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When you send a grant product to ETA, there are numerous steps that need to be completed prior to the product being distributed to the public on CD, through the mail, or on the Web.  Products need to be reviewed, catalogued, described accurately, grouped with similar materials, and tracked throughout the process.  This tip sheet gives some suggestions for making that process go smoothly, and for ensuring that your products will be seen by the audiences who can benefit from your work and experience. 

You understand your products better than anyone -- what goes into them, the purpose they serve, their audience, and their context -- and with this knowledge you can assist ETA to effectively disseminate your products. 

The Basics: 

1. All products need to contain the following DOL disclaimer language: (Note: the DOL disclaimer language can be in small font on the first or last page of a file, or in the footer of a Web site.)

“This product was funded by a grant awarded under the President’s (insert High Growth Job Training Initiative OR Community-Based Job Training Grants) as implemented by the U.S. Department of Labor’s Employment & Training Administration.  The information contained in this product was created by a grantee organization and does not necessarily reflect the official position of the U.S. Department of Labor. All references to non-governmental companies or organizations, their services, products, or resources are offered for informational purposes and should not be construed as an endorsement by the Department of Labor.  This product is copyrighted by the institution that created it and is intended for individual organizational, non-commercial use only.”

2. Products developed by grantees cannot contain the DOL seal or DOL logo.

3. All videos must be ADA compliant (i.e. transcript, translation, voice-over, closed captioning, video description, and sub-titling.)  Additional ADA information can be found on the American for Disabilities Act homepage: http://www.usdoj.gov/crt/ada/adahom1.htm

Quality Counts
· Does every file have a descriptive name? File names like “Rig Operator 3-day course outline.doc” and “ERG112 Remote Sensing Syllabus.doc” contain information that will be meaningful to reviewers and other outsiders versus file names like “Loren 3day.doc” or “ERG112 syllabus.”   

· Are the files redundant, unfinished or irrelevant? All files should be reviewed carefully by someone who understands the product and who will take responsibility for its quality before the files are submitted to ETA.  Please weed out unnecessary files, as well as any duplicate materials that were saved under a different name, date or format.

· Is the file still in draft form? Only final files and products should be provided to ETA for dissemination. Please be sure to finalize all MS Word’s “Track Changes” edits and turn off the “Track Changes” feature prior to submitting your products.
· Does your file or product contain any proprietary materials? DOL cannot disseminate information, documents or images that are copyrighted if you do not have written permission to use and distribute it.  If a proprietary document -- such as a software manual -- is an essential part of the product, provide a clear URL or other reference within the product materials, so users can reverence the information independently.

Additional Tips When Developing your Products

· Save your files in a form that most users will be able to open. MS Word, Acrobat PDF, Excel, PowerPoint and HTML (Web) are the most common files.  

· To disseminate a Web site, please include a “product document” that contains a link to the site. The simplest way to create product document is to add an image of the Web site’s home page and a prominent hyperlink that users can copy or click on. Note: Angela Dayton (Dayton.Angela@dol.gov ) can send you an example of this type of product document. 
· Develop the product so others can modify it.  Except for the most proprietary material, consider making material downloadable in its original editable version (in addition to PDF) for those who may want to adapt your work for their own programs.

· Pay attention to file size.  Technical glitches will sometimes cause Word or Acrobat PDF files to become unnecessarily large.  If a file seems unusually large (1 megabyte or more), try re-saving it or talk to your computer systems administrator to reduce the size of the file.  

· Add explanatory notes within the product files themselves, or as a separate “User Notes” file in the product package.  This is a good way to provide context for your product. In many cases it is appropriate to add notes about target audiences, function within a larger campaign, and other meaningful context.  User notes can provide useful information to readers and could include the following:

a) Target groups: Who are the end users? For example, high school students, community college teachers, dislocated or incumbent workers, ESL trainees, businesses, local government officials, the general public, etc.

b) Dissemination audience: What key players in the workforce system are most likely to access these materials and work with them? College teachers, OJT coordinators, WIB members, marketing and dissemination staff, etc.

c) Program context: Many grant products are developed as part of a larger project. What was the product’s purpose or function in its original setting? Or alternatively, what program contexts is this product suitable to be used in?

d) What other information should ETA and potential users know: What is the number of  contact hours? Number of modules? Courses? Class sessions? ect. 

The Essentials:  

When all of the components of a product are complete, the following information, along with the product files, should be sent electronically via email to your Federal Project Officer and Angela Dayton at Dayton.Anglela@dol.gov.  We suggest that the information below be typed up as a cover memo to accompany your product files. 

· Date of Product Submittal

· Name of your Organization 

· Grant Program Name

· ETA Issued Grant Number (this can be found on the 
first page of your Grant Agreement)

· The Industry focus of your project

· Name of your Federal Project Officer
· Key contact involved in developing the product(s) (include name, address, telephone number, and email address)

· Title of Document or Product

· Product Type (Refer to the Product Category List and Definitions – pages 6-7 - to identify the appropriate product type for your product. You are welcome to assign more than one code.)

· Complete Product Description (Refer to the July 2007 Workforce Solutions CD Directory – pages 8-28 - for examples. Note: Angela Dayton (Dayton.Angela@dol.gov ) is also available to support grantees in writing their product descriptions. 

· File and Folder Names that Correspond to the Product  

*Here is an example of what all of the above information would look like in your Cover Memo: 

[image: image1]
Note: If a product, such as a Video/DVD, cannot be emailed, then a hard copy, with a cover letter that includes the information above, should be FedEx’d with a tracking number to the following address:

	High Growth Job Training Grants and Community-Based Job Training Grants

	Business Relations Group

C/O Grants Management Team

U.S. DOL - ETA

200 Constitution Avenue, NW

Room N-4643

Washington, D.C. 20210

Phone: 202-693-3949 


Important: Community-Based products should be emailed to the FPO, Angela Dayton, and the following mailbox: community-based.grant@dol.gov
Share Your Ideas 

What have you learned about dissemination from your own efforts on your DOL funded project and other projects? Do you have ideas to share for ETA’s next Tip Sheet? Please send your ideas to: businessrelations@dol.gov 
Grant Products Main and Sub Categories and Definitions

	Competency Models & Career Ladders

	Career Ladder
	Description or graphical representation of the skills and jobs needed to advance through an occupation

	Competency Model
	Detailed description of the knowledge, skills, and abilities required to succeed in an occupation.

	Occupational Skills Assessments 
	Very similar to competency model, but much more detailed information about specific-occupations, and may even be employer-specific.  Includes ACT Work-Keys Assessments

	Apprenticeship Materials
	Apprenticeship standards and other related apprenticeship models.


	Outreach Materials

	 Industry Marketing
	Materials for building the awareness of an industry without focusing specifically on career awareness.

	Partner Marketing
	Materials for publicizing a training program to employers and other potential partners.

	Employer Services
	Materials for recruiting new participants into a training program or materials for retaining current employees.

	Career Awareness and Guidance
	Materials to provide career awareness and guidance to the public. 

	Websites
	Online resources used to provide information and market a specific industry and or occupation.


	Reports and Databases

	Reports 
	Reports such as:

· Labor Market Information: self-explanatory
· Other: Examples include a report on labor laws affecting a certain industry, and a report on the supply chain in a local region.
· ROI/Impact Study: Evaluation of the grant program's impact on participants and/or partner employers.

· Training Programs: Listing of training programs available to meet occupational skills needs, often focusing on a particular industry or local/regional area.

· Workforce Needs: Broader in scope than a competency model, discusses general trends in a particular industry, company, or local/regional area.

	Databases
	Collection of information about a certain industry, such as available internships, job banks, or training providers.  Often provided on a webs site with materials that are not "stand alone".


	Program Management and Implementation Tools

	Career Aptitude Assessment Tool 
	self-explanatory

	Case Studies
	Examples of how the product can be used.

	Evaluation Process and Tools
	self-explanatory

	Guides
	Documents that provide guidance such as:

· Accreditation Guide, a guide for training providers to meeting national accreditation standards.

