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PROGRAM OVERVIEW FOR THE WORKPLACE SKILLS
ENHANCEMENT PROGRAM

The National Workplace Literacy Program of the United States Department of
Education announced in March of 1991, that Essex Community College had won a
$278,000 grant for implementing a workplace literacy program at Martin Marietta. A
program coordinator, an academic counselor and an administrative secretary were
hired immediately. The Essex Community College staff worked with the Martin
Marietta staff to begin the detailed preparations for briefing, testing, counseling, and
placement of workers in classes, as well as the construction of a comprehensive
database of information about the panticipants.

Assisted by the working committees which consisted of representatives from all
phases of the project, the staff helped to develop a recruitment video, brochures, and
a presentation to encourage employees to come forward to be tested. With the
support cf union and company officials, employees were guaranteed confidentiality
and academic assistance.

As these activities evolved through Aprii and May, a team of consultants along
with the program coordinator spent three intensive days doing literacy task analyses
and interviews of workers, supervisors, managers, and directors. Relevant data was
to outline a set of educational objectives which reflected the manufacturing skill
require nents of Martin Marietta. A compendium of skills was organized into class
levels which formed the basic curriculum. From this curriculum, instructors could
target workplace negeds of employees and collaborate with learners on individualized
education plans.

Instructors were hired as soon as possible so that they could order materials
and assist in counseling. This pre-semester time was also used to help the instructors
become familiar with the environment before the first session began in June. Three
instructors were hired to teach along with the program coordinator and the academic
counselor. At this point that lesson development actually began and the curriculum
became customized ‘o the needs of the actual learners through interviews, needs
assessments, and course evaluations. As a faculty, we felt that it was more important
to teach people rather than a subject or a skill. By focusing on the needs of the
learners, skills and subjects could be taught in a way which was meaningful to the
learner. The learner was at the center of the curriculum. Of course learners changed
each semester, so program development was on-going. New lessons were written
each session; therefore, the curriculum reflects a variety of subjects, skills, and tasks
related to the needs of the learners.

While lessons were being written and collected weekly, the working committees
met to address logistical issues. With a 50% reduction in the workforce came overtime
pressures, which negatively affected enroliment. Because of this an aggressive
promotion package was planned for the spring semester which began in January of
1992. In November, the program conducted an “open house” and a cafeteria exhibit.

Ironically, fewer learners in the classroom meant that instructors could spend
more time accurately targeting the workplace requirements while concentrating on
individualizing the instruction. Frequent classroom evaluation visits by the
coordinator and the Essex Community College Project Co-Director contributed to the




high quality of the instructional program. From these visits, teacher conferences were
~conducted focusing primarily on staff development in workplace literacy and best
practices in adult education.

Other formative evaluation practices included learner as well as supervisor
surveys. By December of 1991, at the end of the second session, the college surveyed
learners to find out whether or not they perceived improvements in self-esteem and job
performance. According to this survey, learners felt that their educational needs were
being addressed and that what they had been learning in the classroom could be
directly applied to their work situations.

By February of 1992, the company developed a Supervisor Survey in order to
ascertain whether or not participation in the program was making noticeable changes
on the job. We found out that supervisors were indeed seeing positive changes on the
job. Program improvement through on-going eval.ation provided the signals and the
directions for the company and the college to make the appropriate adjustments.

Casas testing also provided a session by session evaluation of instruction. If
learners were not making gains then instructors had to make adjustments. We were
surprised to find learners making test gains in 40 hours of instructional time rather
than the recommended 100 hours of instruction. We can account for this by the
strength of targeting instructional needs by individualized instruction. By providing as
much one-on-one attention as possible, the learner made significant gains in the least
amount of time.

An external evaluator spent three intensive days on site in the fourth session.
The evaluator in at the end, because it took three full semesters to develop a context
specific curriculum as well as train teachers to use non-traditional approaches to adult
learners. The evaluator's report is found in the section entitled “Summative
Evaluation.” .

