[image: image1.jpg]@')MM

DETERMINING AND ADDRESSING

BER WORKPLACE NEEDS

/00044\44»\(/}6&




          What DAWN will do:

        What You will need to do:


	1.

	Receive applications, qualify, and sort for recommendation to oversight board.

	Complete the Application – request assistance from DAWN personnel as needed

	2.

	Provide an Employer Needs Assessment based on Essential Skills

	Complete the Employer Needs Assessment based on Essential Skills


	3.

	Determine goals for training

	Determine goals for training


	4.

	Develop a job profile

	Provide a task list/job description for the employees under consideration.

Select Employees for training


	5.

	Conduct a needs assessment on Employees and review with ER

	Review the ‘needs assessment’ result on each employee with Skills Developer


	6. 

	Write a training plan for each EE, review with ER and make modifications.

	Review the training plan for each EE and suggest modifications and changes


	7.

	Assist in finding and/or training a trainer for ES development

	Hire a Trainer


	8.

	Draft an agreement for the training including costs covered

	Sign the agreement (if acceptable)

	9.
	Make interm and final expense payments
	Submit claims for payment based on the agreed expenses.

	10.
	Conduct on-going monitoring of EE’s progress  and write a final evaluation to our funding agency
	Provide access to DAWN so monitoring and feedback can happen.


	


DAWN will also provide the Employer with the equivalent of two days of development and training in PLAR, and Essential Skills, Skills Passports, and other training that may be relevant. By participating in DAWN the employer will need to agree to participate in this kind of training. (This may involve senior management as well as Human Resources managers.) This time component will be considered an in-kind contribution to the project.
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