· Articulation Guide, a guide to developing degree articulation agreements between training providers such as universities, community colleges, and high schools.

· Outreach Guide, a guide for programs and training providers on developing and implementing an outreach or recruitment campaign.

· Replication Guide, a guide to replicating the grantee's program.

· Strategy Guide (One Stops), a guide to engaging One-Stop career centers into a particular program.

· Workforce Strategy Guide, a general discussion for programs and training providers for meeting the needs of a particular industry or local region



	Partnership Models
	Materials identifying how to develop partnerships.

	Program Management Tool
	Participant tracking or other tools for managing a grant program.

	Replication Models
	Materials identifying how to replicate a specific program.

	Sustainability Plans
	Examples of how to sustain a grant program.


	Curriculum Materials & Course Materials

	Instructor Materials
	Materials such as notes, tools, and references for instructors to use while delivering a lesson and/or materials designed to train instructors how to teach a certain subject.

	Student Materials
	Materials such as textbooks or workbooks.

	Curriculum Lists and Catalogs
	A set of classes or courses required for a degree or certificate, or for training, but does not include the course materials.  These are often then approved by university or community college systems.

	Course Materials
	Lesson plans, reading lists, handouts, presentation materials, syllabus, tests and quizzes, etc. Also includes items such as:

· Seminars and Workshops: Self-contained course materials for short-term training, typically less than a day.

· Certification Materials: Both certification standards and exam materials

· Modified Materials: Course materials which are materials are not completely new but derived from previously existing materials

	Distance Learning Web Site
	Site specifically designed for offering course materials online.  This only includes course materials that are not stand-alone, but can only be used through the website.  Therefore, course materials made available both online and in hard copy do not fall 

	Translation Services
	Materials developed to assist in reaching a non-English speaking population.


Welcome to Grantee Solutions for Workforce Innovations 2007!

Background

The Employment & Training Administration (ETA) launched the President’s High Growth Job Training Initiative in 2003 and the President’s Community-Based Job Training Grants in 2005.  

The President’s High Growth Job Training Initiative is designed to engage business, education, and the workforce investment system to address the workforce challenges facing high-growth, high-demand industries. To support this initiative, ETA funded projects in 14 sectors targeting education and skills-development resources that help workers build successful careers. The national models and workforce solution demonstrations are aimed at increasing collaboration among the education community, business, and the public workforce system.

The Community-Based Job Training Grants are designed to support workforce training for high growth, high-demand industries through the national system of community and technical colleges. The primary purpose of these grants is to build the capacity of community colleges to train workers and help them develop the skills required to succeed in local or regional high-growth, high-demand industries. 

The products developed through these investments include curriculum, competency models, distance learning tools, career awareness and outreach materials, research, case studies, career lattices, industry skills centers, and Web sites.  ETA is now distributing these products to the workforce system, community colleges, and other strategic partners, with the ultimate goal of replicating innovative solutions and products across the country.  

These CDs contain some of the products generated as a result of the President’s High Growth and Community-Based investments.  All of these products are also available online at www.Workforce3One.org, ETA’s dynamic Web space designed for sharing innovative resources, tools, and learning events with workforce and education professionals.  
User Instructions for CD Set
The CDs within this set feature over 125 products that you can utilize and customize to help address workforce challenges faced by industries ranging from healthcare and advanced manufacturing to hospitality and biotechnology.
The materials are organized by industry onto 4 discs as follows:

Disc #1: Automotive

Disc #2: Retail

Disc #3: All Other Industries

Disc #4: Video CD (various industries)

The Directory listing of grantees and products provides a brief description of each product and indicates the type of material with 5 symbols:

(
Curriculum Materials and Course Materials

( 
Competency Models and Career Ladders

( 
Outreach Materials

(  
Reports and Databases

(  
Program Management and Implementation Tools

The Directory is included on Discs 1, 3, and 4 as a Word file; Disc 2 is provided with a navigation menu to access the materials. For each grantee listed, project names are links to brief project descriptions that provide some context for the material, and product names are links to the product files on that disc, which are live links to the CD.

ADVANCED MANUFACTURING [DISC 3]

360vu Research and Education Foundation: Lean Enterprise Certification Program (HG002)

( (  Lean Certification: Body of Knowledge Outline  (HG002-1)– “Lean manufacturing” is a systematic approach to continuously improve the manufacturing process and eliminate waste. The Lean Enterprise Certification Program creates a path for acquiring critical skills and a portable credential by completing a nationally recognized, industry-led lean certification program. The Body of Knowledge is a detailed outline of topics to be covered for lean certification, organized into five modules.  (PDF, 9 pages)

( Lean Certification Marketing and Outreach Materials  (HG002-2) – A Request for Proposals and PowerPoint presentation created by the 360vu Foundation to solicit proposals from Manufacturing Extension Partnership Centers to work with manufacturing clients in providing workers with training and certification in Lean manufacturing. Describes the background and purpose of the training, time and cost parameters, deliverables, and evaluation criteria for proposals. (PDF, 7  pages; PowerPoint, 17 slides.) 

The Junior College District of Kansas City: Making It In Kansas City (CB127)

( Making It In Kansas City Outreach Materials (MIIKC)  (CB127-1) – Examples of graphics-intensive brochures, press releases, letters to high school counselors, and other materials to recruit candidates for the MIIKC Information Sessions.  Emphasis on youth aged 18-23. (2 PDF files)

( Making It In Kansas City Information Sessions  (CB127-2) – Materials for a 1-hour briefing to explain MIIKC to potential candidates for the program. Includes a 14-slide presentation and application forms.  (PDF, 18 pages)

( Making It In Kansas City Pre-Training Assessment Process  (CB127-3) – A detailed description of the candidate assessment process, which includes vocational interest and aptitude tests, computer literacy, a physical demands test and other elements. Includes assessment scripts, tracking forms, and some testing materials.  (2 Word files.) 

( Manufacturing Career Training Program  (CB127-4) – Curriculum summary for a 16-week Community College training program to prepare students for entry-level manufacturing positions. An overview of the 6 courses included in the training, together with information about scheduling, textbooks, grading, classroom policies, assignments, and student projects. (Word, 10 pages)

( ( The Lean Manufacturing Workshop  (CB127-5) – Slide show presentation for a 4-day introduction to Lean Manufacturing, developed specifically for high school students and instructors as part of the Making It In KC program. (PDF, 164 pages).

( Manufacturing Training Center Renovation. (CB127-6)  – Describes the design layout of dedicated space for basic Manufacturing Skills Training, including a manufacturing laboratory, multi-configuration classroom, computer laboratory, and administrative space.  (Word, 7 pages)

Lancaster County Workforce Investment Board: The Pennsylvania Advanced Manufacturing Collaborative (HG057)

( Industrial Wood Finishing I Course Materials  (HG057-1) – The Collaborative’s Lumber and Wood Consortium has developed a curriculum for high-end custom cabinet manufacturing to support a career ladder for a master finisher. Includes detailed course presentation materials.  (PDF, 209  pages) 

Lower Rio Grande Valley Workforce Development Board: South Texas Advanced Manufacturing Apprenticeship (HG062)

( Curriculum Guides for Metalworking and Industrial Maintenance (HG062-1) – Includes detailed curriculum outlines for a 300-hour, multi-course adult pre-apprenticeship program, a Youth Career Pathway program of 7 college-level courses, an 800-hour modularized Industrial Maintenance curriculum, and an 800-hour Tool and Die apprenticeship program. (4 PDF files.)  

The Manufacturing Institute of the National Association of Manufacturers (NAM): The ‘Dream It, Do It’ Careers Campaign (HG064)

( ( Dream It. Do It. Toolkit:  (HG064-1) – A comprehensive set of materials created to help local organizations carry out a regional Dream It. Do It. manufacturing careers campaign. Products include research tools for conducting a skills gap study and benchmarking, campaign management tools, speaker’s kit and media kit, and even a Style Branding Guide for adapting logos, images, and other creative materials to the local area. (10 sub-folders with multiple files in Word, Acrobat, PowerPoint, and Excel.) 

