/career areas.

Ask her to refer to her portfolio and to consider these questions:

What jobs and career areas did she choose for herself based on her
interests, personality and skills?

How does what she has learned so far in the unit - during the group
presentations, the community profile activities or from the guest
speaker — apply to the specific jobs listed in her personal profile?

What other information does she need to research about her
community and the specific job in order to make informed career
decisions?

Hand out Worksheet 33 and have the participant use it to organize her
thoughts and reflect. Help her analyze and refine her previous job
choices. For example:

Have her thoughts changed about the job she wants to pursue based
on what she has learned?

Avre there other labour sectors and jobs where she is more likely to
find stable employment in her community because demand is
high?

How do these match her skills, interests and personality?
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LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking and document use skills. For more
information check out the Essential Skills descriptions provided in

Appendix 2.
.........................

i “Some of the women reported that their
i career choices have changed since they
i started this course, based on the
discoveries they’ve made.”

~ Field-test facilitator
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WORKSHEET 33

Reflecting on My Career Areas

Take a look at the personal profile you created in a past session and that is
stored in your portfolio. Reflect upon each job or career area you chose for
yourself in light of what you’ve learned about your community. Here’s how....

1. Job title or description:

2. Related statistics or facts | learned about my community:

3. Based on that information, here are my currents thoughts about the job or
career area | had picked for myself:

4. | still need more information. Here’s what | plan to research:

My Conclusions:

This job remains a strong possibility for me. | want to pursue further
employment planning in this areas

I’ve changed my mind about this job — it’s not for me.

Based upon my community research, I'd like to add the following job or
career area to my future planning:
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Activity 6: Online Data about My Community

Independent online research by the participants will be a large part of
this unit. Encourage and help them locate current and reliable
information. The resources and links suggested at the start of this unit
should be useful, particularly the interactive websites.

Also search out those sites relevant
to your province, region, and
municipality. If you live in Ontario,
for example, here are some useful
provincial websites and pages that
may be accessed through online
searches:

Your Community in Profile,
The Ontario Trillium
Foundation Knowledge
Sharing Centre

Insights & Tips  J e

i “llearned how to use the computer,

i and how to get information from the

i computer. | became independent to get
i information, and the computer opened
i my eyes about what’s going on in the

i world. We can get information very

i fast. Thisidea pushed me to search and
look at the information from the

i computer.”

~ Field-test participant

Labour Market Information, Government of Ontario

Ontario Ministry of Training, Colleges and Universities

Local Boards Networks of Ontario.

Alternative computer activities:

Have the participant identify
the address/location of the
photo that she brought for
the “Getting Ready” activity
and look it up on Google
Maps or Google Earth. Try
using the satellite option to

zoom in on specific areas and

locations.

Insights & Tips

i “lenjoyed using Google, and also

i searching out information and people
i through YouTube, and using the

i computer to find out news.”

~ Field-test participant
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If you have the technology available, you might project the image
onto a large screen for group viewing.

Another possibility is to bring a hand-held GPS or similar device
to search out locations and explore other information, such as
routes and landmarks.

LINK TO ESSENTIAL SKILLS

As a result of a woman’s participation in this activity, you should have
a sense of her reading and critical thinking skills and her skills in terms
of computer use. For more information check out the Essential Skills
descriptions provided in Appendix 2.

Activity 7: Labour Market Information that | Need

Ask the participant to examine the labour market statistics, worksheets
and computer print outs from her research, and choose only those
pieces that directly relate to her personal job search to add to her
portfolio.

Help her to be selective — to choose and highlight the information and
insights that she needs to integrate into her continued planning during
future units.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking skills. For more information check out
the Essential Skills descriptions provided in Appendix 2.
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Activity 8: What I've Learned about My Community

Ask the participant to write a short reflective passage in her learning
journal as a response to the unit:

Has what she learned about

her community changed her _ _
thoughts about the job or _ Insights & Tips

career area she will pursue?

“l am planning to have my own cooking
i school. In addition, I'd like to openupa
How has what she learned : restaurant too.”

about her community ~ Field-test participant
brought her plans into E
clearer focus?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her writing and critical thinking skills. For more information
check out the Essential Skills descriptions provided in Appendix 2.

(Final 30 minutes of the day)

Touch base with participants about “where they are” in the
independent and group research projects. Do they need more
time? How would they like to plan the next session to
accommodate their planning needs? Is there some area where
they need help gathering specific community information, for
example, labour market trends? How can you support them in
getting that information, and what’s the next step in how they
might gather the information themselves?
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Changing plans or taking a different direction is sometimes difficult
for people, especially if they’ve invested emotionally in taking a
certain pathway. Encourage the women to reflect upon things
they’ve learned about their community that might have surprised
them, and how that information impacts upon their personal
employment planning. For some women, the information they’ve
gathered will have helped to clarify their job choices and
confirmed their plans. Others may find that the job they thought
they might pursue is not the best option in that community.

Ask participants how they feel about their currents plans — do they
have to “rethink” them based on what they’ve found out? Do
they feel more confident or less confident about finding the right
job for them? If necessary,

how can the group sessions : T
. : Insights & T :
work to build confidence and : MSIGEs & T1ps

help a woman shift/refine “| was surprised to find how jobs in

plans based on the i demand have changed throughout the
community profile? ; years.”
“When | was learning about myself [in

Gather oral feedback and hard i the last module] | had different choices
copy feedback. What did : of job, but when | learned about my

. - . : : community and found out information
participants find partlcularly i about what’s in demand, it made me
useful? How could the : think, and change my choice, which |
activities and discussions i thinkisimportant.” N :
have been more useful to : ~ Field-test participants ;
thelr needs') E. ........................................................... j

Introduce the topic or focus of the next unit or session. Ask if there is
something the women would like to add or make sure they talk
about — either as part of the topic or in response to today’s
session.

Read aloud the “Getting Ready” activity to do before the start of next
unit (see below).

Answer questions. After the group disperses, make yourself
available to chat and answer questions or concerns that
individuals are more comfortable raising one-to-one.
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- GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit.

A few sessions ago you completed a questionnaire asking you how
you use the nine Essential Skills in your daily life. Those skills
are: reading, writing, working with documents, working with
numbers, working with others, oral communication, thinking,
using computers and technical items, and continuous learning.
Reflect upon those skills. Which do you feel most confident
about? Why is that?

- CLOSING WORDS

“As most of the women have been home with their children for many years,
this was an opportunity f or them to get out of the house, make some personal
connections and explore their community. They built support and trust within
the group which gave them a safe place to explore themselves, each other, and
their community, and the confidence to grow and increase their Essential Skills
levels.”

~ Spotlight on Change Facilitator
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“At the age of sixty, through this course, | made an assessment of my Essential
Skills and got awareness of the training and education opportunities in this
community. | came to know how to prepare an action plan for my future life.”

~ Spotlight on Change Participant

" UNIT OUTCOME

As a result of this unit, the participant identifies the Essential Skills she
has gained in life and in work, and transfers or applies these skills to
new employment opportunities.

SKILLS FOR WORK, LEARNING AND LIFE
The activities in this unit directly promote these Essential Skills:
Reading
Document Use
Writing
Numeracy

Computer Use

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

- GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.
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Skills pages. The site has been recently redesigned, so rather than
list specific links and web pages here, we suggest you surf the
site to locate information relevant to the unit activities. You may
also order print copies of the tools and other Literacy and
Essential Skills publications through the HRSDC website,
Publication & Research section. Here are some of the web pages
and tools we think you’ll find particularly useful:

0 The Essential Skills Indicator ~ This contains a series of
short quizzes that will provide an indication of a
participant’s skill strengths and areas that may require
improvement. It is designed to help gain a better
understanding of Essential Skills levels to guide training
decisions and career planning.

o0 Authentic Workplace Materials ~ These provide materials
(forms, tables, graphs, brochures, regulations, etc) that are
actually used in many jobs across Canada. It has been
assembled to encourage the use of a variety of materials in
classroom learning activities. The skills illustrated here are
transferable. They can be used in many different jobs as
well as in many situations other than work.

0 Workplace Survey ~ This survey is designed to help
employers identify potential Essential Skills issues or areas
of strength in the workplace. The statements included in
this tool are divided into nine sections; one for each of the
nine Essential Skills. We’ve adapted the tool for use in this
program and rewritten the statements to address the
participant directly. You can find the adapted document as
part of the unit worksheets.

o Job Profiles ~ This tool allows participants to search more
than 300 job profiles to see how the Essential Skills are
needed and used in the workplace, and within specific
occupations and career areas. You may also search the
profiles by: occupation, key words, skills levels and
National Occupation Classification Code (NOC). You can
also search for Authentic Workplace Material samples
sorted by Essential Skills required.
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SPOTLIGHT ON CHANGE

Spend time exploring the Literacy and Essential Skills pages of the
Human Resources and Skills Development Canada website
before you deliver the unit. This curriculum is current at the date
it was published. New developments and website changes from
HRSDC after the date of publication will give you up-to-date
information and options. As well, several of the tools offer

interactive elements where a
participant customizes the
information according to her
interests and skills. Knowing
what is available online, and
how to navigate the tools,
will help you provide the
direction participants need
so that they can move
forward in their individual
job search plans.

Insights & Tips I

i “The surveys helped me think about,

i and self-assess, my abilities when using
i the Essential Skills in the workplace. |

i also thought more about how | use the
Essential Skills in my daily life.”

~ Field-test participant

Plan the schedule to allow plenty of time for participants to work
independently on the Essential Skills quizzes and self-assessment
surveys, whether online or using paper-based worksheets.
Facilitate peer mentoring and partnering as a way to help with
interpreting and understanding the surveys and the Essential
Skills indicator statements. Encourage participants to share
insights, encouragement, and reflections. Recognize that
participants will not all work through the quizzes and surveys at

the same pace — some
women may need more than
one session to work through
the nine Essential Skill areas
of the surveys, and the
activities presented in the
indicator. Accommodate
individual needs, so that
participants work at a pace
that suits them.

Insights & Tips

i “I photocopied and distributed the

i Essential Skills Dispatcher example, as

i well as The Nine Essential Skills list. The
i review focused the session at the onset,
i and showed how specific Essential Skills
are key to specific jobs.” :

~ Field-test facilitator
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Provide examples to illustrate the nine Essential Skills that reflect the
specific interests of the women. By now, as facilitator, you will
have an understanding of each woman’s interests, skills, and the
potential occupations that she has identified. Help her view the
Essential Skills in light of her choices. Refer to and build upon the
“My Skills profile that the participant previously completed
(Worksheet 29), where she reflects upon and outlines the ways in
which she currently incorporates the nine Essential Skills into her
daily life.

THE NINE ESSENTIAL SKILLS*

These skills are used in nearly every occupation and throughout daily
life in different ways and at different levels of complexity.

1. Reading: understanding materials written in sentences or
paragraphs (e.g. letters, manuals).

2. Document Use: using and understanding labels, graphs, signs
and other similar materials.

3. Numeracy: using and understanding numbers.
4. Writing: writing text or typing on a computer.

5. Oral Communication: using speech to share thoughts and
information.

6. Working With Others: interacting with others to complete tasks.
7. Thinking: reviewing information to make decisions.

8. Computer Use: using computers and other technical tools (e.qg.
fax machine).

9. Continuous Learning: participating in an ongoing process of
gaining skills and knowledge (e.g. workplace training).

*Through extensive research, the Government of Canada and other national and
international agencies have identified and validated nine Literacy and Essential Skills.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT THREE: MY ESSENTIAL SKILLS



Page |278 SPOTLIGHT ON CHANGE

Insights & Tips

An Essential Skills Example: Dispatcher

i Dispatchers operate radios and other telecommunication equipment to dispatch emergency
i vehicles and to co-ordinate the activities of drivers and other personnel. They are employed
i by police, fire and health departments, other emergency service agencies, taxi, delivery and i
i courier services, trucking and utilities companies, and other commercial and industrial :
i establishments. Radio operators receive, transmit and record signals and messages using
radios and other telecommunication equipment. They are employed by transportation

i companies, mining, forestry and other industrial establishments, and by the armed forces.

i The most important Essential Skills for Dispatchers and Radio Operators are:

Oral Communication

Problem Solving

Decision Making ;
~ Source: HRSDC Website

- GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous session now that
they’ve had the time to think more about it.

Review the unit outcome — the desired results. As a result of this
unit, the participant identifies the Essential Skills she has gained
in life and in work, and transfers or applies these skills to new
employment opportunities.

Review the agenda as it relates to the outcome. Adapt according to
the wishes and comments of the group. Note that this unit has
more time set aside for independent work — the participants will
use various tools and questionnaires to explore their personal
mix of Essential Skill strengths.
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Introduce or review the nine Essential Skills. You won’t need to
spend a lot of time doing this, since the activities and surveys will
help the participants gain a better understanding of each
Essential Skill. A very brief overview or explanation will set the
stage for the unit and further exploration.

goals/needs and facilitate :

independent work. Check in : “Participants in my group were quite
briefly with individuals comfortable and familiar with the

- ¢ Essential Skills from past work in other
about what they d like to i units so they didn’t need a review. We
work toward or accomplish i got right to work.” :
during the unit. ~ Field-test facilitator

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

GETTING DOWN TO WORK

Activity 1: What | Can Do!