The program coordinator participated in many dissemination activities which
included conference presentations and collaboration with other agencies and
programs which serve the adult education population of Baltimore. Workshops on
“Best Practices in Learner Retention” and “A Manufacturing Mode! for Workbased
Education” were presented at the conference sponsored by the Maryland Association
of Adult Community and Continuing Education Association. The program coordinator
served as a consultant to the Maryland State Department of Education and provided
model lessons for reading, writing, and classroom orientation for the Instructional
Framework: A Database of Best Practices for Adult Education and Workplace Literacy
education Programs. The academic counselor and the program coordinator were
video taped as they demonstrated nontraditional instructional methods. Dissemination
activities also included workshops for the Adult Education Division of the College
Reading Association, Baltimore County Public Schools Adult Education Department
and Literacy Works Professional Development Conference in the fall of 1992,

The final activities of the program included gathering and interpreting hard data
from the college database and the company information systems, writing and
summarizing all of the significant activities of the partnership over the period of the
eighteenth month grant, and of course, saying farewell to the partners and the
participants with whom we established a learning community.




‘ I. Establishing and Maintaining the Partnership

Essex Community College and Martin Marietta have enjoyed a longstanding
cooperative partnership in which Essex has provided customized training to meet the
needs of Martin Marietta workers, while Essex students have enjoyed
apprenticeships, scholarships and other opportunities at Martin Marietta. In 1990
when representatives of Martin Marietta approached the Continuing Education
Division at Essex Community College about forming classes in basic reading &nd
math, Essex Community College responded by applying for and receiving a grant
from the Department of Economic and Empioyment Development to initiate two adult
basic education classes, at the Middle River site. At the same time, Essex Community
College applied for additional funding from the National Workplace Literacy Grant to
institute a more comprehensive workplace literacy project, which was funded in Spring
1991.

Working Committees

When the project started in Fall 1990, a working committee was formed by

Martin Marietta consisting of representatives from Essex Community College,
including the Directors of Developmental Education and Continuing Education; Martin
Marietta representatives including the Senior Personnel Specialist and the Employee
Relations Representative; and representatives from the UAW. The committee met on a
weekly basis to address concerns such as absenteeism, schedule conflicts and

‘ layoffs, and to direct the program’s development. One of its early tasks was to decide
on a name for the program, which became the Workplace Skills Enhancement
Program.

Upon receiving the National Workplace Literacy Program Grant in March of
1991, a second working committee was established at Glen Burnie, the second site, to
organize prormotional activities and to arrange for our testing and counseling. This
committee included Human Resources Development staff, supervisors and directors of
production, the program co-directors and the program coordinator. As with the first
committee, thia committee allowed for dialogue on problem solving, information
dissemination, and continuous support of program goals.

The Middie River Working Committee continued to meet on a weekly basis,
while the Glen Burnie Working Committee met when there were promotional activities
or logistical problems to be solved, or when any specific situations needed to be
addressed. Each committee operated exclusively at the appointed site, in order to
separate the Glen Burnie facility, a non-Union plant, from Middle River, a Union
affiliated operation.

The Advisory Board

The Advisory Board was established in March of 1991 and met every month for
‘ the duration of the program to oversee and guide the program's development.

Y,




Board members represented the high-level management from each of the

~ partners. From Martin Marietta: the Human Resource Development Directors from

both sites, Directors and Managers from Production Operations, Quality Assurance,
Employee Relations and the Equal Employment Opportunity, along with the Co-Project
Co-Director, who is a Senior Personnel Specialist. The President of the local union or
the Shop Steward also attended most board meetings.

From Essex Community College, the Co-Project Director who is the Director of
Developmental Education; the Director of Development; the Associate Dean of
instruction and the Program Coordinator of the project attended most of the meetings.

The agendas of the meetings were written through the collaboration of the
Essex Community College Program Coordinator and the Martin Marietta Project Co-
Director. The program co-director from Martin Marietta chaired all committee meetings.

The goals of these monthly meetings included a review of program statistics,
activities, and recommendations on meeting ¢rant requirements. The consistent, if not
constant, involvement from each of the partners made problem-solving a matter of
foreseeing and forestalling forces which might negatively impact the program. The
Advisory Board provided solution guidelines on time and budgetary constraints,
impending layoffs, or facility changes.

Informal Meetings/Open Communication

Spur of the moment meetings were frequently called to resolve pressing
problems such as communication problems betwezn facuity and students, equipment
breakdown or scheduling difficulties. Communication by informal meetings, notes,
memos, or telephone helped to solve these problems in a timely and efficient way.
Dialogue on the issues helped each partner to understand the other's goals, values,
and culture differences.