( ( Dream It. Do It. Website  (HG064-2) – Award-winning website for career exploration and recruitment created in conjunction with the Dream It. Do It national campaign. The Career Toolkit  section features vocational interests and values tests, career profiles of manufacturing-related occupations, school, internship, and job search tools. Also links to the campaign, events, video,s and other resources.  All materials are presented in a hip, breezy style to appeal to young people. http://www.dreamit-doit.com   (Website.)  

( Dream It. Do It. “How-To” Guide for Implementing Manufacturing Services at One-Stop Career Centers  (HG064-3) – A practical guide illustrating how the Dream It. Do It. and similar campaigns can be linked with One-Stop Career Centers. Includes sections on planning and implementing Dream It. Do It., benefits of the campaign for local One-Stops, and lessons learned from the campaign about how to deliver effective services for the manufacturing sector. (PDF, 27  pages) 

National Center for Integrated Systems Technology (NCIST): Expanding Illinois State University’s Advanced Manufacturing/ Integrated Systems Technology (AM/IST) Program (HG070)

( Curriculum for Advanced Manufacturing/ Integrated Systems Technology  (HG070-1) – Outline for a 200-hour series of community college-level modules, divided into Electrical, Electronic, and Mechanical curricula. Designed primarily for dislocated workers, the program cross-trains in these advanced skills, giving graduates updated knowledge of high-tech production equipment. (1 Word, 55  pages; 1 PDF, 1 p.)

( Outreach Materials for Advanced Manufacturing/ Integrated Systems Technology (HG070-2)  – A collection of brochures, newsletters, articles and other marketing materials that explain AM/IST and training opportunities, targeted to prospective trainees and employers. Also on the Web at  www.ncist.ilstu.edu. Includes local marketing materials, national marketing, success stories, and company reports. (17 PDF and 2 Word files.)

National Institute for Metalworking Skills (NIMS): Competency-Based Apprenticeship System for Metalworking (HG072)   
( ( Structured On-the-Job Training Pilot Implementation Guide  (HG072-1) – A concise but thorough guide that explains how the NIMS structured OJT system works, how it was developed, and how to implement it step-by-step in a company context. (PDF, 43  pages.)

( ( NIMS Structured On-the-Job Training System  (HG072-2) – The structured OJT system is designed to help metalworking companies implement systematic and rigorous OJT programs. Materials are targeted to 3 key positions: front-line OJT trainers, Senior trainers, and Training coordinators.  Each component contains practical tools for planning, carrying out, and assessing OJT activities. (3 folders, 54 Word files.)

National Institute for Metalworking Skills (NIMS): Competency-Based Apprenticeship for Metalworking (HG126) 
( ( Curriculum Guides for Training and Apprenticeship Program (HG126-1) – The Guide contains detailed curricula for six metalworking occupations:  CNC Specialist-Milling; Machine Builder; Machine Maintenance, Repair, and Service; Machinist; Press Set-Up and Operation-Stamping; and Stamping Tool and Die Maker. Each curriculum is divided into modules that address one or more core competencies.  The modules cover pre-requisites, performance objectives, training activities and resources, in-training assessments, and NIMS Credentialing (if any) that is obtained upon completion of the module. (6 PDF files.) 

( Standards and Implementation Tools for Competency-based Apprenticeship  (HG126-2) – This package contains the NIMS National Guidelines for Apprenticeship Standards, a sample Standards of Apprenticeship document for use by sponsors and registration agencies, and models or templates for apprenticeship agreements, Affirmative Action plans, apprentice selection procedures, an apprentice assessment process, and Certificates of Completion. (8 PDF files.)

Nebraska Central Community College: Nebraska Mechatronics Education Center (HG073)

( Technical Assistance Guide for Web-based Learning with the Mechatronics Education Center   (HG073-1) – A step-by-step technical assistance guide that shows students how to access the college’s WebCT online learning facilities and use advanced interactive simulation software such as FluidSim Pneumatics and Circuits Challenge in the context of a basic electronics class. (Word, 39  pages)

Oregon Manufacturing Extension Partnership (MEP):  Regional Lean Manufacturing Training in Food Processing  (HG080)  
( Building the Collaborative Workplace  (HG080-1) – A curriculum in cultural awareness and effective communication that coaches native English speakers on how to be more effective in communicating with Limited English Proficient co-workers, with special emphasis on Hispanic culture. Materials include an instructor guide, a participant workbook, and a PowerPoint presentation. (2 PDF files; 1 PowerPoint, 31 slides.)  

( Lean English Essentials  (HG080-2) – A 12 to 16 hour vocational ESL course to teach Limited English Proficient workers the vocabulary and concepts of Lean so that they can participate, along with native speakers, in later training on the principles of Lean Manufacturing.  Includes a course summary, participant workbook and an instructor guide.  (3 PDF files.)  

( Principles of Lean Manufacturing for Food Processing  (HG080-3) – An interactive one-day course giving an overview of the principles of Lean Manufacturing for the food processing industry. The course combines lecture and a live simulation to give participants an immediate opportunity to apply the principles learned in the class. Four rounds of a food processing factory simulation provide the setting for applying the continuous improvement techniques and tools of Lean.  Course kit contains instructions for setting up the simulation, instructor script, and participant materials.  (1 PDF, 34  pages; 1 Excel; and 5 Word files.)  

San Bernardino Community College District: Skills Certification Project for Southern California (HG089)  

( ( MSSC High Performance Manufacturing Training  (HG089-1) – A 54-hour college level course to prepare students for the Manufacturing Skills Standards Council (MSSC) certification exam program.  MSSC is a nationwide, industry-driven system that certifies the knowledge of students and production workers from entry-level to first-line supervision in all sectors of manufacturing.  Sub-folders contain curriculum outlines from two colleges and full course materials from one college. (6 Word and 19 PowerPoint files.)   

( ( Manufacturing Technology MSSC Assessment Preparation  (HG089-2) – A 48 hour college-level course to prepare for the MSSC Manufacturing Processes assessment, featuring studying and test-taking tips, and sample MSSC test questions.  (4 Word and 5 PowerPoint files.)

( Maintenance Mechanics Curriculum and Course Materials  (HG089-3) – A 720-hour competency-based course designed to provide a foundation in basic industrial machinery maintenance and repair, leading to national certification by the Manufacturing Skills Standards Council (MSSC). Created for California’s Regional Occupational Program. Includes a curriculum outline, Instructor’s guide, and sample lesson plans. (3 Word files.)   

Southwestern Michigan College: Precision Production Technology  (CB120) 

( Precision Production Technology (PPT) Certificate with Competencies  (CB120-1) – A template version of the Precision Production Technology basic skills certificate. The reverse side of the certificate provides a detailed inventory of the courses taken and the skills acquired. (2 1-page Word files.)
( Precision Production Technology (PPT) Curriculum  (CB120-2) – Includes a one-page curriculum overview, a curriculum ladder document, and syllabi for the 11 PPT courses. (13 PDF files.)

( Precision Production Technology (PPT) Website  (CB120-3) – A link to the college’s PPT web page at www.swmich.edu/ppt. The website offers easy-to-read information about the college, the Precision Production Technology and Summer Intensive programs, expected pay and benefits for graduates, an ‘Am I a good Match?’ section, and other features. (Website.)

( Marketing Materials for Precision Production Technology Summer Activities 2006  (CB120-4) – Poster, postcard advertisement and registration form, employer and participant certificates created for the 5-day ‘Tomorrow’s Technology Today’ program. (4 PDF files.)  
( Miscellaneous Outreach Materials  (CB120-5) – Flyers targeted to incumbent workers and high school students, scholarship applications, and recruitment folder materials. (4 PDF and 2 Word files.)
( Outreach Materials for the Precision Production Technology (PPT) ‘Summer Camp’ 2007 (CB120-6) – Informative brochure materials for prospective employers and trainees concerning the 12-week summer intensive course on Precision Production Technology. The course is designed for recent high school graduates and displaced workers, and includes paid work experience. (2 PDF files.)