Present the “Getting Ready” activity. Keep the exercise focused on the
positive — what the individual can do. Encourage each woman to talk
freely about the Essential Skill in which she feels the most confident.
Ask her to tell why she feels that way — what has given her confidence
in that area? A past job? Are they tasks she does in her everyday life?
Or do tasks in these areas just seem easier for her?
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Next have participants reflect upon another Essential Skill in which
they also have a fairly high level of confidence - if they were to rank
them, which Essential Skill would they list as second in terms of
confidence? Third? Why? What

examples can they give from their
lives about how they use these Insights & Tips
skills? 3

“I put the unit outcome on the
i whiteboard and used it as a lead-in to
i the Getting Ready activity.”

Introduce the idea that various
occupations have different :
concentrations of skill “This was a good exercise. We did it at
requirements. There will bemany | et of e o finedacy
jobs that have the Essential Skill 3 ~ Field-test facilitators -
with which they feel the most :
confident as the most important
skill to do that job.

Relate to the concept of transferable skills. They can take the skill with
which they feel the most confident, and transfer it to a variety of new
job settings and occupations.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills. For more information check
out the Essential Skills descriptions provided in Appendix 2.

SUGGESTED FOLLOW-UP ACTIVITY

Activity 2 is suggested as a follow-up activity. If you choose not to use
this activity, then please create an activity that allows the participant to
explore occupation profiles that are linked to the Essential Skills. This
activity has not been linked to the Essential Skills descriptions provided
in Appendix 2.
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Activity 2: Essential Skills for Occupations

Demonstrate how to access and navigate the Literacy and Essential
Skills pages of the Human Resources and Skills Development Canada
website, or have one of the participants who is comfortable with
computers demonstrate. Here are some tasks to do online at the
website:

1. Have participants research the Essential Skill with which they are
most comfortable, bringing up a list of related occupation profiles
that list that specific skill as most important. Relate the wide
variety of occupations requiring that Essential Skill to the concept
of transferable skills, and to the participant’s own job search.

2. Next, choose one of the occupations from the list and view the entire
profile to demonstrate how participants can learn more about an
occupation and the Essential Skills vital to it.

3. Follow up the demonstration by dividing the group into partners or
groups of three. In each group, be sure to include a participant
who is comfortable navigating computer screens to act as a
mentor or peer trouble-shooter to support participants who have
few computer skills.

4. Ask the small groups or _ _
partners to use the website Insights & Tips

search engine to help each

individual choose two jObS “This was a practical and useful activity.

! The women were excited to find out

based on the Essential Skill i there were 300 job profiles online at the
with which she is most  Literacy and Essential Skills site.” :
confident. Use Worksheet 34 : _ .

. . ! “We didn’t use the Literacy and
for the participant to record : Essential Skills website for this activity,
the occupations. i since the website was under

i construction. Instead we did the activity
i though group discussion.” 3
~ Field-test facilitators i
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WORKSHEET 34
My Most Important Essential Skills

When you are at the Literacy and Essential Skills web site, write down the
occupations that are of interest to you that match the essential skill you feel
most confident about. You’ll have time later to do more research about each

of the occupations.

My Most Important Essential Skills

List the skills you feel confident List occupations that match these
about skills

1.

2.

3.

4,

5.
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Activity 3: Workplace Essential Skills Survey

Explain that for the remainder of the unit, they will be working to gain
a deeper understanding of their Essential Skills strengths. Hand out
Worksheet 35. Ensure that the participants realize that this is not a test.
It is a survey to help them think about, and self-assess, their abilities
when using the nine Essential Skills in the workplace.

Together read the instructions and the ranking method or score in
each area. Have each participant work through the survey at her
own speed. Encourage peer help with the survey — those with
stronger skills can offer explanations and assistance as required.

Discuss the results of the survey, either as a group or individually.
0 What did the survey reveal?

o In what Essential Skill area (s) did she have the highest
ranking?

o How did this compare with what she had said in the “Getting
Ready” activity?

Participants may choose to follow up the activity by further
exploring occupations online based upon the results of the
survey, and adding to their list of occupations on Worksheet 34.

Participants might also like to _ _
try the self-assessment Insights & Tips

quizzes and questionnaires e g dionb
- : edil € Survey question oy
that are part of the Essential i question. Some of the women needed

Skills Toolkit. i assistance to answer the questions.
i Also, some were overwhelmed by the E
i task of so much reading. The women all
i reported that they really liked these
kinds of tests/ self-assessments as they
i learn a lot about themselves.”

i “The worksheet provided a good focus
i on Essential Skills.”

~ Field-test facilitators
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LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking and document use skills. For more

information check out the Essential Skills descriptions provided in
Appendix 2.
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WORKSHEET 35

Survey of Your Essential Skills for the Workplace

Fill out the survey. This is not a test. The purpose is to help you think about,
and self-assess, your abilities when using the nine Essential Skills in the
workplace. When you are ready:

1.

Read the statements in each section.

Circle the number that matches what you think about yourself:

1 means that you strongly disagree with the statement and 4 means
you strongly agree. You might think, for example, “this isn’t me at all!”,
so you would circle 1.

For each section add up the numbers you have circled. For example, if
you strongly disagreed with all four statements in a section, then the
total for that section would be 4.

When you’ve added up the totals for all the section then use the rating
guide to help you understand what the number means. Keep in mind
that your score is just a guideline.

Rating Guide

16-20

This is a high score. It suggests that you have this skill and know how
to use it effectively.

11-15

This is a medium score. It suggests that you may need to work on
this skill, if it is one you need for a specific job or task.

1-10

This is a low score. It suggests that you don’t have the essential skill.
That could mean that you wouldn’t be able to do the job or task
effectively.
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SECTION 1: READING Strongly | Disagree | Agree Strongly
Disagree Agree
I am comfortable dealing with written
, 1 2 3 4
materials
| can read and understand emails and/or
1 2 3 4
memos
| am comfortable receiving instructions in
" 1 2 3 4
writing
| can follow clearly written instruction 1 5 3 4
with few or no mistakes
At work, | can read and understand 1 5 3 4
safety directions in manuals and on signs
Subtotal

Total Section 1

SECTION 2: DOCUMENT USE Strongly | Disagree | Agree Strongly
Disagree Agree

I am comfortable using workplace 1 2 3 4
documents

| can use and understand charts and 1 2 3 4
graphs

| can understand timesheets and pay 1 2 3 4
stubs

| can enter information in documents 1 2 3 4

with few or no mistakes

| understand gauges, clocks, manuals, 1 2 3 4
blueprints or schedules

Subtotal

Total Section 2
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SECTION 3: WRITING Strongly | Disagree | Agree Strongly

Disagree Agree
| can request information or services in 1 2 3 4
writing
| am comfortable with writing production 1 2 3 4
reports or other reports necessary for
work
| can write memos or notes as a way to 1 2 3 4
communicate with others at work
I make few or no spelling or grammar 1 2 3 4
mistakes when | write
| use the right sentence structure, 1 2 3 4
punctuation, wording and tone when |
write notes or memos at work

Subtotal
Total Section 3

SECTION 4: NUMERACY Strongly | Disagree | Agree Strongly

Disagree Agree
| can make calculations, take 1 2 3 4
measurements or make an estimate
I make few or no mistakes when | work 1 2 3 4
with numbers
| can take measurements and record the 1 2 3 4
results
| am willing to take part in training to 1 2 3 4
improve my numeracy skills
| understand the information on my pay 1 2 3 4
stub

Subtotal

Total Section 4
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S N[O\ RSO VARV VIV [o72NN(6)\Il Strongly | Disagree | Agree Strongly

Disagree Agree
| can give information and instructions 1 2 3 4
clearly and accurately
| can follow detailed verbal instructions or 1 2 3 4
explanations
| can speak professionally with suppliers 1 2 3 4
or clients
| can use workplace terminology correctly 1 2 3 4
and confidently
| participate actively in staff meetings or 1 2 3 4
training sessions

Subtotal
Total Section 5

SECTION 6: THINKING Strongly | Disagree | Agree Strongly

Disagree Agree
I can find solutions to common workplace 1 2 3 4
problems
| can make decisions on my own 1 2 3 4
| know how to plan my work to make 1 2 3 4
quality products and to meet deadlines
| try to find solutions to problems 1 2 3 4
| can follow routine procedures 1 2 3 4

Subtotal

Total Section 6
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N[O\ el s{CINCAVNINONIC ISR Strongly | Disagree | Agree Strongly

Disagree Agree
| can coordinate work tasks or share 1 2 3 4
information with other employees
I can work with others to successfully 1 2 3 4
complete a task that requires
cooperation
| can take part in team meetings or group 1 2 3 4
projects
| am good at not letting personal 1 2 3 4
differences get in the way of my work
| know how to work as part of a team 1 2 3 4

Subtotal
Total Section 7

SECTION 8: COMPUTER USE Strongly | Disagree | Agree Strongly

Disagree Agree
| don’t have a problem with learning new 1 2 3 4
computer software
| have good computer-related skills 1 2 3 4
| can complete computer-related tasks in 1 2 3 4
a timely and effective manner
| am comfortable using electronic 1 2 3 4
devices, instead of manual devices
| can computer-related equipment like 1 2 3 4
printers, fax machines and scanners

Subtotal

Total Section 8
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S [O/\R e\ RN\ VIOlUNIRV\I\[CI Strongly | Disagree | Agree Strongly
Disagree Agree

| am always willing to take part in training 1 2 3 4

at work

| can gain skills and knowledge from my 1 2 3 4

co-workers

| think it is a good idea to have a learning 1 2 3 4

plan so | can grow on the job and off the

job

| am always interested in applying for 1 2 3 4

positions within the same business

| respond positively to change at work 1 2 3 4

Subtotal

Total Section 9
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 4, Activity 5 and Activity 6 are suggested as follow-up
activities. These activities have not been linked to the Essential Skills
descriptions provided in Appendix 2.

Activity 4: Essential Skills Indicators

Have participants use the online Essential Skills indicator from the
HRSDC Literacy and Essential Skills website to further refine their
understanding of their Essential Skill strengths, using specific questions
and tasks based on workplace

examples. Insights & Tips TR

We've offered as worksheets in this £ . group chose to do the paper-based |

unit an adaptation of the paper- ! indicator to give themselves a break :
based indicators from the Literacy : from the computers. We had spentalot !

. . . . : of time at the computers during the 3
a_nd Essential Sk'_”S S_'te' YO:J WII,I, previous unit. The women all seemed to
find each of the indicator “tests i agree that the most difficult Essential
in Appendix 1 at the end of this : Skills indicator test was Reading. Some

. : of them decided that they needed more
unit. Handout Worksheet 36, ! practice reading English, i.e., they ]

Worksheet 37 and Worksheet 38  should take Level 6 in ESL."
(but not the “correction” sheets) E _ _
before giving them the matching | (TR0 e e Seentl
indicator test document. ! booklet form from HRSDC.”

: ~ Field-test facilitators
You may decide to use the paper- :
based format exclusively, or a
combination of online and paper-based. The paper-based indicator
looks at three Essential Skills — Numeracy, Document Use and Reading
—at Level 1 and Level 2.

If you choose to present all of the questionnaires, you may want to
complete the activity over a series of sessions. As an alternative, present
only those areas relevant to the participant’s individual job search and
interests.
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READING

Correction Sheet

Once the program participant has completed the Reading indicator
worksheet, hand out this correction sheet.

READING-LEVEL 1

=

“The grey filing cabinet contains all the customer files.” The key words
customer files must be included in the marked text.

“Remove excess grease and fat from the grill bowl with a wooden
scraper.” The key word scraper must be included in the marked text.

“After taxes, | am usually left with a total of $935.” The key number
935 must be included in the marked text.

“My arrival date is Tuesday, June 13, 2007 [...]” The key word Tuesday
must be included in the marked text.

“5) After 20 minutes, clean the surface with a sponge.” The key words
20 minutes must be included in the marked text.

READING-LEVEL 2

6.

7.

8.

9.

“Section 5: Said property is not to be removed from the golf course and
Is to be returned promptly to the Lessor after use.” The key words
Section 5 must be included in the marked text.

“8. You shall carry valid photo identification showing the inmate(s)’s
photograph and register number.” The key words photo identification
must be included in the marked text.

“If a patient’s treatment is expected to cost more than $300, the
client’s dental care centre must submit a treatment plan to Apple
Insurance.” and “If the treatment is expected to cost more than
$1,000, the dental care centre must also submit x-rays.” The key words
treatment plan and x-rays must be included in the marked text.

“Code White” and “Code Grey” The key words white and grey must be
included in the marked text.

10. “Providing information to customers” and “general administrative

duties” Both boxes must be checked off, with the “preparing written
reports” box left unchecked.
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DOCUMENT USE

Correction Sheet

Once the program participant has completed the Document Use indicator
worksheet, hand out this correction sheet.