The Workplace Skills Enhancement Program partners showed determination in
putting the goals ¢: the program ahead of any problems or difference of opinion.
Teamwork and cooperation were the result of weekly working committee meetings,
monthly advisory board meetings, and informal daily relay of information between
partners.

RV




® WORKPLACE SKILLS ENHANCEMENT PROGRAM
ROLES AND RESPONSIBILITIES FOR THE
FEDERAL GRANT

Martin Marietta Essex Community Coliege
*provided support personnel *provided suppori personnel
*established and lead ali committees *participated on all committees
*provided briefing sessions tor *participated in publicity campaigns
management *conducted assessments, counseling,
*provided briefing sessions for and instruction

employees with public relations *developed and implemented
campaign curriculum

*acted as liason for UAW 738 *maintained records on program status
*provided facilities, equipment *developed dissemination report

and release time for employees *maintained budget

*supported Essex with data collection,
tracking systems, staff orientation,
and coordination of assessment,
counseling, and class scheduling

UAW Local 738

*provided support personnel
*assisted in publicity campaign
at the Middie River site
*paricipateed in committee
activities at Middle River
*Monitored program activities




ll. Establishing Relevant Curriculum

Curriculum development was completed in a three- phase process that
includled visits by consultants to conduct literacy audits, creation of course outlines
based on the skills which were identified by the consultants, and a fine-tuning of the
lessons based on needs of the learners identified in classes.

Literacy Audits

Consultants were hired to conduct literacy audits of selected positions. Before
the three-day intensive site visits from the consultants, the Program Ccordinator
interviewed the Production Manager and a Personnel Specialist in order to capture a
large “snapshot” of the Martin Marietta manufacturing environment. Also, the Program
Coordinator received a detailed tour and collected manufacturing process plans, work
manuals, and certification course outlines. A summary of the interviews and tour along
with the information collected by the program coordinator was sent to the consultants
to give them a preview of the manufacturing environment. A site visit was then
organized with appointments with workfloor supervisors to allow the consulting team to
shadow competent assembly workers. The Assembly/Installer position was chosen
by the company for literacy auditing because of its impact on profit and loss in the
company’'s economy.

Following the site visits, the consultants met with the program coordinator and
the counselor to review their findings and clarify their guidelines for developing course
outlines which best reflected the needs of Martin Marietta. Because the consultants
were adult education specialists trained in the CASAS testing system, they were able
to match the skills identified with items on the assessment.

Course Outline

Using the seven page, consultant summary of basic math and reading skills
required for production workers, the Coordinator and Academic Counselor wrote
general course outlines which contained a compendium of skills required for
assembles/installers at both Martin Marietta sites.

Class | emphasized word attack skills so necessary in a technological
environment where manufacturing process plans may have a readability level of 12th
grade or higher. Basic math in the form of measurement was also a requirement in a
workplace which demanded accuracy of prescribed weights and sizes.

Class Il also taught and reinforced reading comprehension skills and werd in
context skills, but the emphasis was placed on basic math foi measurement.
Decimals, fractions and ncrceniages were emphasized in word problems, graphs and
charts, because those subjects and media are so frequently found in the workplace.

Class ill or the GED Class allowed workers to get their diploma and take college
courses or begin a degree program which would assist them in advancing in their
career. GED was highly individualized according to the results of the Pretest form
“AA". The emphasis in this class had to included writing and test taking skills along

10
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with the traditional math and reading skills.

Class IV, called Practical Application/Problem Solving focused on analyzing a
workers job and discovering problem solving techniques for communication, stress
and time management, and contlict resolution. These higher order thinking/writing
skills allowed the worker to explore strategies for improving work habits which impact
the supervisors, coworkers, and the production schedule. Workers wrote a Job Book
which provided an in depth analysis of their job or became a tool for doing on-the-job
training.

Customiized Learning

Both the Academic Counselor and the instructors met individually with the
learner to determine how workpiace needs, CASAS deficits, and educational goals
could be directly addressed by the IEP (Individualized Education Program). A needs
analysis, a job analysis, and the on-going interview process allowed the instructor to
customize a learning plan which was related to both the work context and the career
plans of the worker.