AUTOMOTIVE [DISC 1] 

Aims Community College:  Automotive Youth Educational System (AYES) (CB001) 

( New Automotive Technology and Construction Programs in Ford Lupon (CB001-1) – Aims Community college compiled Automotive marketing and outreach material: 1) Registration sheet with information for Fall semester beginning August 28, 2007; 2) Fort Lupton Press article from Friday, July 5, 2006 about Auto Tech program that will hit Aims this fall; 3) Publicity sheet about Aims Community College that is now offering its Automotive Technology Program in Fort Lupton.  4) Aims Community College news from December 2006 called Alive that provides information about the grand opening celebration for the college’s new home for Construction and Automotive Technology in Fort Lupton on November 15, 2006.  (PDF, 17 pages) 
Automotive Retailing Today (ART): Building America’s Auto Leadership Workforce (HG118)                           

( Franchise Automobile Dealership Organization Chart (HG118-1) – Flow chart showing leadership administration, sales/lease, finance and insurance, collision repair, and parts (PDF, 1 page). 

( Job Descriptions (HG118-2) – Job descriptions for four careers in Body Shop Repair, four careers in Collision Repair, career paths in Leadership Administration, six careers in Sales and Leasing, and twelve careers in Service. Each job description provides position’s name, definition, functions, requirements, benefits, physical condition, and training with websites for reference. (11 Word files.)

( Salary Figures by Position (HG118-3) – Salary chart with data on the salaries of occupations and automotive dealerships by region. Includes positions in Mid-Atlantic, East North Central, West North Central, South Atlantic, East South Central, West South Central, Mountain, and Pacific. (PDF, 1 page.) 

Broward Community College: Broward Community College Technology Program (CB015)                           
( Broward Community College Website  (CB015-1) – Training model for the Automotive Technology Program and the General Motors ASEP program available at the Broward Community College Website www.broward.edu/auto.  (Website.)

Gateway Technical College:  Upgrading the Nation’s Automotive Programs to Industry Standards (HG036)                           

( Preparing for NATEF.ASE Evaluation (HG036-1) – Web-based tutorial for automotive instructors that are seeking the ASE certification, the NIASE certification, and certified instructors seeking online continuing education credits. Site is available at http://www1.snapon.com/display/router.asp?docid=3797 (Website).

National Institute for Automotive Service Excellence (ASE):  Glossary of Automotive Terminology (HG071)                           

( Glossary of Automotive Terminology  (HG071-1) – Industry-accepted glossary translation of English automotive service terms that will be the basis for translating certification tests and training materials from English to Spanish developed for acceptance by Spanish speakers with Puerto Rican, Cuban, Mexican, and related dialects. (PDF, 64 pages and MS Access).

Pennsylvania Automotive Association:  Building Automotive Services Partnerships for Urban Communities (HG082)                           

( Introduction to Automotive Technology  (HG082-1) – Curriculum Workbook and schedule for Introduction to Automotive Technology course.  Includes table of contents and student workbook tracking sheets for modules on careers in automotive technology, brakes, steering and suspension systems, electrical systems, emission control systems, fuel and exhaust systems, and ignition systems. (PDF, 39 pages)      
Shoreline Community College:  Auto Sales and Service Training Pathways (HG091-1)                           

( General Services Technician Automotive Curriculum (HG091-1) – 45 credit-hour course for high school and community college students that includes seven different modules named Auto Shop and Personal Safety, Curriculum Materials and Course Materials, Electrical Systems, Steering and Suspension Systems, Brakes, Drive Train, and HVAC Systems. Complete curriculum includes lectures, student materials, student tests, and instructor guides. For password to access the Instructor Guides contact Gary Main at Shoreline Community College at gmain@shoreline.edu  or 206-533-6780. (7 folders with 840 Word, PowerPoint and PDF files.) 

( Crosswalk – NATEF Standards (HG091-2) – Descriptions and curriculum location of tasks required for meeting NATEF Standards (e.g., identifying general shop safety rules and procedures, identifying and using proper placement of floor jacks and jack stands, etc.). (Word, 3  pages)

( Shoreline Community College Report (HG091-3) – Summary of key outcomes of Shoreline’s High Growth Job Training Initiative Grant including numbers of employers involved and number of incumbent workers trained as a result of developing the first comprehensive and current “career pathway” chart ever developed for the automotive sales and service industry. Number of General Service Technician students is also reported, as well as the project’s replication and dissemination strategies. Also included are five trainee success stories. (Word, 3  pages, 5 PDF files.)
( Shoreline Community College GST Program Website (HG091-4) – The Home Page of the GST Program Website provides a brief description of the program and its mission, as well as links to the following: Web Resources (relating to major manufacturers that produce automotive tools and equipment; automobile manufacturers; and automotive courses, training programs, and information); Instructional-Based Services (interactive, PDF, image, video, PowerPoint, and job sheet libraries); and Curriculum.  Username/Password is required for links, contact Shoreline Community College for more information. http://generalservicetech.shoreline.edu  (Website)
AEROSPACE [DISC 3] 

Enterprise-Ozark Community College City: Aviation Maintenance and Avionics Training (CB049)

( Website and Advertising Flyers for Aviation Maintenance and Avionics Courses  (CB049-1) –The  website http://aviation.eocc.edu/ and flyers describe Aviation-related courses offered by the college and the skills that trainees will gain, along with concise information about aviation career opportunities and pay, certification, and course costs. (2 PDF files, 1 Word file.)  

BIOTECHNOLOGY [DISC 3] 

Claflin University: Orangeburg-Calhoun Area Biotechnology Consortium Project (HG019)

( Biotechnology Development and Advisement Program for High School Students  (HG019-1) – Includes 1) a guide to introduce the curriculum framework that facilitates a smooth transition from high school to a post-secondary education; and 2) two sample curriculum templates (for majors in biomedical science and biotechnical engineering) that list the various courses a student should take throughout high school if they have an interest in a given major, and potential occupations upon completion of the major. (3 PDF files.) 

( ( Curricula for OC Tech and Clemson University Entry-Level Certificates and Degree Programs (HG019-2) – A brief description followed by the required courses for various certificate and degree programs are outlined. Entry-level certificates and degree programs include:  Biomanufacturing, Biotechnology, Forensics, Mammography, and Agriculture Biotech.  Agricultural biotechnology document is formatted as an outreach brochure. (PDF, 2 pages; 4 Word files, 1 page each.)

( Course Outlines OC Tech and Clemson University Advanced Certificates and Degree Programs (HG019-3) – A brief description followed by the required courses for various certificate and degree programs are outlined. Advanced certificates include:  Computed Tomography and Magnetic Resonance Imaging. (2 Word files, 1 page each.)