DOCUMENT USE - LEVEL 1

1.

CLASS E
Corrosive Material

2. Brandon
3.19

4. $44.50

5. 506-555-6000

DOCUMENT USE — LEVEL 2

6.
Employee ID Cheque Number Amount ()
52369 1359 1256.00
62041 1147 1305.00
7.7
8.8
9. Oliver
10. K. Ling
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NUMERACY SKILLS

Correction Sheet

Once the program participant has completed the Document Use indicator
worksheet, hand out this correction sheet.
NUMERACY-LEVEL 1

1. 10

2. 24

3. “4or4

4. 7.50

5. 15:00 or 3:00 PM

NUMERACY-LEVEL 2
6. 400
7. 60
8. May 17
9. 88.65

10. 0.20
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Activity 5: My List of Occupations

Have participants file Worksheet 34 — their list of occupations that
match their Essential Skill strengths — in their portfolio. Also have
participants keep the results of the Skills indicator and Workplace
Survey for future reference.

Encourage participants to compare these occupations to those jobs and
career areas listed in past exercises, and discuss their choices with a
partner, or write a paragraph about the comparison:

Are their similarities or patterns in their choices?

Do they feel they are “narrowing” down their search for a job or
occupation suited to them?

Activity 6: My Essential Skills Strengths

During this unit, we’ve talked about the participant’s confidence in
terms of Essential Skills. Now ask the participant to broaden her
reflections about her confidence, both in terms of her Essential Skill
strengths, and in terms of her participation in the course and her job

choices she is making.
o Insights & Tips TR
Ask her to write a journal 5

piece about how she is now ! “I liked going to various websites and
feeling about her Essential i doing the tests on the websites. After
Skills, her job choices, and i taking some of the skills tests | felt

. ) ) i much more confident of myself.” :
the decisions she is making. : _ N 3
~ Field-test participant

Can she relate her thoughts
and feelings to her confidence levels?

What can she do to increase her confidence?

Is there something that can be done as part of this course to
increase her confidence levels? What?
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(Final 30 minutes of the day)

Gather oral feedback. Bring participants back together in the circle
formation. Discuss their thoughts about the Essential SKills
activities, and their understanding of their own personal mix of
Essential Skill strengths. Ask if the independent activities
confirmed their Essential Skill strengths as they presented them
during the “Getting Ready” activity, or if the results pointed to
different strengths. Had they changed or narrowed their job
choices based on the occupations that matched their Essential
Skill strengths?

Distribute a simple form for individual feedback and comments. Ask

Insights & Tips

each woman to fill out the
form and leave it for you. A
generic Participation
Evaluation form is offered in
the Introduction section.

i “There was a huge emphasis in this unit
i on skills, without enough consideration
i of motivation, desires and lifestyles. |

Introduce the topic or focus of i found the unit expanding the list of

the next unit. Let participants i careers to consider rather than helping
' : i me narrow it down.”

know that they will now be :

looking more closely at the “| loved this unit. It gave me a clear idea
Essential Skill of the jObS that i of what | can do in the future. This unit
] ) i was very interesting because | learned a :
interest them, and searching ! lot of things such as Essential Skills for
out opportunities to learn i occupations, workplace Essential Skills,
more about these jObS in their my Essential Skills strengths, and |

. : found a list of occupations [that suited]
community. f me.”

~ Field-test participants
Read aloud the “Getting Ready” :
activity to do before the start

of next unit (see below).

Answer questions. After the group disperses, make yourself
available to chat and answer questions or concerns that
individuals are more comfortable raising one-to-one.
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APPENDIX 1

Essential Skills Indicator Handouts
(For use with Worksheets 36, 37 & 38)
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Reading Indicator

LEVEL 1

Question # 1
Look at the e-mail below.
What does the grey filing cabinet contain?

Circle or underline your answer in the text.

Jennifer,

Please note that the DuBarry file has been placed in the wrong filing cabinet. The blue
filing cabinet should only contain receipts. The grey filing cabinet contains all the
customer files. Thank you for your attention to this matter.

John

Question # 2
Look at the instructions below for cleaning a gas grill.
What should be used to remove grease and fat?

Circle or underline your answer in the text.

Gas Grill Cleaning Instructions

1) Remove cooking grid and burner before full cleaning.
2) Remove excess grease and fat from the grill bowl with a wooden scraper.

3) For cleaning other residue, use hot soapy water and a cloth or a nylon-bristled
brush.

4) When finished cleaning, replace burner and cooking grid.

5) Check burner operation after reassembly.

4 Essential Skills - Reading Indicator

Module 2: Unit 3 Worksheet 36 Retrieved from: www.hrsdc.gc.ca
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Question # 3

Look at the e-mail inquiry below.
What is the employee’s usual paycheque amount (after taxes)?

Circle or underline your answer in the text.

Good afternoon,

| have a question about this week's paycheque. Every two weeks | earn $1,200. After
taxes, | am usually left with a total of $935. This week an extra $25 was taken off,
leaving me with a total of only $910. Can you please explain why this paycheque is
different from the others?

Thank you,
Julie

Question # 4
Look at the hotel fax below.
On which day of the week is the client scheduled to arrive at the hotel?

Circle or underline your answer in the text.

FAX

To: Journey Hotel
416-555-4567

From: Lucy Smith
416-555-8910

Date: Wednesday, January 25, 2007
Pages: 1

| would like to make a reservation for a hotel room. My arrival date is Tuesday,
June 13, 2007, and my departure date is Thursday, June 22, 2007.

| would like to reserve a non-smoking room with two beds and a view of the ocean.
You may contact me at the following phone number: 416-555-6235.

Thank you,

Essential Skills - Reading Indicator 5

Module 2: Unit 3 Worksheet 36 Retrieved from: www.hrsdc.gc.ca
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Question # 5

Look at the instructions below.
How long must floor installers wait before cleaning the surface with a sponge?

Circle or underline your answer in the text.

GROUT

Instructions for Use

1) Prepare 1.8 kilograms of grout. When the spacing between tiles is 3.2 millimeters or
more, use sanded grout. When the spacing is less than 3.2 millimeters, use
unsanded grout.

2) Mix the grout with 500 milliliters of water in a large bucket.

3) Spread the grout and scrape off any excess grout. The grout will begin to harden
after about 15 minutes.

5) After 20 minutes, clean the surface with a sponge.

6) After 40 minutes, wipe the surface with a paper towel.

LEVEL 2

Question # 6
Look at the golf cart rental agreement below.
The player who rented the cart would like to take it to a different golf club.

Circle or underline the section of the agreement which forbids him from doing so.

Section 1:

Section 2:

Section 3:

Section 4:
Section 5:

Section 6:

Golf Cart

Rental Agreement

Not more than two persons and two golf bags shall be in the said car at
any one time.

Lessee expressly acknowledges personal liability to pay Lessor costs to
repair all damages to said property and Lessor’s costs including attorney
fees incurred in collection of payments due from Lessee hereunder.
Lessee represents that he is familiar with the use and operation of said
property.

Lessee agrees to keep said property in the same condition as when received.
Said property is not to be removed from the golf course and is to be
returned promptly to the Lessor after use.

Lessee agrees to keep said property in Lessee’s custody and not to
sublease or re-rent the same.

6 Essential Skills - Reading Indicator
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Question # 7

Look at the inmate escort procedures for correctional officers below.

What item must correctional officers keep in their possession when escorting
two inmates?

Circle or underline your answer in the text.

Red Lakes Institution
Inmate Escort Procedures

1. You are responsible for the safe custody and discipline of this (these) inmate(s). You
shall under NO circumstances allow inmate(s) in your custody out of your sight.

2. You shall ensure that the inmate(s) is wearing a standard issue uniform clearly
displaying the inmate register number.

3.  When escorting more than 3 inmates, you shall carry a firearm and pepper spray.

4. You shall sit directly behind the driver during an escort in vehicles lacking
appropriate protective shields.

5. You shall apply handcuffs and leg irons. Other restraint equipment must be
authorized by the Warden or officer in charge.

6. You shall notify the officer in charge of the institution or Duty CS upon return of
the inmate(s).

7. You shall check bathroom facilities thoroughly prior to use by the inmate(s).

8. You shall carry valid photo identification showing the inmate(s)’s photograph and
register number.

9. You shall report any contraband seized during the escort to the Warden.

10. You shall ensure the safe custody of the inmate(s) under your responsibility while
maintaining the protection of the public.

Essential Skills - Reading Indicator 7

Module 2: Unit 3 Worksheet 36 Retrieved from: www.hrsdc.gc.ca
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Question # 8

Look at the brochure from an insurance company below.

A patient’s treatment is expected to cost more than $1,000. What does the
patient’s dental centre need to submit to Apple Insurance?

Circle or underline your answer(s) in the text.

Apple Insurance

5589 Bank Street Suite 200
Ottawa, ON

K1K 2K2

Apple Insurance
Your health is our primary concern

IMPORTANT NOTICE ABOUT CHANGES TO YOUR POLICY

Please note that there have been amendments to the Dentalcare Plus plan, effective
immediately.

If treatment is expected to cost less than $300, the dental care centre does not need
to notify Apple Insurance in advance.

If a patient’s treatment is expected to cost more than $300, the patient’s dental care
centre must submit a treatment plan to Apple Insurance.

If the treatment is expected to cost more than $1,000, the dental care centre must also
submit x-rays.

The reimbursement limit for dental procedures will increase on May 31, 2007. The new
reimbursement limit is $1,500 per year, including spouses and/or dependents.

8 Essential Skills - Reading Indicator
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Question # 9

Look at the Emergency Code Manual below.

A patient at a hospital is angry and has thrown a dangerous chemical product
onto the floor.

Circle or underline the two codes that the nurse aide must transmit over the intercom.

Emergency Code Manual

Emergency T . .
Code Description Immediate Action(s)

Code Pink A child has been abducted. gt?i?(’;act Security to provide a description of the abducted
Code White Hazardous materials have been spilled. | Cordon off the area. Contact maintenance to clean the spill.
Code Yellow The hospital W.'” be receiving a large Activate the disaster plan.

number of patients at once.

A patient or other individual is being Contact Security. If possible, contain the individual in an
Code Grey . .

combative. isolated area.
Code Purple An adult patient is missing. ggtril;?]? Security to provide a description of the missing
Code Red There is a fire in the building. Pull the fire alarm. Close all doors and windows.

Essential Skills - Reading Indicator 9
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Question # 10

Look at the employment application form below.

A small business owner wants to fill a position which requires work experience in
three areas. Which of the job requirement(s) does the applicant meet?

Check all that apply.

L1 Providing information to customers
[ ] General administrative duties

L1 Preparing written reports

Employment Application Form

Position applying for: General Office Clerk

Name: Chantal Perry

Address: 1544 Drake Street, Ottawa, Ontario, K1G 0KO
Phone Number: 613-555-3239

Employment History

1. Former employer: Canadexx Software Inc.
Position held: Administrative Assistant
Main duties and responsibilities:
¢ Verified and processed payment plan applications using computerized and
manual processing systems.
¢ Performed various administrative duties, including contract administration
and payroll.

2. Former employer: Hannah’s Day Care
Position held: Early Childhood Educator Assistant
Main duties and responsibilities:
¢ |Led and monitored activities designed for young children, such as storytelling,
singing, and arts and crafts.

3. Former employer: The World Traveler
Position held: Receptionist
Main duties and responsibilities:
e Greeted and directed customers to the appropriate employee.
¢ Provided information in person and by phone to customers.
¢ Updated financial records.

10 Essential Skills - Reading Indicator
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Document Use Indicator
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LEVEL 1

Question # 1

Which symbol represents corrosive material?

Circle or underline your answer in the hazardous materials table below.

HAZARDOUS MATERIALS

Poisonous and Infectious
Material (material causing
other toxic effects)

Poisonous and Infectious
Material (biohazardous
infectious material)

Corrosive Material

CLASS A CLASS B CLASS C CLASS D-1
Compressed Gas Flammable and Combustible Oxidizing Material Poisonous and Infectious Material
Material (material causing immediate and
serious effects)
CLASS D-2 CLASS D-3 CLASS E CLASS F

Dangerously Reactive Material

Question # 2

Which sales clerk recorded the highest number of transactions for the month

of December?

Circle or underline your answer in the graph below.

December Sales Report
2006
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Sales Clerk

lan  Shannon Dylon

4 Essential Skills - Document Use Indicator

Module 2: Unit 3 Worksheet 37
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Question # 3

What is Rodney Walsh’s new apartment number?

Circle or underline your answer in the address notice below.

Change of Address Notice

Personal Information

Page | 312

Last Name: Walsh

First Name: Rodney

Previous Address

Street Number: 1553
Apartment Number: 1002
Province: Ontario

City: Windsor

Street Name: Queen

Postal Code: K1J 8G3

New Address

Street Number: 208
Apartment Number: 19 City: Windsor

Province: Ontario

Street Name: Beechwood

Postal Code: K1J 5P3

Question # 4

What is the price of a one-hour massage for a part-time student?

Circle or underline your answer in the price list below.