The interview process allowed the instructor to develop large and small group
activities as well and build a compendium of lessons which reflected the curriculum
needs outlined by the consulting team. Lesson pians were turned in weekly and
assessed by the coordinator for their level of context related content, multisensory
learning techniques, and learner-centered, probelm solving activities

11




Consultants’ Report to the

Workplace Skills Enhancement
Program

Spring 1991
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MARTIN MARIETTA
WORKPLACE SKILLS ENHANCEMENT PROGRAM

Martin Marietta and Essex Community College jointly developed a workplace education program
last year. That model is currently being expanded through an 18 month grant from the U.S.
Department of Education. It was our pleasure to meet with Catherine Griffiths, Program
Coordinator; Nate Tatum, Senior Personnel Specialist; and Orville Brown, Production Manager,
to discuss program development and ways to relate basic skills to job specific tasks within the
curriculum. Although the Workplace Skiils Enhancement Program will be available to all
employees, only the Assembler and Installer position was reviewed at each site.

At Middle River, we would like to thank Eddie Reed, Senior Personnel Specialist, for his input
and for arranging for us to speak with an assembler-installer on the floor. Our understanding
of the Glen Burnie facility was greatly enhanced by Ed Guseman’s informative tour. Again, we
are also grateful for input on the floor from Wade Hall, Manufacturing Supervisor, and for his
allowing us to spend time with an employee.

MIDDLE RIVER: ASSEMBLER AND INSTALLER

The Middle River plant has three distinct areas of production: Titan, G.E., and V.L.S. Each
area utilizes the Assembler and Installer. A review of the job description and our discussions
with both Nate Tatum and Ed Reed suggests a degree of commonality, a level of generic skills
required of all Assembler-Installers. However, it is important to note that the requirements and
level of proficiency for an Assembler-Installer were reported to be very unique for each area of
production. There seemed to be a consensus that Titan requires higher skill levels and more
extensive training than the other areas. It is our understanding that if an employee can
successfully function as a Titan A & I, he most likely can function in the other areas of
production if needed. The reverse is not necessarily true.

This has an important implication for the Workplace Skills Enhancement Program (WSEP).
First, it is apparent that the Middle River plant has an extensive training and certification
program in place. A review/analysis of these training programs would provide an opportunity
for the WSEP to identify the basic skills required to be successful in training. In addition, the
Titan training might be used as a standard. The goal would be to develop basic skill proficiency
to a level that would enable an Assembler-Installer to succeed in Titan A & I training. Ifan A
& I developed the basic skills required for Titan training, it would be assumed by Martin
Marietta definition that he would have the skills for G.E. and V.L.S. training.




PMT Meetings
Communication skills: interpret task-related communicatisns
and implement changes as needed
Nete and follow verbal directions
Question appropriately for clarification

As noted, these basic skill competencies were identified following the brief observation of the
employee on the floor. A comprehensive Literacy Audit is only possible after observing an
employee complete the entire series of tasks. Based on our brief observation and considerable
discussion with both Catherine Griffiths and Nate Tatum, we completed the Workplace Literacy
Analysis Profile (see attached) to identify a more comprehensive list of skills related to the tasks
performed by an Assembler-Installer. This profile shouid be reviewed by both WSEP and
Martin Marietta to correct and update as needed.

A & | OBSERVATION AT GLEN BURNIE

In the Glen Burnie plant, a higher level of work is done than either the G.E. or V.L.S. work
completed at Middle River. There are three levels of A & I's at Glen Bumie: the Assembler
I, Senior Assembler, and Assembly Specialist. In order to be promoted, not only does the A
& I have to have time on the job and excellent ratings, but he must also pass the yearly
certifications required in soldering and be able to do the higher level required as one becomes
a Specialist. At the level of Specialist, the employee is required to not only read detailed
blueprints and related documents, but he must also be able to train new employees coming onto
the job. A & I's at Glen Bumie frequently do a job task only once and then go onto a totally
new job with different work instructions. Supervisors are required to write reviews, give
presentations to their group and others, give presentations to managers on budgets, etc. At Glen
Burnie, promoting employees to supervisor is very difficult often due to the level of
communication and writing skills required. There are two other job classifications at Glen
Burnie: Mechanical and Machinist. The Mechanical workers are those who put things together,
torque, use various screw sizes, and work a great deal with blueprints. The Machinist uses a
higher degree of mathematics, including trigonometry. The greatest need for the WSEP
identified at Glen Burnie would be the A & I's and the Mechanical workers,

Upon observation of an Assembler Specialist, it was noted that this A & I must perform a multi-
stepped process as defined by the Work Instructions with close use of the Standard
Manufacturing Process (SMP) and documentation of completion on the Flow Card. This process
can take an hour to more than a day to complete. Based on our observation of the Assembler
Specialist, the following was observed.