Indian Hills Community College: Iowa Biotech Workforce Development Project (HG044)  

( Job Guides for Ethanol Shift Maintenance and Plant Operator (HG044-1) – A job guide for an Ethanol Plant Operator, dated January 2005, and a job guide for Ethanol Shift Maintenance, dated February 2005.  Each chapter is dedicated to one general job task and then breaks down these tasks into various sub-tasks.  Each sub-task includes what you should know, the required equipment, and the safety requirements necessary to complete the sub-task. (2 PDFs, 157 and 176  pages)

( Ethanol Training Needs Assessment (HG044-2) – A needs assessment of 10 Iowa Ethanol Plants to ascertain the training needs of Iowa’s ethanol industry. The plants identified possible training needs in the following areas: Safety, Basic Knowledge, Basic Skills, Process Control, Maintenance, Quality Assurance, and Training/Communication. (PDF, 216 pages)  

JobPath, Inc.: Arizona Biotechnology Career Ladder (HG050)

( Summer Program Evaluation Report  (HG050-1)  – Evaluation of the Summer 2006 course Evaluation of Genetics, Biotechnology, and Human Affairs, based on a student questionnaire. Students rated themselves on each of the 9 course objectives at the start and end of the course. The results found that the course significantly increased the students’ self-reported knowledge, ability, and skills in biotechnology.  (MS Word, 4  pages)

( Course Content Forms (HG050-2) – Course content summaries for the following courses: Genetics, Biotechnology and Human Affairs, and Biotechnology Instrumentation I and II. Each form has a description, performance objectives, and an outline of the course. (3 MS Word files, 1-2  pages each)

Lakeland Community College: Bioscience Technology Careers (HG056)

( Biotechnology Career Guide (HG056-1) –  An on-line resource guide for students who are interested in pursuing a career in biotechnology or current biotech employees who want to advance in their career. The website is well organized into subjects of inquiry, facilitating a broad exploration of a career in biotechnology.  Self-assessment tests, national trends in biotechnology, interviews with current biotech employees, and career ladders are featured. URL: http://www.lakelandcc.edu/biotech/ (Website)

Massachusetts Biotechnology Education Foundation: Massachusetts BioCareer Lab (HG066)

( High School Bioscience Curriculum (HG066-1) – This curriculum is introduced at workshops aimed at high school biotechnology teachers.  The 3-day workshops include a lab in the morning and a discussion of teaching methods in the afternoon.  Participants will learn activities that will teach students about basic lab skills, sickle cell anemia, transformation, and DNA fingerprinting. Each activity has a pre-lab worksheet for students to look over before beginning, a teacher’s manual with a protocol and set-up procedures, and assessment questions for students to answer at the end. (22 MS Word; 3 PDF; 1 PowerPoint, 23 slides)

New Hampshire Community Technical College: New Hampshire Community Technical College (CB086)

( Biotech 230: Bioinformatics, Genomics, and Proteomics: (CB086-1) – The explosion of information available today requires scientists to know how to use the internet for their research, so this course introduces students to the internet tools available for exploring the genomic and proteomic databases. Included are the course syllabus, lectures, and a description of the final project.http://www.ms.nhctc.edu/BioConnectNH/PDF/BTEC230Curriculum.pdf (1 PDF, 143  pages)

( Lonza Aseptic Processing Class Schedule (CB086-2) – Course outline for 2-day Aseptic Awareness Training given by the Northeast Biomanufacturing Institute.  (1 PDF, 1 Page)

Orange County Workforce Investment Board: The OC Partnership for Regional Biotech & Healthcare Occupations (HG078)

( Biotechnology Outreach Materials: (HG078-1) – Various outreach materials including: a poster with a collage of occupations you can have, titled “What Can You Do With Your Biotech Skills?”; a brochure detailing education, salary ranges, and training requirements; and various biotechnology-related website resources. (2 MS Word, 1 PowerPoint, 4 PDF)

( Leadership and Management Program for Biotech and Medical Device Professionals (HG078-2) – A brochure detailing a Summer 2006 course designed to develop project management and people management materials and case studies tailored to biotech and biomedical industries. The customized biotech management training is a 2-week (80 hr) course. The first week is 5 sessions about leading and managing people; the second is 5 sessions about managing projects and processes. (1 PDF, 6 pages)

Pittsburgh Life Sciences: Training for Careers in Biotechnology (HG086)

( Medical Device Competency Modeling Final Report  (HG086-1) – This report describes the top five competencies for ten positions in the following eight job categories in the medical device industry: production; logistics and inventory control; production process control; product management; health, safety and environmental assurance; regulatory affairs; quality assurance; and sales.  Designed to be used in developing and training incumbent workers from FDA-regulated medical device companies, the report ends with recommendations for curriculum development. (November 2005, MS Word, 48 pages)

( Short Customized Courses for Biotechnology Employers  (HG086-2) –The Community College of Allegheny County is offering 23 courses to upgrade the skills of biotechnology workers in the following areas: Quality Management Systems for Medical Devices (2- and 3-hour versions), Bloodborne Pathogens, Coaching/Counseling, Design Controls for Incubator Companies, Effective Oral Communication, HIPAA (2- and 3-hour versions), Preventing/Resolving Conflict, Project Management Basics, Art of Delegation, Coaching Skills, Quality Awareness, Motivating Employees, Strategies for Successful Meetings, Regulatory Requirements, Building Blocks for a Successful Team, Time Management, Effective Business Writing, Problem Solving Quality Management Systems, Statistical Process Control, and Taking the Lead.  Each course has a syllabus and a detailed PowerPoint presentation that guides the students throughout the course.  Courses vary in length, ranging from 2 to 16 hours.  PowerPoint presentations range from 16 slides to 158 slides. (57 MS Word/ PowerPoint files)  
( Biotechnology Core Curriculum for Dislocated/Unemployed Workers (HG086-3) – The Community College of Allegheny County is offering five 8-hour courses derived from competency modeling research aimed to train dislocated/unemployed workers.  The five courses are: Good Manufacturing Practices for Medical Device Manufacturers, Quality Awareness, Team-Based Organization, Introduction to Quality Systems Regulations for Medical Devices, and Health and Safety Awareness.  Each course has a syllabus and a PowerPoint presentation ranging from 93 to 284 slides in length that guides the students throughout the course. All courses have a final assessment which is typically a 1-4 page exam consisting of short-answer/multiple-choice questions.  Some courses have group activities and handouts.  (17 MS Word, 16 PowerPoint, 4 JPG, 6 PDF files)

San Diego Workforce Partnership: A Partnership for Defining the Biotech Workforce (HG090)

( Online Workforce Center  (HG090-1) – BIOCOM’s Online Workforce Center website at http://biocomworkforce.com.  The website’s purpose is to increase awareness of San Diego’s career and educational opportunities in the Life Sciences Industry.   “Life Science Careers” and “Education & Training Programs” can be explored through database search engines.  Biotechnology news and events are also featured. (Website)

( What is Biotechnology?  (HG090-2) – A multimedia presentation available on BIOCOM’s Online Workforce Center website that explores biotechnology, its applications, and how one can become a part of the biotechnology field. There are five sections, each with a short video/slideshow: 1) What is Biotechnology?; 2) Medical Applications; 3) Agricultural Applications; 4) Environmental Applications; and 5) How Do I Fit In? (Online Multimedia Presentation, 6 minutes)

Temple College: Central Texas Biotechnology Employment-to-Education Model (HG097)

( Biotechnology Replication Report (HG097-1) – This is a progress report on Temple College’s development of flexible biotechnology degree and certificate programs.  A summary of apprenticeship efforts at Temple College is also included. (MS Word, 7 pages)

CONSTRUCTION [DISC 3] 

Chicago Women in Trades (CWIT):  Women in Skilled Trades (HG017) 

( Chicago Women in Trades Outreach Materials  (HG017-1) – Professionally-designed outreach and marketing materials created for a campaign to attract women into the construction industry. Includes a poster and flyers with a “Jill of all Trades” graphic theme and a referral and recruitment card. (5 PDF files)

Honolulu Community College (HCC): Rebuilding the Construction Workforce in Hawaii: Preparing Youth for High-Demand Careers  (HG042)

( Construction Course Curricula for High School Students  (HG042-1) – Detailed curriculum materials for 5 courses: Blueprint Reading and Drafting, Building and Construction, Electrical, Carpentry, and Construction Safety.  All course guides follow a consistent format, with skeleton lesson plans cross-referenced to assessment materials and competency outcomes.  (5 PDF files.)

ENERGY [DISC 3] 

Northern Wyoming Community College District: I-TEC  Industry Training and Education Center (CB092) 

( I-TEC Program Outreach Materials  (CB092-1) – This package contains 5 one-page flyers highlighting different aspects of I-TEC’s comprehensive trainee services. Themes include transitional services, WorkKey skills assessment, and I-TEC as a partner in developing skills. There is also a flyer targeted to employers. (5 PDF files.)