Sunlight Wellness Centre

Physiotherapy | Price List Massage Therapy | Price List

Status Visit Price ($) Status Visit Price ($)

Full-time student | First visit 60.50 Full-time student | Thirty minutes 28.25

Following visits 40.95 One hour 39.99

Part-time student | First visit 65.25 Two hours 59.99

Following visits 49.99 Part-time student | Thirty minutes 32.15

Adult First visit 69.99 One hour 44.50

Following visits 60.50 Two hours 64.50

Employee All visits 35.00 Adult Thirty minutes 35.97

One hour 47.50

Two hours 59.99

Employee Thirty minutes 15.00

One hour 27.25

Two hours 42.75

Essential Skills - Document Use Indicator 5
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Question # 5
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What is the phone number for customer service at H&E Wood Inc.?

Circle or underline your answer in the sales slip below.

INVOICE

H& E Wood Inc.

SHIP TO

BILL TO

Wood Experts Inc.
898 Truro Avenue
Fredericton, NB
506-555-4885
Customer ID BBE4456

Wood Experts Inc.
898 Truro Avenue
Fredericton, NB
506-555-4885

ORDER DATE ORDER NUMBER

August 1, 2006 239
ITEM NUMBER DESCRIPTION QUANTITY

WT-05-338 Hardwood 12
AF-05-897 l[ronwood 8
WT-06-112 Carpathian Elm 6
BJ-07-389 Unedged Timber 20
CF-05-349 Roundwood Logs 7

Please contact customer service at 506-555-6000 with any questions or comments.

Thank you for your order!
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Question # 6

Look at the paycheques below.

Complete the missing information in the chart.

Cheque Number 1014
Date: December 29, 2006

Pay to the order of:  Sarah Brown $ 1495.00

One thousand four hundred and ninety-five dollars........................... XX /100 DOLLARS

MEMO: Employee ID 65087

Cheque Number 1147
Date: December 29, 2006

Pay to the order of:  Daniel Spencer $ 1305.00

One thousand three hundred and five dollars. ..........cooveeeviieiiiinnennn. XX /100 DOLLARS

MEMO: Employee ID 62041

Cheque Number 0987
Date: December 29, 2006

Pay to the order of:  Karen Green $1315.00

One thousand three hundred and fifteen dollars..........cccvvvveeviennnnn.. XX /100 DOLLARS

MEMO: Employee ID 64623

Cheque Number 1359
Date: December 29, 2006

Pay to the order of:  Dave Campbell $ 1256.00

One thousand two hundred and fifty-six dollars.............................. XX /100 DOLLARS

MEMO: Employee ID 52369

Essential Skills - Document Use Indicator 7
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Financial Report

December 2006

Page | 315

Employee ID Cheque Number Amount ($)
64623 0987 1315.00
65087 1014 1495.00
52369 1359

1147 1305.00

Question # 7

How many bandsaw gears were shipped?

Circle or underline your answer in the packing slip below.

Prov Acop Inc.
846 McCrimmon Cres.
Whitehorse, YT
Phone: 867-555-5654
Fax: 867-555-5655
ORDER DATE September 29, 2006 | PACKAGING DATE October 12, 2006
ORDER NUMBER 34567 CUSTOMER Foundry Department
CONTACT
PURCHASE ORDER | P09983-1129-03 CUSTOMER 109
ACCOUNT
SHIP TO Metal Ware Inc. BILL TO Metal Ware Inc.
Attn: Foundry Attn: Finance
Department Department
1234 Main Street 1234 Main Street
Timmins, ON Timmins, ON
PART DESCRIPTION UNIT TYPE | NUMBER | BACKORDERED | NUMBER
NUMBER ORDERED (Still to be SHIPPED
shipped)
323A7-D892 Bandsaw gears Set 9 2 7
390D1-J349 Mould 54919 Individual 4 0 4
208R4-Q289 | Rubber BBType 00-6 Package 6 3 3
890C4-B299 Metal AG555-06 Package 6 2 4
Comments: Backordered items will be shipped as they become available.
Thank you for your order!
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Question # 8

What is the item number of the least expensive camera flash?

Circle or underline your answer in the price list below.

NUMBER ITEM NAME P'?é?E
1 V3 18-200 mm Super Wide-Angle - Telephoto Lens 999
2 Alma 70-200mm f/2.8L USM Camera Lens 1,199
3 Totto 200mm f/2.8 Camera Lens 1,799
4 Diaz 300MM F4 to 5.6 IS USM EF Telephoto Zoom Lens 699
5 Vershna 10-20mm Wide-Angle Lens 459
6 Totto 10-20mm Wide-Angle Lens 799
7 Vershna 580EX Camera Flash 449
8 Bonata 5600HS Camera Flash 249
9 Diaz Camera Dock 6000 29
10 V3 Camera Dock 49
11 BJ 7900 S-Series Camera Dock 59
12 Totto Ultra Fast AAA Battery Charger 19

Question # 9

Which nursing home resident has high cholesterol?

Circle or underline the name of the resident in the report below.

Personal Information

Room Number | Resident Name Age Gender Bed Number
B15 Stanford 92 Male 316
B88 Rose 82 Female 389
B36 Fawzi 89 Male 347
A19 Bertha 96 Female 312
A39 Shereen 91 Female 349
A24 Ginette 87 Female 339
A34 Nadia 89 Female 384
A87 Oliver 78 Male 318
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Medical Information

b?:raner Diagnosis Medical History Diet Type Allergies
A19 Alzheimer’s Breast cancer, bladder problems D Shellfish
A24 Mobility impaired Knee operation D Soy, fish
A34 Semi-blindness Head injury A
A39 Stroke Thrombosis B
A87 Diabetes Hypertension, high cholesterol E Wheat
B15 Depression Seasonal affective disorder A
B36 Mobility impaired Anemia B
B88 Broken hip Osteoporosis C Peanuts

Question # 10

Who does the student in Customer Service directly report to?

Circle or underline your answer in the organizational chart below.

Excel Action Inc.
Organizational Chart

M. Dufresne
President

S. Theodore
Administrative
Assistant
| | | |
V. Diaz F. Fernandez S. Jaborin
Director Director Director
Administration Operations Customer Service
1 | | | |
N. Nagel " S. RBlng M. Bower M. Miller E. Green G. Fernand
Finance uman Resources || Equipment and Work Customer Quality Control

Supplies Organization

P. Wong
Accountant A. Anderson
D. Daniels Administrative

Administrative Assistant
Assistant

Service

L. Collette
Systems
Administrator

N. Aucoin
Administrative

K. Ling

Administrative

Assistant
: Assistant

K. Stibopolos
Student

B. Lee
Student
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Numeracy Indicator
LEVEL 1

Question # 1
An office uses 2 packages of paper per day.
How many packages of paper will the office use in a 5-day work week?

packages

Question # 2

Look at the red line in the diagram below.
What is the length of the line?

cm

0cm 5 10 15 20 25

Question # 3

A boilermaker is reading pressure gauges to ensure they are within a normal range.
The normal operating range for water pressure is 25 to 35 psi (pounds per square
inch). If a boilermaker finds that the water pressure gauge reads 39 psi, by how much
must it be reduced so the psi reading is back within the normal range (35 psi)?

psi
Question # 4

Look at the library report on overdue books below.
Enter Sandra Roy’s total late fee in the space provided.

Overdue Books
Sandra Roy

Book Title Days Overdue | Late Fee
How to Paint in Watercolour 5 $3.75
Lakes of Canada 3 $2.25
World Travel 2 $1.50
Total | $ I

4 Essential Skills - Numeracy Indicator
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Question # 5
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An airline sales agent has just been advised that a flight will be delayed by 2 hours.
Flight DG386 was originally scheduled to arrive at 13:00.

What is the new arrival time for Flight DG3867?

LEVEL 2

Question # 6

Look at the table below.
Enter the total value of chips received by Henry Rogers in the space provided.

Chip Colour Value Per Chip ($) Number of Chips Total Chip Value ($)
Red 10 20
Black 50 4
TOTAL| $
Question # 7
Look at the diagram below.
What is the area of the room?
m2
A
12m
v

5m

Module 2: Unit 3 Worksheet 38
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Question # 8
A motor vehicle assembler is scheduling the ordering of car parts. The deadline for
receiving the fan belts is the end of the business day on May 25.

Fan belts take 7 days to deliver, starting from the day the order is placed, up to and
including the day of delivery. Delivery time does not include weekends (Saturday
and Sunday).

Circle the latest date that the motor vehicle assembler can order the fan belts on the
calendar below.

May 2006

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

1 2 3 4 5 6

21 22 23 24 55) 26 27

28 29 30 31

Question # 9

A hotel guest would like to pay her bill Currency Converter

using American currency. The hotel

bill is $100 Canadian. Canadian Currency American Currency

Look at the currency converter to the $1.00 = $0.8865

right.

How much does the guest owe in American currency?

$

Question # 10

Look at the vitamin information chart to

the right. Vitamin A (per pill) 1000 1.U.

What is the price of each pill? Vitamin G (per pill) 90 mg
Vitamin D (per pill) 400 I.U.

$ Iron (per pill) 10 mg
Number of pills per package 60
Cost per package $12

6 Essential Skills - Numeracy Indicator
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Activity 3: Mentoring and Role Modelling

Set up situations that facilitate mentoring and role modelling by
women who have “been there” — who have followed a pathway of
further education and training in order to reach their employment
goals. This may be accomplished in a variety ways — choose what
works best for the participants and program setting.

Field Trip: Arrange a group or individual field trip to a “next-
step” educational or training program relevant to the
participant’s employment goals. It’s not necessary that the
mentor or role model has already attained her goal of
employment, but rather that she is pursuing further education or
training in the community as

a stepping stone. Mentoring . .
also helps a participant Insights & Tips

prepare to make the

.. “As a further mentoring activity, |
transition to a next-step ; Sen

i provided handouts of success stories of

education setting or i local business people. We discussed the
program, by providing a reasons behind their success, €.9.,
strateqv for familiarization i continuous learning, commitment to

gy ) i customer service, creativity,
and support in the early i networking...” ]
stages when a learner ismost ¢ ~ Field-test facilitator

at risk of dropping out. To
promote this kind of
mentoring, plan a field trip where the participant is paired with
an existing student at the place of further learning. See
Worksheet 54 for suggestions to guide the mentoring activities.

Peer Mentors: It’s not necessary that the role model or mentor be
from outside the course setting or location — for example, if you
are in a college setting, there might be women participating in
other learning opportunities on-site who could serve as mentors
or role models. If you are working within a community based
program, there may be a learner who has taken tutoring or small
group learning with your agency, and has moved along to
another educational setting, perhaps a high school credit
program or upgrading. If you have offered this program
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previously, then a woman who has previously taken this course
and implemented her Action Plan to continue her learning may
act as a mentor. You might plan an informal get-together and
lead a discussion, encouraging questions and answers, and
providing refreshments.
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WORKSHEET 54

Peer Mentor Check List*?

Give this worksheet as a guide to the peer mentor to ensure you get the
information you want from the tour. Add to it things you want to see or find
out.

Here’s how you can help me learn more about this program:

Take me on a tour of the facility.

Point out the things you wanted to know when you first came here.
Take me on a tour of a classroom.

Show me where I'd be working or studying.

Tell me how the class usually operates.

Tell me a bit about your own learning experiences in the program, and
offer me any advice to help me be successful here.

Introduce me to other people involved in the program, maybe a teacher,
the registrar, or whoever else | should know.

Show me anything else you think | should see or know about the program.

Here’s what else I'd like to know:

THANK YOU FOR YOUR HELP!

%2 pdapted from Reaching Out. Yvonne Roussy-Heninger & Marianne Paul. Project READ Literacy
Network: 1998.
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Activity 4: My Training and Education Report

Assign each participant the task of preparing a personalized report on
the training or education she needs for the occupation or job she has
chosen to pursue. See WORKSHEET 55 for guidance. Encourage the
participant to branch out from the worksheet to include other
information she wants to know that is relevant to her situation.

Begin by having the participant identify or clarify the certificate,
diploma, education, or skills she needs for the jobs she wants to
pursue. This may be accomplished in a variety of ways, such as:

(0]

O O o o

checking the occupation profiles on the Essential Skills pages
of the HRSDC website

doing online searches

checking out job ads

looking through college catalogues
talking to a counsellor at

the local college ) )
_ _ Insights & Tips
asking an employer in 5

the field. i “This activity was well-received as the
i women felt a sense of accomplishment
For those participants i (through this unit in general) for

: identifying the courses they want

who have not yet i and/or need to take. Many felt that

narrowed down their job i they were taking practical step now,
choices, and are still i and it was a good lead-in to creating
considering two or more their individual Action Plans.”
options, have them “Five of the women in the course
identify and compare i actually signed up for training with the
requirements for each jOb local community-based literacy agency

d his inf . : asaresult of our field trip there.
and use this information i Another woman became a tutor.”

to help with decision- ~ Field-test facilitators
making. Training
for the individual (e.g.,

close to her home, program dates fit, funding is available) may
be the deciding factors between one option and another.
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Next, have the participant identify the delivery particulars — from
what school or setting may she get this training? Where is the
training located? Is it available locally or only outside her
community? What is the cost? Is there financial support
available? When are the program dates? Times? Length? What
are the admission requirements? How does one apply? What
would be the first step the participant would need to take to
pursue this training?