Basic skill competencies observed as they relate to job materials:

Resident SMP, Work Instructions and Flow Card
Interpret functional, work-related vocabulary
Identify abbreviations and symbols

14




Resident SMP, Work Instructions and Flow Card (continued)

Follow directions ;

Referencing skills

Skim/scan for information

Compare/contrast in noting engineering changes

Make decisions in requesting checks and audits

Computer skills when Work Instructions are placed on computers
at each work area

Organize information at the beginning of each task to make sure
that everything needed is included in the Station Planning

Locate process information or detailed drawings in the SMP or
or QWS (Quality Workmanship Manual)

Written Material
Read and understand the material given during the DOD and MIL 200

solder class and the ESDS Protection training

Understand how to bar code finished tasks
Understand format
Record information correctly as to date, time codes

@ Tools

Scale: grams, reading scales/gauges/dials
Torque wrench: reading scales/dials

Logs/Forms/Flow Card
Understand format
Locate information: mix ratios, QC comments
Record information as completed

Notice that tools may need to be recalibrated
Interpret specific related vocabulary
Identify abbreviations
Read date/time information
Decision making/planning

Mathematics Skills
Measurement
Pound to gram conversions
Fractions and decimals to determine tolerances
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SUMMARY AND RECOMMENDATIONS

CASAS TESTING

The grant-defined class levels based on grade equivalents must be reconciled with the CASAS
system. The state of Maryland defines three basic skill levels (A, B, and C) based on CASAS
scale scores. The project has defined two basic skill levels. If the standard CASAS levels must
be compressed into two, it is recommended that Level 1 equate to CASAS scale scores of less
than 215 and Level 2 equate to scale scores of 216-230. Those scoring above 230 who desire
a high school diploma would enroll in Level 3: GED. Those who are high school graduates and
score above 230 but within the limits of the test could enrol] in the Practical Applications class.
High school graduates who score above the limits of the test may need to be further evaluated
to determine appropriate educational needs which might be serviced within the scope of the
grant.

As discussed with Elizabeth Mandlen, the educational counselor, these are recommended

guidelines. The employees’ overali performance in both reading and math must be evaluated
‘ in light of individual goals to insure proper placement in the program.

CURRICULUM DEVELOPMENT

The clear intent of the grant is to develop a curriculum with a high degree of integration of basic
skills and job skills, However, this task will be particularly challenging since employees from
all areas of the plant will be eligible to participate in the educational programs. This suggests
first a need to identify generic basic skills with pertain to job classifications throughout Martin
Marietta. Secondly, only individualization within the classroom will meet the unique job specific
basic skill needs of each participant.

The site visit provided an opportunity to define a process for identifying both job specific and
generic basic skills to be included in a curriculum. Direct employee observations as well as a
review of appropriate documentation will continue to reveal specific basic skill competencies.
The Workplace Literacy Analysis Profiles can provide additional structure as job related
competencies are defined within the overall scope of the CASAS system. These profiles can be
<ompleted by supervisors or training specialists to provide data for curriculum development.
- 1In addition, the profiles will begin to identify skills common to several areas allowing the
curriculum to address both specific and general basic skills as they relate to the job.

Following are initial curriculum recommendations based on our observations at both Middle
. River and Glen Burnie. These competencies are also cross-referenced to the CASAS system.
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Interpret general work-related vocabulary (4.1.6)

GLEN BURNIE:  Work instructions, ESDS Training,
Mil Solder Class, ICDR Card, AR
Ticket, Flow Card, SMP

MIDDLE RIVER: Certification Course
Materials/Manuals, MPP, Resident
MPP

CASAS TEST: Form 14, Level B - 21, 22

Hdentify work safety manuals and related publications (4.3.2)

GLEN BURNIE: Same as above

MIDDLE RIVER:  Same as above

CASAS TESTS:. Form 13, Level B - 19, 20, 21
Form 503, Level C - 20, 21

Hdentify safe work procedures including safe work attire (4.3.3)