The Center for Energy Workforce Development (CEWD):  Meeting the Demand for America’s Energy Workforce  (HG016)  

( ( The “Get Into Energy” Website (HG016-1) - An innovative and ‘high-energy’ website that features a career assessment tool, a competencies and skills tool, a salary comparison tool, and a training and job locator using Google Earth technology. There is also a series of short career profile videos and a 90-second overview video introducing users to features of the site. An Educator section is under construction. http://www.getintoenergy.com/  Materials include a report describing the design of the site and a competency model for the energy industry. (Word,1 page.)

College of Eastern Utah/ Southeast Applied Technology College: Energy Training Center 

(HG020)

( Workforce Readiness Certificate Program for Energy, Transportation and Construction  (HG020-1) – Short course outlines for foundation courses in Health and Safety, Blueprint Reading, Career Development, Internship, and other topics.  Materials also include a PowerPoint presentation overview of the program, an internship packet, and a program overview for the Energy Workforce Transition Training Program, designed for dislocated workers. (10 Word files, 1 PowerPoint)

( Energy Process Technology Curriculum  (HG020-2) – Curriculum for an Associate’s Degree in Process Technology designed to meet the common needs of employers in different segments of the energy industry.  The curriculum combines basic math, chemistry, physics, and business topics with work-related training in instrumentation, controls measurement, and maintenance,  (4 Word files.)

Pennsylvania State University: Pennsylvania Mine Training and Placement Center (HG083)

( Marketing Materials for the Associate of Engineering Technology Degree in Mining Technology  (HG083-1) – A brochure, examples of print advertisements, and newspaper articles that highlight the degree program and Mining Camp for high school students. (2 PDF files.)

San Juan College: San Juan College Regional Training Center  (HG133)

( Energy Industry Course Outlines and Workshop Presentations  (HG133-1) – Outlines for short courses in energy-related occupations: Rig Operator, Lease Operator, Derrickman and others.  In addition, there are detailed presentations on Lock-Out, Tag-Out, Confined Space, and other safety issues and procedures for energy industry workers.  (5 Word files, 6 PowerPoint files)

GEOSPATIAL [DISC 3] 

Mississippi Gulf Coast Community College:  Preparing Students for Geospatial and IT Jobs  (CB084)

( Outreach Materials for GIS and IT Training (CB084-1) – Includes flyers, invitations and announcements for the College’s summer workshops for teachers and students; Workforce needs assessment surveys for employers in Geospatial and Information Technology; Apprenticeship Concentration Competencies in the National IT Apprenticeship System; press releases; and other materials.  (14 Word files and 1 PDF.)

Geospatial Information & Technology Association (GITA): Geospatial Sector Awareness and Opportunities  (HG037)

( The Geospatial Industry Workforce Information System Website  (HG037-1) – A comprehensive website on the geospatial industry with sections oriented to students, educators and employers, at http://www.giwis.org/. Students can take a career interest quiz, find education opportunities, browse for geospatial careers, and search for jobs in Colorado.  Teachers will find curriculum materials and links. Employers can post career opportunity URLs, search for geospatial training programs or link to the Colorado Workforce Center, among other things. (Word, 1 page.)

Institute for GIS Studies, Central Piedmont Community College (IGISS): Geospatial Business Hub Project (HG046)

( Outreach Toolbox  (HG046-1) – A diverse collection of materials created for Community College Geospatial programs, including brochures, posters, flyers, a 30-second radio spot, a sample Apprenticeship Program letter, and an agenda for GIS Day events. A sub-folder contains sets of text and images that can be used in assembling brochures, flyers, or Web sites. (11 Word, 7 PDF, and 1 Real Player audio file.)  

( Geospatial Syllabi and Course Summaries  (HG046-2) – Contains syllabus materials for 6 introductory and advanced Community College-level courses and summaries for a Course Library of 27 geospatial-related courses. (7 Word and 2 Excel files)

Rancho Santiago Community College District:  Geospatial User Sector Skills Mapping  (HG087)

( ( Connecting the Geospatial Technology Industry to Community College Workforce Development   (HG087-1) – The final report of a research project to identify employer needs for GIS-related skills and address them in college curricula. The project surveyed employers in Southern California and the St. Louis region to assess their use of geospatial technologies; identified specific knowledge, skills and abilities required for occupations with a high need for geospatial expertise; and explored methods to integrate work-related competencies into core introductory career courses for those occupations. Appendices to the main report provide detailed information, including a competency model for Geospatial Technology. (PDF, 134 pages)

William F. Goodling Regional Advanced Skills Center (ASC):  Geospatial Imagery Analysis Technicians (HG111)

( ( York County Geographic Information Systems (GIS) Needs Assessment (Draft)  (HG111-1) – A close review of how GIS technology is used in York County government offices, with recommendations for coordinating and improving GIS activities. Such reports can help guide the development of appropriate GIS course curricula, document training needs, and facilitate the creation of articulation agreements among local education providers. (May 2006, PDF, 80  pages)

( Outreach Materials for the STARS GIS Technician Certification Programs  (HG111-2) – Documents include a brochure and in-depth program overview booklets developed for high school students and adults, as well as a Career Coaching Guide, sample GIS technician resume and  an Employment Reporting Agreement designed for use by career counselors. (3 Word, 3 PDF files.)

( Documents and Forms to Support 2+2+2 Articulation Agreements  (HG111-3) – An Articulation Guide describing the general process for setting up 2+2+2 articulation agreements with community colleges and universities, supplemented by examples of a completed agreement, a College Earned Credit form, a form for documenting comparable competencies for transfer of credits, and a conference paper describing ASC’s training model for an audience of educators. (1 Word, 4 PDF files.) 

HEALTH CARE [DISC 3] 

American Healthcare Association Foundation: Developing Partnerships and Initiatives to Resolve Long-Term Care Workforce Challenges (HG117)                           

( Work Plan for Long-Term Care (LTC) Partnerships and Initiatives (HG117-1) – A work plan for the initial planning and development of state LTC Nursing Workforce Partnerships and Initiatives that offers a table of contents, preface, executive summary, introduction, background, initial planning, identifying partners, developing State initiatives, program focus and specific projects, conclusion, bibliography, and key websites. (PDF, 55  pages)

Columbia Gorge Community College: Rural Healthcare Job Training and Economic Recovery Program in the Columbia River Gorge (HG022) 

 ( Faculty Liaison Orientation Manual  (HG022-1) – A how-to guide for designing and implementing a nurse preceptorship. Describes the full process from recruiting and training preceptors through student orientation, to communication and evaluation. (Word, 12  pages)

( Health Occupation Brochure (HG022-2) – Outreach information from the campus in The Dalles, Oregon and in the college center in Hood River about different health occupations, starting points, determining education goals, annual mean wages, and relative growth rates.  Both English and  Spanish versions. (2 PDF files, 4  pages each.)

( ( Medication Aide Class Syllabus and Lectures (HG022-3) – 48 classroom hours and 32 clinical hours course to prepare the students to become a Certified Medication Aide (CMA) in Oregon and to understand the CMA’s role in health care with 10 course lectures including: 1) CMA Competency and Training Requirements; 2) State and Federal Laws and/or Regulations; 3) Pharmacology; 4) Basic Safety Concepts; 5) Administrative Rule Update; 6) Math; 7) Specific Drug Information as Related to Body Systems and Drug Classification; 8) Cardiovascular Agents 9) Nervous System Agents; and 10) Gastrointestinal System Agents for lecture 10. Includes 3-page syllabus. (11 Word files.)

( Nursing Assistant II - Restorative Care Curriculum  (HG022-4) – Curriculum that includes Nursing Assistant II Restorative Care objectives and outline, ADL Training, Orapharyngeal Suctioning, Developing an Individualized Care Plan, Implementing a Restorative Positioning Program, Restorative Assessment form, skills checklist, and skills procedures. (8 Word files, 1 PDF file.)