From there, ask each participate to analyze the information — based on
what she has learned, would she like to pursue further education
or training for a specific job or occupation? Is it feasible? What
barriers or challenges might be in the way? If the participant
indicates that she’d like to attend further training or education,
but barriers stand in her way, then help her give voice to these
challenges and work through possible solutions.

Those participants who have decided they have no need or desire for
further education or training in a formal “school” setting may also take
part in the activity by identifying an interest course, or other kind of
program or training, that will help improve their job search. Relate this
to the importance of continuous learning. Although this is an
independent project, you may also expand it to be part of a follow-up
group session where participants share with each other what they’ve
discovered, and the decisions they are making or have made.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to find information and her approach to learning
and applying new knowledge. For more information check out the
Essential Skills descriptions provided in Appendix 2.
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WORKSHEET 55

Getting Training for the Job | Want
This worksheet is designed to help you think about how you can get the
training you need. Fill out the worksheet for each occupation or job you are
considering for yourself. Use it to help you put together your personal

Training & Education Report.

Occupation or Job Title:

The Essential Skills needed for this job:

The certificate, diploma, or education needed for this job:

To get ready for this job, | still need to (check off what applies):
upgrade or improve my Essential Skills

get a specific certificate, diploma or education

Here’s the place or program where | can get or learn what | need:

Here are details important for me (e.g., cost, dates, length of program, ability
to get there — anything that helps you make a decision...)

My Decision:
Yes, | want to pursue further education or training in this program

No, this program is not for me, and here’s why...
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 5 is suggested as a follow-up activity. If you choose not to use
this activity, then please create activities that allow each participant to
see the usefulness of continuous learning and to think critically about

training and education needed to meet employment goals.

Activity 5: What My Skills Assessment Means To Me

Throughout this course, the participant has completed tasks and
reflections to help her identify her current skills. Some programs will
have assessed the participants

upon entry. Use a variety of _ _
activities, both those that look at
skills informally as well as those

that look at skills in a more formal

i “Iliked this unit because it made me
. i understand about myself and my
way, to help the participant i community and the next steps to be

formulate a clear and realistic i taken. It made me think, and | realized |

needed some upgrading to get my

picture of her current skills. Have i S
: dream job.

the participant turn to her portfolio
to review and understand the 3 :
information she has gathered et ——————— ;
during the course activities.

~ Field-test participant

In this module, the participant has been working on identifying the skill
requirements for the specific jobs or occupations she is interested in
pursuing. Help her compare these requirements to her current skill
levels so that she can make informed decisions for her future.

For those participants who have identified a place of further education
and training to gain the skills they need, ask them to compare their
current skill levels to the admission requirements:

Does the participant need upgrading to meet these entry
requirements, or are they ready now?

If they need to take steps to be ready, what are they?
Where can they get this training or help?
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WORKSHEET 56 will help guide the participants through the process
in a simple way. If you find the participant needs a more in-depth
assessment in light of her employment goals and training/education
plans, you may decide to arrange that assessment on an individual
basis.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to find information and her approach to learning
and applying new knowledge. For more information check out the
Essential Skills descriptions provided in Appendix 2.

Insights & Tips

i “Doing this activity made the :
i participants feel as if they were taking a
i step closer to their goals by narrowing :
i down their needs in terms of reaching

i their employment goals.”

~ Field-test facilitator
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WORKSHEET 56
Looking at My Skills

This worksheet is designed to help you think about your skills. Do you need to
improve them to get the job you want?

Stepl

I've looked at what I've collected in my portfolio. Here’s what | know about
my skills. | can do these kinds of tasks very well:

Step 2

I've thought about my Essential Skills in general, and looked at activities in my
portfolio, and other assessments I’'ve done during this program. I’'ve checked
off the Essential Skill areas where | feel confident, and those where | need
help to increase my confidence.

I’m confident with... I need help with...
Reading Text Reading Text
Document Use Document Use
Numeracy Numeracy
Writing Writing
Oral Communication Oral Communication
Working with Others Working with Others
Thinking Skills Thinking Skills
Computer Use Computer Use
Continuous Learning Continuous Learning
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Step 3

I've looked at my portfolio, and thought about the skills required for the job |
want. I've thought about the tasks | need to be able to do. I've compared the
skills and tasks needed for the job to the skills and tasks | can do right now.

| have the skills to do the job right now. | can do the tasks required for
the job.

| need to get a specific piece of “paper” (certificate or diploma) to be
qualified for the job.

| need to upgrade my skills in order to do the tasks required for the job,
or do them better. In general, this is what | need to learn, or the
Essential Skills areas | need to improve:

Step 4

I've researched the places in my community where | can get the training and
further education | need for the job. Here’s what I’'ve found out:
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OPTIONAL ACTIVITIES

Activity 6, Activity 7 and & Activity 8 are provided as optional
activities. These activities have not been linked to the Essential Skills
descriptions in Appendix 2.

Activity 6: Computer Option
Make the My Training & Education

Report activity computer-based. Ask the _ _
participant to do a paper-free report — Insights & Tips

researching online, including

downloading specific program “] gave the choice to the participants as
. ; : to which optional activity or activities
information, catalogues, etc. — whatever ey would complete. A few women
information she requires. Also have the i chose the computer option, while most
participant write the report online, i worked with hard copies (paper tasks),

. s ¢ dependent upon their comfort level
storing and submitting the report to : Wifh computgrs_,,

you digitally. ~ Field-test facilitator

Activity 7: Adding to My Portfolio

Ask the participant to build on the My Training and Education Report by
obtaining a hard copy of the application form for the specific program
and completing a first draft of it. Have her store this first draft in her
portfolio for future reference.

Activity 8: My Thoughts on Going Back to School

Ask the participant to write her thoughts about going back to school for
further education and training:

What challenges might she face?

Is there a friend or another person who might support her, and
help her meet or overcome these challenges?
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(Final 30 minutes of the day)

Ask the participants if they have gained a clear insight into their skills,
and the skills required for the jobs and occupations in which they
are interested. Do they feel confident that they know how to get
the training that they need? Or would they like to spend more
time exploring learning opportunities?

Distribute a simple form for individual feedback and comments. Ask
each woman to fill out the form and leave it for you. A generic
Participation Evaluation form is offered in the Introduction
section.

Introduce the topic or focus of the next unit. Ask if there is something
the women would like to add or make sure they talk about -
either as part of the topic or in response to today’s session.

Read aloud the “Getting Ready” activity to do before the start of
next unit (see below).

Answer questions. After the group disperses, make yourself
available to chat and answer questions or concerns that
individuals are more comfortable raising one-to-one.

Insights & Tips R

i “Iliked this unit so much because | had :
i learned that | need to go back to school  :
i to study English and other courses that

i will be interesting and useful if | am to

go to college and realize my dreams.”

~ Field-test participant
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GETTING READY FOR THE NEXT UNIT

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next unit:

Tell us about a community group or organization that others in the
group might find helpful, that either helped you in a time of need
or challenge, or has helped others you know.

Bring a brochure or print off some information from the web. Be sure to
include contact information, or how people can get in touch with
the group.

CLOSING WORDS

“I like how this course has taken me step by step in learning and helping me
find the ways to achieve the goal | have made. Job shadow helped me to learn
that nothing is impossible if you have the will and passion in you and a lot of
sources are available in this community to help us find the way toward the
goal.”

~ Spotlight on Change Participant
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FINDING THE COMMUNITY SUPPORT
| NEED

“I had to face challenges in order to get out of the house. My husband was not
agreeing with me to get out of the house and do this course. | have a lot work to
do at home like cooking, cleaning, laundry, picking up kids from school. With
the help of this course | was able to pay a babysitter to pick up my child and
take care of him till I come home but [my] other kid needs to be picked up from
school. I ignored my husband’s anger to make sure he would pick up the kid.
Only in coming and being committed to this course did | find the courage and
confidence to ask things like that of my husband for the first time in my life.”

~ Spotlight on Change Participant

UNIT OUTCOME

The participant gains an awareness of support agencies and those in her
community who can provide help or knowledge about issues important
to her, especially where these relate to her employment goals.

SKILLS FOR WORK, LEARNING AND LIFE

" The activities in this unit directly promote these Essential Skills:
Thinking Skills

Continuous Learning

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT SEVEN: FINDING THE COMMUNITY SUPPORT | NEED



Page |416 SPOTLIGHT ON CHANGE

GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.

Before working with the activities and information in the unit, reflect
on these situations and questions:

Think of a time when things were tough in your life, and you faced
challenges. Did you get help or support from an agency or an
organization in the community?

What do you remember about the experience?

GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

Tell us about a community group or organization that others in the
group might find helpful, that either helped you in a time of need
or challenge, or has helped others you know.

Bring to the group a brochure, or print off some information from
the web. Be sure to include contact information, or how people
can get in touch with the group.

REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web pages often
change. If links are not current use a search engine to find up-to-date
information.
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Community resources ~ Research the social services and health
agencies in your community that offer assistance and
information. Do not identify each and every agency, but rather
know how to find appropriate support if a need arises. For
example, is there a counselling service associated with the
organization that is offering Spotlight on Change? Colleges often
have counselling and health service available to students.
Community-based organizations are often housed with other
“helping” agencies. Some communities have an “umbrella”
group that offers information/referral services for social services.
Many communities have a Community Information Centre that
can give information, and may even publish a directory.
Telephone books often list emergency numbers, as well as
community agencies and health services that can help.
“Googling” or using a search engine on the computer with key
words and your city or community will usually also bring up a
useful list of local associations and agencies willing to help with
specific situations and challenges.

Canadian Mental Health Association ~ www.cmha.ca. This
website offers a variety of information about emotional wellness,
stress, mental illnesses, specific disorders, and coping and
support strategies. Particularly useful for this unit are the pages
attached to the menu button, Support Centre, offering topics such
as Getting Help, and Programs and Services links.

The purpose of this unit is to give participants the information and
contacts that will help them respond positively to their challenges and
barriers, and allow them to continue with their education, job
search, or future employment. Focus on participants learning
how to find support within the community when they need it to
cope, continue with schooling, or be successful with their job.
Help each woman gain the skills to take charge of her own
situation, knowing how and where to look for assistance.
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You want each participant to leave the session knowing, first and
foremost, that it is okay to ask for help. For some, that may be a
difficult hurdle to overcome. Second, you want participants to
know that help can be found within the community. Access to
agencies, organizations, charities, health groups, religious
groups, professionals and volunteers, is possible for anyone
needing help. The challenge may be finding the assistance that
best suits the needs of the individual woman, and overcoming

the reluctance to seek help.

Encourage the participant to gain confidence and assertiveness to be
proactive in searching out the support she needs. Emphasize that
seeking support to meet challenges is imperative to success in
both the workplace and further schooling and training. One
positive strategy is to identify the barrier and seek a solution at

the front-end of the challenge

— not to wait until the

challenge feels too difficult to

overcome. Another positive
strategy is to anticipate the
challenge or barrier before it
happens and plan for it.
Based on the needs and life
situation of the individual,
what challenges may
possibly, or even probably,
arise? What solutions might
be ready and in place if the
challenge does arise?

Participants may require
different levels of support to
access community agencies
such as a health service or
food bank, or to make the
transition to a next-step
organization such as a new
training/education setting.
For some women, it might be
enough to have a brochure

Insights & Tips

i Some Community Resources...

Faith and cultural communities
Schools

Municipalities or regional
government

Health-related or specific illness
organizations

Self-Help groups
Counselling services

Government programs such as
public health departments

Community centres
Women'’s groups
Social services agencies

Charitable organizations such as
food banks

Community activist groups
Employers

Libraries

Local stores and other businesses

~ Adapted from: New Health
Partnerships :
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tucked away that she may refer to in the future if needed. Others
may require more direct and immediate support, dependent
upon the need and urgency. Be ready to offer the degree of
support required by the individual.

Insights & Tips

Asking for Help

i There's so much to accomplish throughout the day that it can become overwhelming.

i Getting help is often the solution, but asking for help can be difficult. Some feel like it will :
i bruise their ego to ask for help, while others are just too shy or feel awkward. Learn to take
i the pressure off yourself and ask for what is needed. You'll save yourself from stress and

i gain more time.

Know to ask for help before frustration and anger take over. This is the first and most

i important step. If you're an "over-doer" and want to handle things by yourself, it may not
i be as easy to identify what exactly you'll need help with. Take a few minutes to ponder

: this.

Leave behind feelings of shame and embarrassment. Just because you're asking for help
i doesn't mean you're a failure. It's actually wise and a very successful strategy because it
¢ will save stress and time. :
: ~ Source: How to Ask for Help £
eHow — How to Do Just About Everything

Support becomes particularly important as participants enter the final
section in this course, where they build their Action Plan and take
a self-defined step toward their employment goal. The challenge
is to provide the necessary support so that the individual is able
to successfully take the step as independently as possible, and to
ensure the participant has a support plan in place — including
family and organizations — when this course is over.