Council for Adult Experiential Learning (CAEL): Health Care Career Lattice Project (HG027) 

( (  How Career Lattices Help Solve Nursing and Other Workforce Shortages in Healthcare (HG027-1) – Guidebook for Workforce Investment Boards, One–Stop Career Centers, Healthcare employers, industry alliances, and higher education programs that describes the CAEL/DOL model program based on five pilot sites in the Nursing Career Lattice Program. Provides step-by-step instructions for planning and implementing a career lattice program.  Also shares strategies for replication and implementation.  (June 2005, PDF, 161 pages)

( Exemplary Practices in Employee Development  (HG027-2) – This study showcases eight exemplary practices of healthcare organizations in employee learning and development, why these practices are used, and their results. The results are based on a survey of 200 healthcare organizations, follow-up interviews with sixteen organizations, and site visits to seven organizations. Also available online at http://www.cael.org/pdf/Employee_Development_Exemplary_Practices.pdf  (June 2005, PDF, 83 pages)

The Evangelical Lutheran Good Samaritan Society: Healthcare Services Business Connection (HG135)                           

( On-line Virtual Caregiver (HG135-1) – Career Lattice website explores Healthcare Career Lattice as a model for enhanced learning.  Education opportunities are available as a non-licensed and licensed nurse, as well as management programs.  Scholarship information is also available in addition to support services and academic partners. http://careerlattice.org. (Website.)

( On-line Virtual Caregiver (HG135-2) – An interactive training tool that uses computer-generated figures and settings to create a scenario in which an experienced nursing assistant helps a newly-hired nursing assistant on her first day on the job. Using an interactive question-and-answer technique and links to a sample Assignment Sheet, Care Plan, and Notes, the experienced nursing assistant provides instruction and helpful tips to the virtual new employee.  Three versions of the Virtual Caregiver are provided: 1) Virtual caregiver - Full:  The experienced nursing assistant provides instruction and helpful tips to the virtual new employee in managing assignments and interacting with residents; 2) Virtual Caregiver – Normal: A slightly abbreviated version which excludes some of the explanatory material and some of the detail related to the patient’s situation; 3) Virtual Caregiver – Basic:  A more abbreviated version, which excludes the explanatory material. (Computer-generated tool)

Johns Hopkins: System for Upgrading Incumbent Health Care Workers into High-Skill Jobs (HG051) 

( Project REACH:  A Retrospective (HG051-1) – REACH (Resources and Education for the Advancement of Careers at Hopkins) is a program created by Johns Hopkins Health System to boost the job skills and advancement opportunities of its existing workers. Website provides detailed description of project implementation including planning and infrastructure, outreach and intake, assessments, career planning and coaching, training, placement, and outcomes.   http://www.hopkinsmedicine.org/jhhr/REACH (Website.)  

Madisonville Community College:  Nursing Career Ladder Project  (CB072)  

( Integrated Nursing Curriculum (CB072-1) – Mission statement of the Nursing Division of the Madisonville Community College, the program philosophy, conceptual framework, conceptual model, definition of major concepts, the program outcomes, an organization of curriculum chart, and a course description. (Word, 14  pages, PDF, 1 page.)

North Central Texas College: Healthcare Transition Model Project (CB088)   

( ( Fast Track Program Flyer and Course Syllabus (CB088-1) – Transition from Vocational to Professional Nursing Fast Track Program that will start in June 2008 and end in May 2009.  The program is full-time for a year and has two transitional phases.  A chart is also included with all the prerequisite courses to transition from vocational to professional nursing.  A transition Fast Track Program Course Syllabus is also part of the file with a table of contents with general course information, unit competencies, and the appendix. (2 Word files)

Paraprofessional Healthcare Institute (PHI): Recruitment and Retention of Direct-Care Worker Initiative (HG131)                           

( PHI:  Peer-Mentoring Course and Coaching Supervision: Introductory Skills for Supervisors in Home and Residential Care (HG131-1) – Curriculum that prepares experienced direct-care workers to become peer mentors and is recommended for organizations seeking to develop peer mentor programs for certified nursing assistants and home health aides in long-term care.  In addition, the curriculum can be taught through community college nursing aide programs, advanced training institutes, or employer-based in-service programs. The modular format also makes the program easily adaptable to fit the needs of many organizations. (11 PDF files)

Snead State Community College: Healthcare Programs for High School Students Project (CB111)                           

( 100 Division Course Syllabus (CB111-1) – Syllabus for eight courses:  Fundamentals of Nursing, Health Assessment, Introduction to Pharmacology, Adult Nursing, Maternal and Child Nursing, Adult-Child Nursing, Psychosocial Nursing, and Role Transition in addition to lesson plans for all the courses listed. (10 folders, 81 Word files)

( Summer Program Description and LPN Brochure (CB111-2) – Program’s purpose, description, background and need, target population, program benefits, program mission and goals, objectives, eligibility requirements, recruitment, and application form. LPN program which targets high school students and takes them from secondary education to continuous career advancement as licensed practical nurses. (Word, 7 pages, PDF, 2 pages) 
State of Oregon: Oregon Governor’s Healthcare Workforce Initiative (HG096)  

( Governor’s Healthcare Workforce Initiative Department of Labor Quarterly and Final Report July 2005 (HG096-1) – Project report that summarizes project activities, accomplishments, outcomes, publications and products, promising approaches, and success factors. (July 2005, Word, 10  pages)

acoma/Pierce County Workforce Development Council: Healthcare Services Business Connection (HG134)                           

( PHI:  Peer-Mentoring Course and Coaching Supervision:  Introductory Skills for Supervisors in Home and Residential Care (HG134-1) – Healthcare Occupations Workshop, a career awareness seminar on the healthcare industry that consist of slides about Pierce County Health Services Careers Council Partners, healthcare careers facts, high-demand occupations, healthcare career benefits, considerations in healthcare employment, training options, finding a healthcare job, desirable attributes, application process, tips, and questions. This presentation is also available in Korean, Russian, and Spanish, besides English. (4 PowerPoint files)


( Health Educator Website (HG134-2) – Website designed to persuade older workers leaving the nursing profession to become teachers. Describes health educator careers and work settings, benefits of being a health educator, links to employers and resources, and a survey to assess the extent to which the website has influenced visitors. http://www.healtheducatornetwork.com (Website.)

University of Utah: University of Utah’s Clinical Faculty Associate Model (HG104)  

( CFA/TA Clinical Faculty Orientation Handbook (HG104-1) – Schedule chart for August 2006 Clinical Faculty Orientation in addition to the Clinical Faculty Associate Handbook that contains a CFA Model Program overview, orientation to logistics and policies, and appointment packet.  At the end of the document, a Clinical Faculty Associate responsibility sheet, an invitation to identify personal characteristics, a CFA stipend opportunity for Fall 2006, and a legal contract are included. (August 2006, PDF, 16 pages)

( Clinical Faculty Associate Model Program: Fall 2005 Evaluation (HG104-2) – Evaluation Report summarizing results of surveys of Clinical Faculty Associates (CFAs), course instructors and nursing managers, along with CFA exit interviews and focus groups with CFAs and Advisory Council.  Includes accompanying data collection protocols including surveys and focus groups.  (9 PDF and 3 Word files)

HOSPITALITY [DISC 3] 

La Guardia Community College (LCC): Hotel TEACH (HG055)

( Hotel T.E.A.C.H. Curriculum (HG055-1) – LaGuardia Community College developed this curriculum to instruct limited English proficient (LEP) individuals while providing them with the occupational skills for hospitality employment. The Equipped for the Future content standards and principles serve as the framework for the content and approach of the curriculum. English is taught not just as a set of discrete phrases, vocabulary, or grammar items, but as means to communicate and interact with others in a social setting. Each unit of the curriculum begins with a Career Counseling lesson related to the unit’s content. (September 2006, Word, 246  pages)

Johnson & Wales University: Hospitality Career Spotlight (HG052)

( Whatsnext4me Website (HG052-1) – Johnson & Wales’ bilingual, interactive career awareness website targeting youth at http://www.whatsnext4me.com. The website includes web-based scenarios, self-assessment tools, defined career ladders, and educational requirements. Accompanying materials include a 10-slide (PDF document) Instructional Overview for teachers; a 12-slide PowerPoint Lesson Plan for teachers; Whatsnext4me; Whatsnext4me Videos, in English and Spanish versions; and 10 showcase  pages from the website. (Website. PDF, video, Word, and PowerPoint files.)