Provide opportunities for participants to help each other. Encourage
participants to share stories, experiences, and solutions/
responses: “This is what worked for me, or my family. This is
whom we contacted for support, and this is how they helped us.
This is what I’d suggest...”

MODULE TWO: EXPLORING MY COMMUNITY | UNIT SEVEN: FINDING THE COMMUNITY SUPPORT | NEED



Page | 420 SPOTLIGHT ON CHANGE

GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous unit now that
they’ve had the time to think more about it.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group.

Individualize. Ask participants to ensure that by the end of the
unit, they have identified how they can find community support
for personal challenges they may encounter — whether current
challenges or future challenges.

Note that challenges will be as h _
varied as the individuals in the GRS

group. Each person will be

“The positive message for me was how

creating a different response i to manage and balance life so | can
or support structure to help i work and get more education.” :
her be able to continue with ~ Field-test participant :

her job search, employment,
or training and education.

Accommodate personal goals/needs and facilitate independent work.
Check in briefly with individuals about what they’d like to work
toward or accomplish during the unit.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Activity 1: Community Groups | Recommend

Present the “Getting Ready” activity. Ask each woman to share with
the group, the brochure or other information she has about an
organization or agency in the community that provides help or support
when people need it.

What services does the agency offer?

How does it help people who need support to get through a
tough time?

Where is it located and how can people get in touch?

Listen for anecdotal stories that the participants share voluntarily
(rather than you asking) about their own experiences. Encourage
conversations, questions, and peer support to provide information
about support services. For example, a woman who has had breast
cancer and has undergone

treatment may offer advice and
talk about her own experiences in Insights & Tips
response to a question asked by

another participant, or a brochure “ThiS_Unit;S topic tfigfgered an

] : emotional response from our ‘newest’
brogght in from the local Cancer N e AT, A AT EIInE
Society. Another woman may i talked with her for some time and tried
have had experiences with a : tooffer support to her. Deeper bonds

¢ were established within the group, and

hospice when a member of her : 5
i asagroup.

family was ill, and can talk about
grief counselling or a support : :
group she found to help her deal everesearesessessss st essss et s e nans
with the death of a loved one.

~ Field-test facilitator

Be compassionate and aware of the emotions some women may feel
discussing challenging times in their lives. Understand that some of
the women may be experiencing these challenges in the present.
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Follow up the activity by asking:

Are you a person who will seek out help from others when you
need it?

Discuss together the different responses, and why some women are
reluctant to ask for help. Emphasize that everyone goes through rough
patches in her life, or will go through them. Some of us have a strong
support system of family and friends. There may be times and
situations, however, when we need more support than our families
and friends can give us — maybe professional support, financial
support, information, advice, or respite. Sometimes it is simply good
to talk to someone who has “been there” and understands.

Seeking out help is a positive response to stress and challenges.
Knowing how and where to go to access help when it is needed is an
important step in coping with whatever gets thrown your way.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

Suggested Follow-up Activities

Activity 2 and Activity 3 are suggested as follow-up activities. If you
choose not to use these activities, then please create activities that allow
participants to find out where and how they can seek out support
within their community. These activities have not been linked to the
Essential Skills descriptions provided in Appendix 2.
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Activity 2: Creating a List of Community Support Programs

Create a list of the support agencies and related challenges introduced
during the “Getting Ready” Activity, and post.

Ask the participants if there are other life situations or challenges
that are not addressed by these agencies on the list. For example,
are they taking care of an aging parent who has been diagnosed
with early stages of dementia? Would they like to know about
the Alzheimer Society in the area? Do they, on occasion, suffer
from feeling “very blue” or depressed, and would like to know
more about the services of the Mental Health Association? Add
these challenges/situations

to the list using a different
colour of marker. InS|ghtS & TlpS ........................ .§

Ask for volunteers to research “We were able to come up with quite a
support agencies or | together. | typed upthe et and pave
organizations that respond to i everyone a copy.”
these situations. Have :
participants report their
findings to the larger group.

~ Field-test participant

Build a resource library of the brochures and print outs for
participants to access when making plans for meeting their own
needs and personal challenges. Include community directories.
Draw attention to Community Information Centres that can
provide an array of information about services available.

Activity 3: Visiting a Community Support Program

As a group, visit an organization that provides support in the
community. Combine the field trip with a volunteer opportunity. For
example, food banks need volunteers to shelf and package food for
distribution and a local nursing home may appreciate visits with their
elderly residents. Helping out is a good way for participants to become
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familiar with services available in the community that they may need to
access, and makes the introduction easier for those who find it difficult
to seek help.

More ldeas

Participate in an awareness or fundraising event presented by an
organization such as the local shelter for women, or the local
Cancer Society. Have the group research upcoming community
events through a local community calendar, and decide which
event and organization they would like to support, and make
plans to attend together.

Ask the group to choose a charity or support agency that is important
to them, and to plan an awareness activity and/or fundraising
event to support it. Encourage the group to keep plans simple —
they might distribute agency brochures, put up posters where the
course is being run, or collect donations of clothing or others
items for an agency. Use the activity as an opportunity for
participants to develop and practice planning, communication,
and leadership skills.

Insights & Tips

! “We took a field trip to visit some

i important places of support, the public

i library, The Literacy Group, and The

i Working Centre which offers free

i employment support in terms of job ]
i search, résumé-writing, computers, free :
i legal aid, assistance with housing :
issues, cooking classes, ESL conversation
i classes, employment counsellors, etc.,

i aswell as many volunteer

i opportunities.”

~ Field-test facilitator
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Activity 4: Stress-Busting Tips for Everyday Living

Pair participants:

1. Ask participants to share with their partner reflections and
experiences about how they handle stress in their everyday life:
What do they do to alleviate stress?

2. Have the pair make a list of *“stress-busting” tips, and then share
their list with another pair. Create a Master List.

3. Where relevant and possible, have participants plan and carry
out one of the stress-busting tips with their peers. For example, if
a group member does yoga, tai chi, meditates or knows massage,
have her share her skills with her peers.

Dealing with Greater Stresses

Hand out Worksheet 57. Ask
participants to read the article,

“Getting Help: Where and When,” "8 Insights & Tips

reprinted from the Canadian

L “l am thinking about my situation and
Mental Health Association. i challenges. | hate to think about

Depending upon skill level, you i troubles, because it is stressful. | found

¢ out how to find the help I need, and

may wish to pair participants, and : what kind of help is available.”

have them take turns reading the
article aloud to each other. The : :
article may also be accessed online S
at the CMHA website.

~ Field-test participant

Have participants follow up the reading assignment by answering the
guestions at the end of the article about how they might recognize
stress in their lives and know when to seek help.

Take the time to talk to each woman individually about her challenges
and stresses. If she indicates, or if you suspect, that she is depressed or
can’t handle her challenges/stresses, suggest she get professional help.
Offer to help her with the information and referral process so she gets
the support she needs.
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ALTERNATIVE ACTIVITY

Plan a group “stress-busting” session. For example, invite a yoga
instructor or meditation/relaxation facilitator to deliver a practical

lesson to participants, with a focus on exercises that they can do at
home or at work to alleviate stress.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with

others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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WORKSHEET 57
Getting Help

Read the article below reprinted from the Canadian Mental Health
Association.

1. What steps and suggestions are made in the article for responding to
stress? Is there a suggestion you can use in your life?

2. How do you know when stress is building up so much that you need help?

GETTING HELP: WHEN & WHERE

Most of us go through life solving our day-to-day problems without needing
help to cope with our feelings. But sometimes, things get out of hand. A
severe illness, an accident or an emotional crisis can overwhelm us, at least
temporarily, and suddenly we need help.

How do you know if you need help?

Sometimes the need for help is obvious, and getting it is as simple as phoning
for an ambulance or a fire truck. At other times, it can be hard to admit help is
needed. This is especially true when your emotions are involved. The problem
may be anything from what to do about an aging and increasingly helpless
parent to a serious emotional problem such as depression. Here are some of
the reasons you may decide you need help:

You find yourself feeling overwhelmed by feelings of anger or despair,
and you cannot enjoy life anymore.

You used to be healthy, but now you are always feeling a bit sick and you
are missing more and more time from work.

Your finances are out of control, and you are worried about being able to
pay the next month's rent or mortgage payment.

You cannot "get over" the death of someone you loved very much.

There is too much conflict at home. You are afraid your marriage may
break up.

You are drinking too much or having some other kind of drug problem.

You are feeling suicidal.
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How to find the help you need

Most communities, especially cities and large towns, have many different
sources of help, such as:

If you feel desperate and need help immediately, you can phone or go to
the emergency department of your local hospital.

The front page of your telephone book may have the phone number of a
community service referral agency.

Your telephone book may also have the number of a crisis hotline that
you can call.

Your family doctor can help you find the professional help you need. First,
he/she should start by giving you a thorough physical check-up: your
problems may not be "all in your head."

A community organization which provides information services may be
able to direct you to a mental health clinic in your area.

What kind of help is available?

There are many different kinds of assistance available, and you should be able
to find the help you need within your community through the following
sources:

Psychiatrist: Your family doctor may refer you to a psychiatrist who is a
medical doctor specially trained in the diagnosis and treatment of mental
ilinesses. He/she may treat your problems with medication or by
psychotherapy (sometimes called "talk therapy"), or a combination of both.

Psychologist: You may decide to seek help from a psychologist, and you do
not need a referral from your family doctor to do so. A psychologist will have
a doctoral degree from a university but not a medical degree. He/she will use
counselling and other methods that do not involve the use of medications. If
you plan to see a psychologist, you should remember that his/her services are
not necessarily fully covered by public health insurance. You may want to find
out if some coverage is available through private insurance (for example, your
company benefits plan) or through social assistance. You can often find a
psychologist by calling your provincial psychological association.
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Other Therapist: Your family doctor or a psychiatrist may refer you to a
therapist such as a social worker with specialized training. Again, you should
be aware that the services offered may not be covered by an insurance plan.

Self-help Group: You may find it helpful to join a self-help group. These
groups provide the mutual support of people who have all had similar
experiences. For example, there are groups for people suffering from
depression, grief, the trauma of sexual assault, eating disorders, and phobias
(a phobia is an irrational, crippling fear of an object, animal or situation). Your
local Canadian Mental Health Association branch or another community
agency can tell you if there is a local self-help group that can meet your
needs. You can also find out if there is a national organization dealing with
your problem and request its newsletter.

Other Community Services: You may find that some of your problems can be
solved by assistance from agencies outside the mental health system.
Sometimes, practical help, such as home nursing care, Meals On Wheels or
subsidized door-to-door transportation for people unable to walk, will greatly
reduce the stress in your life, either as a care-giver or as a disabled person.

Help From Friends And Others: Sometimes, the help of a trusted family
member, a close friend or a member of the clergy for your religion can be a
source of support. People close to you can also point you in the direction of
the help you need.

How you can learn more

Many communities have information centres that produce lists of available
services, which you can view at social service agencies or public libraries.
Other sources of information include:

Books about your problems, available at your public library or local
bookstore

Films, videos and audio tapes

Courses and workshops offered through community centres, secondary
schools, colleges and universities.

Do you need more help?

If you need more information about the resources in your area, contact a
community organization, such as the Canadian Mental Health Association,
which can help you find additional support.
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Here is a situation in my life that causes me stress:

1. Here is a suggestion from the article that | can apply to my life right
now:

2. Here is how I will know that my stress has reached the point that | need
to seek out more support and help:
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Suggested Follow-up Activities

Activity 5, Activity 6 and Activity 7 are suggested as follow-up
activities. If you choose not to use Activity 5, then please create an
activity that allows the participant to think about some of the
challenges she may be facing and create a plan to help her overcome the
challenges. Activity 5 has not been linked to the Essential Skill
descriptions provided in appendix 2.

Activity 5: Creating a Support Plan

Present the fact that sometimes, when difficult challenges enter a
woman’s life they can be so overwhelming that she is unable to keep up
other aspects of her life, such as her job, job search, school or further
training. In fact, adults are susceptible to quitting or dropping out of
programs because of outside stresses, or from falling so far behind it is
difficult to continue.

Similarly, life’s challenges can Insights & Tips _ KA

negatively affect job performance

and a woman’s ability to complete i “lwill have to work on my life at home
Cleyea . i and my relationship with my common-

her responsibilities and tas_ks with E law hu);band. | don'?t have aygood

her normal care and attention. One : support system there and am reminded
strategy is to have in place plans about it constantly. | don’t want to
for deali ith si . h i choose between my husband and my

or dealing with situations that : career. So, | hope for a miracle. | really
very well may arise in an i believe that more education would be
individual’s life — based on her : best for me.” 5
circumstances — and be ready. ~ Field-test participant

Use Worksheet 58 and Worksheet

59 to help each woman anticipate challenges and create a plan for
dealing with these challenges in advance. As part of the activity, ask
participants to carry out one step of the plan, or make one useful
contact that they can call upon if needed in the future. For example, if a
woman is presently in an abusive situation, then she could contact the
local woman'’s shelter to find out what to do and where to go in an
emergency when she must leave her house immediately. If a woman is
worrying about her elderly parents and their nutrition, and itis a
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barrier to her attending a next-step training program full-time, or
taking a full-time job, then she might contact Meals on Wheels, and see
what services they offer. If a woman is dealing with financial problems
such as credit card debt, then she might access an agency that helps her
get her finances in order.
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WORKSHEET 58

Did You Know

Read “Did You Know” the results from a study about the life demands that
keep adults from their learning.

1. Which challenges apply to you? Check them off below. Write any
details beside the statement.

2. Do you feel in control? Do you think you are managing the demands of
your life?

3. When you are ready, complete the personal Support Plan thinking
about your situation and challenges.

Did You Know...

Almost half the adults in a study about persistence in learning said that they
had life demands that threatened their ability to continue in a program. Some
common challenges included:

Poor health
Fatigue

Lack of time

Childcare issues

Transportation issues

Family’s health

Needs of their children

Lack of money and income

“The researchers asked adult students to identify negative forces to their
learning. The wide range of responses shows that the learning barriers were
highly individualized according to personal circumstances. Adults who
persisted with their learning were those who were managing these demands.
They felt in control.”
Source: “Problem-Solving”, Reaching Out
Project READ Literacy Network
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WORKSHEET 59

Personal Support Plan®

STEP 1 Think about your own life situation. What is the one challenge that would
most likely keep you from pursuing a job, keeping a job, or taking further
education or training?

STEP 2 What support would allow you to keep up with your learning, job search,
or the demands of a job, in the face of this challenge?

STEP 3  Who could help you so that you can keep up, either now or in the future?
Name a person, agency, or support group. Include contact details. Ask the
facilitator if you need suggestions.

STEP 4 What is the first step to putting the support you need in place? Take that
first step. Describe it here:

Repeat the 3 steps for other challenges you face.

33 Adapted from Reaching Out. Yvonne Roussy-Heninger & Marianne Paul. Project READ Literacy Network: 1998.
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Activity 6: Challenges I've Already Identified
Have participants refer to past work in their portfolios:

What challenges or barriers

did they identify in the ) )
“Exploring My Self” _ Insights & Tips

module? :

: “Some tough challenges came out of

i this activity — quite personal, and some
What networks and people i culturally specific issues.” :
did they state that they could ~ Field-test facilitator

draw upon for support?

Can these same people and networks help with the challenges
that participants have identified in this unit?

If the answer to the last question is yes, then ask participants to add
these names to their “Support Plan”, and store the revised plan in their
portfolio for future reference.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to find information and her approach to learning
and applying new knowledge. For more information check out the
Essential Skills descriptions provided in Appendix 2.

Activity 7: Learning Journal

Ask the participant to write an entry in her learning journal about the
challenges she faces:

What does she do to cope when things get tough?

Is there currently a challenge in her life that she doesn’t know
how to cope with?

MODULE TWO: EXPLORING MY COMMUNITY | UNIT SEVEN: FINDING THE COMMUNITY SUPPORT | NEED



Page |436 SPOTLIGHT ON CHANGE

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to think critically about her situation. For more
information check out the Essential Skills descriptions provided in
Appendix 2.

- OPTIONAL ACTIVITY

Here s optional computer activity that you may choose to use. This
activity has not been linked to the Essential Skills descriptions provided
in Appendix 2.

Activity 8: Computer Option

Have each participant search online to identify five agencies and
websites that provide information and help for a specific challenge that
she faces, or may face in the future. Include online support groups and
forums. Ask:

How will the participant know if what she has accessed online is
reliable or legitimate? What does she think about each resource
she has identified?

You could also have participants create a computer address book that
contains contact information for support agencies that can provide
information and help with their specific challenges or needs. Use a
standard address book such as that attached to their email program.
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- WRAP Up
_ (Final 30 minutes of the day)

Gather oral feedback. Bring participants back together in the circle
formation. Do participants now feel more confident that they can
deal with challenges? Do they know who or what agency in the
community to contact if they need support? What other
information do they need, and how can they gain it, either
individually or as part of this course?

Distribute a simple form for individual feedback and comments. Ask
each woman to fill out the form and leave it for you. A generic
Participation Evaluation form is offered in the Introduction
section.

Introduce the topic or focus of the next unit. Ask if there is something
the women would like to add or make sure they talk about -
either as part of the topic or in response to today’s session.

Read aloud the “Getting Ready” activity to do before the start of
next unit (see below).

Answer questions. After the group disperses, make yourself
available to chat and answer questions or concerns that
individuals are more comfortable raising one-to-one.

Insights & Tips I acaaa ._

i “The unit was very useful for me. | can

i see that there are many community E
i centres that can help me. | liked visiting
i the different places and we found outa
i lot of information about their support

i programs. | learned that the city where

| live offers me a lot of support agencies i
! that | didn’t know about.” :

~ Field-test participant
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MAKING DECISIONS

“I'had come from working on my own for most of my working life. I did not
have co-workers or an employer in my office. In fact, | had very little contact
with people and no teamwork experience at all. Learning to accept people does
not come over night. | had to find ways to manage any frustration, irritations,
judgements and confusions... whatever... | had to manage my feelings so |
could manage the entire [Spotlight on Change] course in a positive successful
way. This was an imperative learning curve for me because | also needed this
skill in order that I fit in with a new working environment that would include
other people. I decided | wouldn’t return to the same [past] career and that
choice meant including people in my day-to-day life.”

~Spotlight on Change Participant

- UNIT OUTCOME

The participant reflects about what she has learned, relating the
information to her personal job search, and making decisions about her
future employment goals.

SKILLS FOR WORK, LEARNING AND LIFE

" The activities in this unit directly promote these Essential Skills:
Writing
Thinking SKills

Oral Communication

For more information on the nine Essential Skills, please visit the
Human Resources and Skills Development Canada website.
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GETTING READY — FOR THE FACILITATOR

This exercise is designed for you to prepare for the unit by reflecting
upon your emotions, experiences, values, and thoughts. It is meant to
inspire your planning and to help you view the unit from the
perspective of the participants.

Before working with the activities and information in this unit, reflect
on these situations and questions:

Community, in one way, is all about “give and take”. What do you
give to your community? What do you take back from your
community — what does it offer you?

GETTING READY — FOR THE PARTICIPANTS

This exercise is designed for the participant to prepare for the unit by
reflecting upon her emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage her to think about the topic in
advance so that she may participate fully and influence the direction of
the unit to suit her needs.

We’ve explored community as family, friends and networks. We’ve
explored community as a geographical location and features.
We’ve explored community as labour and market trends — the
jobs it has to offer, its demographics, its services and industries.
We’ve explored community as a support system, the agencies
and people who can help us when we face challenges.

Think about community, in light of your own life, situation, and
future employment:

0 What does your community have to offer you?

0 What do you have to offer your community?
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- REACHING OUT — SUPPLEMENTARY RESOURCES

Here are resources the facilitator and the participants may use to
support the unit and their learning. Remember that web pages often
change, so if links are not current, use a search engine to find up-to-date
information.

infed ~ www.infed.org ~ A website offering articles dedicated to
exploring informal education, lifelong learning and social action.
The site includes copyright information for using the documents
with students in a not-for-profit or educational setting. Here is an
article that may be of interest to you as the facilitator about the
role of the educator in helping people commit to change:
www.infed.org/foundations/commitment.htm.

Use this unit as an opportunity for participants to reflect upon and
synthesize their ideas about community in order to make plans
for their future, and gather the information they need to build
their Action Plan in the final part of the program. Bring together
the topics and decisions that participants made during the
“Exploring My Community” activities so that they can review
and consider them as a whole. Focus upon the individual rather
than group responses — how can the individual apply what she
has learned to promote her personal employment goals? How
can she draw upon her community to support her? What can
she gain from her community, but also, what does she offer her
community — in other words, what can she give back?

Since each woman’s situation _ B
and challenges are unique, she Insights & Tips

will need to design how she ) _ :
will draw upon her What will I do differently as a result of

. L. : this unit? | will see myself as part of
community. Set up activities : community.”
so that the participant :

] ~ Field-test participant
summarizes her own needs :
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and works to figure out personal solutions and next steps. One
woman, for example, may draw upon her community to help
her provide childcare, for either her own children or her
grandchildren, so that she can take a job. Another woman may
have shifted her job goals from when she entered the course
based on community labour and market trends, and now needs
to make plans to gain a new set of skills through the local
college. We’ve suggested the quilt exercise and metaphor once
again to help participants “stitch” together the various pieces
and their individual responses. Help each woman to create her
own community “quilt”.

Encourage participants to use the information they’ve gathered
throughout the course to make decisions and enact change in their
lives. The information gathered and the reflections that resulted
are truly useful if the participant applies them to future actions
to change her life for the better. Prepare the participants to think
in terms of enacting change, which is the focus of “Exploring
My Future” (the last section of the course), and purpose behind
creating an Action Plan.

Insights & Tips

Wise Words
i "l believe that in order to thoroughly understand your community, you have to
i beinvolved in it." :

“At all times and under all circumstances, we have the power to transform the
i quality of our lives.” :
~ Source: http://www.communityservice.wustl.edu/quotes }

Insights & Tips

i “l liked most about this unit going

i deeper on a personal level, exploring

i community support, and celebrating our
i successes.” :

~ Field-test participant
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GETTING STARTED

The purpose of this segment is to introduce the unit’s outcome and
agenda, and reach agreement about what participants would like to
work on as a group and individually. Here are some ideas for doing
that — you, as the facilitator, may have other ideas.

Give participants the opportunity to share news that has occurred since
they last met, and to reflect upon the previous sessions now that
they’ve had the time to think more about it.

Review the unit outcome — the desired results. Review the agenda
as it relates to the outcome. Adapt according to the wishes and
comments of the group.

Note that it is now time to draw together all that they’ve learned, and to
apply it to shape their own plans. Ask the participants if they feel
ready to make decisions about their future plans. What do they
still need to know or figure out to be confident they can make
good decisions for their future? How can they get this
information? How can you, as the facilitator, support them?

Draw attention to the fact that the last sessions in the course focus upon
creating an Action Plan. Each participant should now have
gathered enough information and have reflected upon the issues
important to her so she can create her Action Plan. Encourage
participants to talk to you one-to-one if they need more help.
Facilitate independent work, supporting the women as they
search out for themselves the information they need and the
decisions they need to make. Be a sounding board so that
participants can work through the decision-making process.
Encourage them to help each other.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.
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Activity 1: My Community

Present the “Getting Ready” activity. Use the activity to review and
summarize the various ways you’ve explored community in this
module, and what community means to the individual.

1. Ask the first the “Getting Ready” activity question: What does
your community have to offer you?

Draw out a range of answers based on different aspects and
understandings of community. Focus on how the individual
can gain support from her

community, and reach her Insights & Tips T .
goals within it. :

. . “| liked the Getting Ready activity. |
Help the participants to be i liked going out into the community. |

specific rather than to ! wish job shadowing had been longer. It
generalize — to offer is a new experience for me and | loved
- . . HI |
specific ways in which ]
they can draw upon their :
network and Community_

~ Spotlight on Change participant

Follow up by posting and reading this statement:

0 "l believe that in order to thoroughly understand your
community, you have to be involved in it."

What do they think is meant by this? How might being actively
involved in their community enrich their lives, and/or help
them reach their goals for the future?

2. Present the second “Getting Ready” activity question: What do
you have to offer your community?

Remember to view community in its multiple forms and in a
broad way, according to the lifestyle, interests and needs of
the individual. For example, a participant might be involved
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in her community by bringing meals to a chronically ill friend
or family member or driving her to treatment. Another person
may volunteer at her child’s school or her place of worship.
Another person might help promote tolerance by teaching
others about her culture or religion.

Help each person identify something positive she has to offer
to her community — whether a skill, an action, knowledge, a
kindness, or a viewpoint or personality trait. Remember that
“offerings” do not have to be time-consuming or large! People
enact change in their own lives and in their community
through small steps and efforts.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her oral communication skills and her ability to work with
others. For more information check out the Essential Skills descriptions
provided in Appendix 2.

Insights & Tips

i “| feel comforted [that] | have many

i chances to be helped. So I'd like to help

i others too. | am going to volunteer to

help others to have a good community.”

~ Field-test participant £

Activity 2: Building My Community Profile

Hand out Worksheet 60 through Worksheet 64. Have each participant
use her portfolio and learning journal entries to explore and summarize
what she has learned about her community as it applies to her job
search, her employment goals, and the support she needs and can
drawn upon to help her meet these goals. Use the worksheets to guide
her reflections and decision making, and to prepare for creating her
Action Plan.
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You may wish to hand out and complete the worksheets separately and
over time, rather than complete the task all at once.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to find information and her approach to learning
and applying new knowledge. For more information check out the
Essential Skills descriptions provided in Appendix 2.

Insights & Tips  J s

“This [activity] helped me to change or
i clarify my ideas about job choice.”

~ Field-test participant
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WORKSHEET 60
My Community

Look through your portfolio and learning journal to pull together the
discoveries you made during the “Exploring My Community” module.