INFORMATION TECHNOLOGY [DISC 3] 

Computing Technology Industry Association (CompTIA): National Information Technology Apprenticeship System (NITAS) (HG024) 

( NITAS Skill Validation Tool (HG024-1) – NITAS is a web-based program management tool available to all employers to use in training their Information Technology (IT) workers. The NITAS Skill Validation Tool for Employers, IT Workers and Training Providers utilizes industry-developed and endorsed competencies, and a coaching system to validate skills. The website 

(http://www.nitas.us/) contains a program management tool for tracking the on-the-job training (OJT) progress of registered apprentices, based on existing competency standards. Once a sponsor registers on the website, apprentices can be registered and on-the-job progress can be tracked. The site can be adapted for any “apprentice-able” occupation with competency-based OJT standards. (Website)

RETAIL [DISC 2] 

National Retail Federation Foundation:  (HG128) Retail Learning Leadership (RLL) Curricula: Retail Management and Entry Level Sales, Service and Supervisory Curriculum

( Fundamentals of Management Curriculum (HG128-1)

The retail management is an e-learning curriculum that provides learners with an overview of retail industry concepts and process and an understanding of the role of a Retail Manager.  Goals for the curriculum include becoming familiar with how the retail industry works; understanding the areas of accountability for retail management; understanding how the role of the manager impacts the success of a retail business; and identifying the learner’s level of interest in pursuing a career in retail management.  The curriculum can be enhanced with the developed practice scenarios and through integration with classroom training.  Ideally, learners will have some retail and/or management experience. (6 PDF files, 6 html links.)

 ( Entry Level Sales, Service and Supervisory Curriculum (HG128-2)

The sampling of the entry-level sales, service, and supervisory e-learning curriculum covers entry-level sales and customer service through entry-level supervisory skills, as well as business writing skills and understanding the job of a receiving associate.  The curriculum is modular in design and provides a blended learning approach that combines e-learning to introduce concepts, coaching verifications to validate key concepts, and practice scenarios to further develop skills.  Learners do not need prior retail work experience. (29 PDF files, 5 html links)

TRANSPORTATION [DISC 3] 

United Parcel Service of America: Training for Driver Service Providers (HG100)

( Literature Review of UPS/DOL New Driver Service Provider Training Project (HG100-1) – As a first step in developing a competency-based training program for Driver Service Providers, this literature review addresses the generational differences in the contemporary workforce that might justify the specification of a unique instructional design model or strategies and technological innovations to accommodate generational differences. (July 10, 2006, PDF, 109  pages)

Pulaski Technical College: President’s Community-Based Job Training Grants (CB104)

( Associate of Applied Science Degree in Transportation Facilities Management (CB104-1) – State-of-the-art training program for Associate of Applied Science Degree in Transportation Facilities Management enhancing curricula and expanding credentialing opportunities in Technical Certificate programs in Automobile Technology, Collision Repair Technology, and Diesel Mechanics. Curriculum includes a 6-page program proposal, 1- page summaries of the requirements for a Certificate of Proficiency in Alternative Fuels, Tire Center Operation, Engine Machinist, Damage Analysis & Estimating, Tractor & Trailer Servicing, Tractor & Trailer Operation, and Parts Specialist. Also included are flowcharts showing the structure of the new curriculum. (Word files, 24  pages total.)

CROSS-INDUSTRY [DISC 3] 

Lorain County Community College: Entrepreneurship Innovation Institute  (HG058)  

( Entrepreneurship Innovation Institute Website  (HG058-1) – Designed primarily for business people, the site describes the wide range of services available at the College in an easy-to-use format.  Training-related services are featured prominently in the site, along with pages on business location and office space, entrepreneurial support, conference facilities, market research, and other business services. http://www.lorainccc.edu/business+and+industry  (Website)  

VIDEOS [DISC 4] 

Catalyst Learning: School at Work (HG120)  

( (  Interviews and Presentations about the School at Work (SAW) program  (HG120-1) – This video describes a health care "school at work" (SAW) program through a presentation and a series of interviews.  The SAW program has been implemented in various health care settings across the country and this video describes the benefits and value to both the participating facility and employees.  It concludes with a description of the steps taken to implement a SAW program. (1 VOB file)

Greater Peninsula Workforce Investment Board: The SE Virginia Advanced Manufacturing Collaborative (HG039)

( Shipbuilding Industry Careers (HG039-1) – This series of videos details careers within the shipbuilding industry, including the professions of electricians, machinists, pipe fitters, ship fitters, and welders. (5 MPG files)

National Retail Federation: The Extreme Makeover: Retail Careers in the Spotlight Preliminary Image Campaign (HG127)

( Go Retail!: Interviews with  People in Retail (HG127-1) – Through interviews with a variety of people in different retail occupations, this video describes the opportunities and potential in the retail industry.  Entrepreneurs, executives, legal professionals, and creative arts people all talk about why retail is a great career choice for them. (1 WMV file)

Northwest Wisconsin Concentrated Employment Program: Healthcare Workforce Network (HG130)

( Health Care Industry Marketing Video for Youth (HG130-1) –This short video was developed to market career opportunities in the health care industry to youth.  The video makes the case that a career in the health care industry offers job stability, tremendous job growth, salary and benefits above other industries, and flexible schedules.  Several health care professionals are interviewed and high school students are encouraged to take as many Math, Science, and English courses as they can to put themselves at an advantage for a career in the health care industry.  (1 WMV file)

Wyoming Department of Workforce Services: Rocky Mountain Oil and Gas Training Program (HG114)

Implementation Video for the Rocky Mountain Oil and Gas Training Program  (HG114-1) – This video details Wyoming's community-supported Rocky Mountain Oil and Gas Training Program, which trains individuals for careers in the Oil and Gas Industry. (3 VOB files)
September 12, 2007
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“NIMS Structured On-the-Job Training System” 


This product fits two product categories: 1) Curriculum Materials and Course Materials AND 2) Competency Models and Career Ladders


This structured On-the-Job-Training (OJT) system is designed to help metalworking companies implement systematic and rigorous OJT programs.  Materials are targeted to three key positions: Senior Trainers, Training Coordinators, and Front-Line OJT Trainers. Each component contains practical tools for planning, carrying out, and assessing OJT activities. These include worksheets, self-assessment tests, improvement plans and checklists. 


The files for this product are organized into one folder for each of the three key positions:


First Folder –  “Senior Trainer” – includes 3 Word files, 1 PowerPoint file, and 1 PDF document: “Senior Trainer_Self Assessment Test.doc; Senior Trainer_Improvement Plan.doc; Senior Trainer_Checklist.doc; Senior Trainer_Presentation.ppt; Senior Trainer_Roles and Responsibilities Brochure.pdf” 


Second Folder – “Training Coordinator” – includes 4 Word files, 1 PowerPoint file, and 1 PDF document: “Training Coordinator_Self Assessment Test.doc; Training Coordinator _Improvement Plan.doc; Training Coordinator_Checklist.doc; Training Coordinator_Workbook.doc; Training Coordinator_Training Presentation.ppt; Training Coordinator_Roles and Responsibilities Brochure.pdf”


Third Folder – “OJT Trainer” – includes 3 Word Files, 1 PowerPoint file, and 1 PDF document: “OJT Trainer_Self Assessment Test.doc; OJT Trainer_Improvement Plan.doc; OJT Trainer_Checklist.doc; OJT Trainer_Presentation.ppt; OJT Trainer_Roles and Responsibilities Brochure.pdf”
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