1. Fillin the worksheet below to create a My Community profile or
snapshot picture of the people, places, services, and labour market
trends that will affect your employment plans, and support you as you
move towards your future.

2. Your ideas might have changed over the course of the module. That’s
okay! Fill in the worksheet to reflect your thoughts now.

My COMMUNITY

Review Worksheets 24 & 26

Think of people and groups (such as your church, temple or mosque) in your
life that make up your personal “community”. Write their names on the chart
on the following page, and then write a brief note about how you might draw
upon them as resources or support.

Here’s an example:

Who? How Can the Person Help? Anything else?

My neighbour, I can count on her to pick the | She’s a positive person

Fatima kids up from school if | need —when I’m down on
to be somewhere —e.g., a job | myself, she makes me
interview laugh and feel better.
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THE PEOPLE IN MY LIFE — MY SUPPORT SYSTEM

How can this person help

Who?
me?

Anything else?
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WORKSHEET 61
The People in My Life — My Employment Network

Remember that most jobs are found in the “hidden” job market. Think of
people from your past and present who might be able to give you a lead to a
job opportunity. Write their names below, and then include a note about how
they might help you.

Here’s an example:

Who? How do | know this What job lead might they be
person? able to give me?
Janet She was laid off at the | heard she started up her own
same time as me.... business & it’s doing well.
Maybe she needs some extra
help?

THE PEOPLE IN MY LIFE — MY EMPLOYMENT NETWORK

How do | know this What job lead might they be

?
Whor person? able to give me?
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WORKSHEET 62
Working in My Community

Review Worksheets 30 & 31.

Here are some facts about where | live that | need to consider when planning
for my future employment:

These occupations are currently in demand in my community:

These skills are in currently demand in my community:

Here’s how | will use that information in making my own plans for
employment:
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WORKSHEET 63

Learning in My Community

Review Worksheets 53, 55 & 56.

Review the worksheets in your portfolio that tell you about your Essential
Skills, the type of work you might be attracted to or be suited for
(entrepreneurial? skilled trades?), and the Essential Skills required for these
jobs. Remember that there are many ways you can get training and
experience —on the job, apprenticeship, skills training, or going back to school
for upgrading or education. What'’s best for you?

When you are ready, use the table below to help you organize the
information.

LEARNING IN MY COMMUNITY

What | still need to Where | can get training,
learn or do to be ready | or learn what | need to
for the job know or do

My job choices for the
future
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WORKSHEET 64
Finding Help in My Community

Review Worksheets 58 & 59.

Think about your own life, challenges, and needs. What outside help is
available to you in your community?

Here’s an example:

. When | might need
Agency or organization How to contact them their help or why.
The Literacy Group The office is located on I have trouble with
Frederick Street. reading. They’ll
match me with a
tutor.
The Women'’s Shelter The telephone # is: I’'m afraid of my
husband.

Finding Help in My Community

When | might need

Agency or organization How to contact them their help or why.

MODULE TWO: EXPLORING MY COMMUNITY | UNIT EIGHT: MAKING DECISIONS




SPOTLIGHT ON CHANGE Page | 453

SUGGESTED FOLLOW-UP ACTIVITIES

Activity 3 and Activity 4 are suggested as follow-up activities. If you
choose not to use Activity 4, then please create an activity that allows
the participant to think about some of the challenges she may be facing
and create a plan to help her overcome them by drawing upon her
community.

Activity 3: Exploring My Community

Have each participant create personalized Exploring My Community
“quilts” by using the personal profile completed in the above activity,
in the same manner that Exploring My Self quilts were created in
Module One, Unit 8.

Ask each participant to complete Worksheet 65 by filling in each square
with a key word or phrase to describe what she has learned about her
community and her job search. This will now bring together the
information she needs to create her Action Plan in the final sessions. For
example:

People or groups who support her, and she can call upon for
advice or information

Agencies or organizations where she can get help or guidance

Key facts about her community that affect her job search or
future plans: e.g., demographics, labour trends, cultural or
geographic factors

Job(s) she plans to pursue based on community need
Places or ways she’ll get the training or experience she needs

How she gives back to her community, or will give back in the
future.
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Stitching it all together!

Next ask each participant to examine and reflect upon the two “quilts”
she has done during the course as a whole — the one that summarizes
the Exploring My Self discoveries, and the other that summarizes the
Exploring My Community discoveries.

Have the participant write down a minimum of five key points drawn
from the “quilt patches” that relate to the jobs she is most strongly
considering, or has decided to

pursue. How do these key points ioh :
demonstrate the reasoning behind _ Insights & Tips

her job choice? In other words, how : .
: “I made a larger copy of the ‘quilt’

do they directly connect the i worksheet, and | helped the women get
decisions she is making for the i oriented to the activity.”
future to what she has learned ~ Field-test facilitator :

about herself and her community?
Ask her to place the completed
work in her portfolio.

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking skills. For more information check out
the Essential Skills descriptions provided in Appendix 2.

Insights & Tips IR

“What | liked best was job-shadowing,
i exploring community services, and
i building my community quilt.”

~ Field-test participant :
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WORKSHEET 65
My Community Quilt

Make an Exploring My Community quilt to help you synthesize and summarize
what you’ve learned in this module:

1.

Use the “Exploring My Community” quilt diagram on the next page(you
may want to redraw it on a larger piece of paper).

Fill in the squares with information that describes your community.

For example: write the names of people, groups, agencies, and places
of learning or training programs that can help you reach your
employment goals; key facts about the town or city where you live
(e.g., labour trends, jobs in demand, population), and ways you can
GIVE back to your community.

Make it a personal “quilt”!
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. My Community | My Conmmunity | My Conmumunity | My Community | My Comumunity | My Comumunity .

<
o
§

My Community

My Community
Apvmuwmmo) Ay

My Community
Kpvmwnmno) Ay

My Community
Apvwmwmo) Ay

My Comwmunity
Kpvmwnmmno) Ay

. My Community | My Commumnity | My Conmumunity | My Community | My Community | My Community .
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Activity 4: Enacting Change in My Life
Ask the participant to reflect on the following statement:

“At all times and under all circumstances, we have the power to
transform the quality of our lives.”
~ Werner Erhard

Ask the participant to write an entry in her learning journal about
change — what changes does she now feel ready to make in her life?
How will she make these changes happen?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her ability to think critically about her situation. For more
information check out the Essential Skills descriptions provided in
Appendix 2.

Activity 5: Exploring My Future

Talk to participants about the Action Plan section of the course, and
explain that they are now ready for the next parts of the program,
where they will put together their personal Action Plan for the future,
and initiate a step towards setting it in motion.

Let participants know that they’ll get help creating their Action Plan.
This checklist activity is designed to help them make sure they’ve done
the work they need for doing the Action Plan, and to identify any work
they still need to do. Hand out Worksheet 66.

Have participants work through the Exploring My Future Checklist.
You may wish to do this individually, in pairs, or as a group —
whatever suits the participants.
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Use the checklist as an opportunity to introduce and prepare the
women for the Action Plan they’ll complete in the next session(s).

Ask the women to analyze their checklists. Are there items they
couldn’t check off? What do they need to do to be able to check
off those items in preparation for their Action Plan? How will
they go about doing these things?

LINK TO ESSENTIAL SKILLS

As a result of a woman'’s participation in this activity, you should have
a sense of her critical thinking skills. For more information check out
the Essential Skills descriptions provided in Appendix 2.

Insights & Tips I e

i “This unit helped demonstrate my

i reasoning behind my job choice, that
i directly connect the decisions | am
making to what | have learned about
myself and my community.”

~ Field-test participant
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WORKSHEET 66
Exploring My Future

This worksheet is designed to help you decide what you still need to work on
to get ready for doing your Action Plan. Check off the items that you have
completed. Work on the ones that you haven’t completed yet.

| have participated in one of the following activities:
- Job shadowing
- Volunteering

- Interviewing a worker, student or teacher in a field related to my
employment goals.

| have thought about the information I’'ve gathered in my portfolio and the
reflections in my learning journal, and made a decision about the job or
occupation that | will pursue further.

| can state why this job or occupation is a good choice for me, and have
outlined the reasons, either orally or a part of a writing assignment in my
portfolio or learning journal.

| know what this job or occupation involves, and the Essential Skills that
are required to do it.

| know what | need to learn for this job or occupation, and how and
where | can gain these skills in my community.

| have made a decision about the path | will take to gain these skills, or
that will lead me towards employment in this job or occupation.
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SUGGESTED FOLLOW-UP ACTIVITIES

Activity 6 and Activity 7 are suggested as follow-up activities. If you
choose not to use these activities, then please create an activity where
participants share what they learned from their informational job
interview, job shadowing, or volunteer experience. These activities have
not been linked to the Essential Skills descriptions provided in
Appendix 2

Activity 6: My Community - What | Learned

In Unit 4 of Module 2, participants were asked to learn more about an
occupation or job of their choice through one of the following:

Carrying out a conversation

or conducting an ] )
informational job interview _ Insights & Tips

with someone who works in _ ;
: “Job shadowing made me realize | CAN

the field. i work. Getting out into the field, going
] o ] i to areal workplace, made me
Setting up and participating i understand [that] better.”
in a formal job shadowing : _ _ o
. ¢ lam so excited. It is wonderful to go job :
experience. E ]

: shadowing!

Volunteering todoa jOb that ~ Spotlight on Change participants

required similar skills (fOI’ Eererererereres et r e et ren e
example, with a charity or non-profit group).

Have participants give a presentation to the group about their
experiences:

What did they choose to do?
Who did they meet?

What did they learn? Did their experience change or clarify their
ideas about their job choice?
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Give participants the opportunity and time to be as creative as they
wish — some may want to put together a computer slide show or a
video/photo album of their experiences. Others may wish to put
together a poster presentation or provide samples from the workplace
they visited. Others may talk about their experiences.

Not all participants may be ready to do this activity at this time.
Schedule a few presentations at a time according to who is ready and
willing. You may also wish to have participants simply share their
experiences informally in conversation.

Insights & Tips IR R

i “Seven of the participants went out [of the class setting] to do job shadowing or volunteer
i orientation. One went to a library, one to a community centre, and five to a nursing home.
i One participant didn’t feel ready for a job yet, and as her next step is registering for the
i LINC program [Language Instruction for Newcomers to Canada] and after that plans to

volunteer at The Working Centre.” ]
~ Field-test facilitator

Activity 7: Computer Option

Do you know how to download and do a photo slideshow on the
computer, or how to put a video clip on the computer? Explore these
applications on your computer. Then take photos or shoot a video, and
make a slideshow or a video presentation to show the group. Here are
some ideas for subject matter:

Your volunteer, job-shadowing, or informational job interview
experience — what you did and what you learned

The job or occupation you’ve chosen to pursue
Your community — what it offers

Your “job pitch” — why you’re suited and qualified for the job
you want.
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(Final 30 minutes of the day)

Gather oral feedback. Bring participants back together in the circle
formation. Discuss the module as a whole; do the participants
feel they know their community better? How will the information
they’ve explored and gathered better prepare them to find the job

they want?

Discuss t-he topic or focus_ of the Insights & Tips

next session(s). Emphasize 5

again that the women will ! “This unit helped me to prepare for
now work to use the i creating my Action Plan. The most

: useful things were going out into the

information they’ve i community, learning what my

gathered, and the decisions community has to offer me, and how |
they’ve made, to create a i will make changes in my life.”
personalized Action Plan. ~ Field-test participant

Answer questions about the
nature and purpose of the
Action Plan. An Action Plan is a blueprint to help them reach
their employment goals. They will create a step-by-step plan, and
then take one of the steps to bring them closer to their
employment goals. It’s not necessarily about taking big steps —
but some little steps in the direction they want to head — and to
enact change in their lives in the ways they want.

Note that the final session(s) will also give them the opportunity to
put together what they need as individuals to take the next step
towards their employment goal — whether that is creating a
résumeé, completing the application process to a training
opportunity, or improving specific Essential Skills related to the
occupation they’ve chosen. The choice is theirs!

Distribute a simple form for individual feedback and comments. Ask
each woman to fill out the form and leave it for you. A generic
Participation Evaluation form is offered in the Introduction
section.
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Answer questions. After the group disperses, make yourself
available to chat and answer questions or concerns that
individuals are more comfortable raising one-to-one.

GETTING READY FOR THE ACTION PLAN

This exercise is designed to help you prepare for the next unit by
reflecting upon your emotions, experiences, values, thoughts and hopes
for the future. It is meant to encourage you to think about the topic in
advance so you may participate fully. Here is the “Getting Ready”
activity for the next (and final) unit:

Think about a time when you made a big change in your life. For
example, maybe you got married, or your child was born, or you
decided to come to Canada:

o How did you go about getting ready for the change?
o Did you make a plan?
0 Were there steps involved to prepare?

o If so, what were the steps that made up your plan?

- CLOSING WORDS

“The Spotlight on Change program allowed me to explore the skills I have, the
type of work | want and the steps | need to take to reach my employment
goals.”

~ Spotlight on Change Participant
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