GLEN BURIME:  ESDS Training
‘ MIDDLE RIVER: Training - Hazardous Waste

Training, HazCom: Right To Know,
Mix and Handle Shelf Life Material,
Surface Preparation, Caustics and
Acids, Safety and Health

CASAS TESTS: Form 14, Level B - 9, 10, 11
Form 16, Level C - 1, 2
Form 503, Level C - 35, 36, 37

Recognize and use occupational signs, charts, Jorms, and written directions (4.4.3)

GLEN BURNIE: Flow Card, Work Instructions
MIDDLE RIVER: MPP, QC Fcrms and Logs
CASAS TESTS: Form 13, Level B- 4, S, 6
Form 15, Levei C - 34, 35, 36
Form 16, Level C - 22, 23, 32, 33
Form 503, Level C - 38, 39

- Interpret tasks related to clarifying, giving, or pro viding feedback to instructions and reacting
Lo criticism (4.4.5)

GLEN BURNIE: Instruct someone new; previde OJT;
' understand memos postea on the
board
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MIDDLE RIVER: Interpret PMT discussions;
' implement changes discussed in
PMT; understand QC instructions

Read or interpret computer generated printouts (4.4.7)

GLEN BURNIE: Work instructions
MIDDLE RIVER: MPP

Convert U.S. Standard and International Metric System of Measurement (6.6.1)
Use measurement instruments (6.6.9)
Interpret scale drawings (6.6.5)

GLEN BURNIE:  Scale drawings in work packet
MIDDLE RIVER:  Blueprints

Solve measurement problems in stipulated situations (6.6.7)
Use the metric system (1.1.2)
Interpret a graph (1.1.3)

Select, compute, or interpret appropriate standord measurement for length, width, perimeter,
area, volume, height, or weight (1.1.4)

Identify safety measures that can prevent accidents and injuries (3.4.2)

GLEN BURNIE: ESDS Training
MIDDLE RIVER: HazCom: Right To Know;
Hazardous Waste Training

As noted, these initial recommendations are based on brief job task observation/analysis at each
location. The information is presented to illustrate one process for identifying and categorizing
basic skills within the context of a job task and should not be interpreted as a complete or
comprehensive listing for the purpose of curriculum development.

Another approach to integrating basic skills and job skills is to identify a specific basic skill for
process common to several work tasks or job classifications. For example, vocabulary
development could be defined as a generic reading process applicable to a variety of workplace
tasks or job classifications. Employees performing a very unique task or utilizing very different
material may still need to recognize and define both common and technical terms as well as
recognize abbreviations and acronyms. Another example of generic skills might be the ability
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to locate information in a given format. The Resident MPP at Middle River and the Work
Instructions at Gler Burnie seem to have a consistent format.” The specific information may vary
for each individual but the ability to locate information within t" ose documents requires the same
skills: recognizing consistent organizational format, skimmiag/scanning to jocate relevant
information, cross-referencing with other documents as needed, following sequential directions,
elc.

If this more generic or process approach is used to build a curriculum, it is important to very
clearly specify the basic skill objectives. Once the objectives are defined, the curriculum must
focus on including several examples of work-related material (MPP’s or Work Instructions from
several areas) to teach the skill within the context of the job task. For more detailed description
of this approach see: "Matching Literacy to Job Training: Some Applications From the
Military," Journal of Reading, April, 1988.

A final aspect of curriculum development to consider is the evaluation process. The CASAS
system will provide one means of pre/post test evaluation. In addition to the Survey
Achievement Tests (Levels A, B, and C), CASAS Certification Tests are available to further
confirm student readiness to progress to the next level. The program might also consider a
pre/post self-assessment process to evaluate behavioral or attitudinal changes. These forms are
relatively easy to develop. Another format to consider is a pre/post job task assessment.
Specific questions are written to evaluate an employee'’s performance on a job task. For
example, questions could be developed to evaluate an employee’s ability to effectively utilize the
MPP or Work Instructions both before and after participation in the program.
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lli. Public Relations and Enroilment Generating Activities

Publicity about the program was achieved through a number of activities inside
including a press conference; the creation of a video, brochures and newsletter
articles; briefings to the workers; an open house; cafeteria exhibits; and special learner
recognition ceremonies.

Press Conference

The company organized a press conference with newspaper and television coverage.
The speakers included the company president, the coliege president, ihe focai union
president, the district's representative, and the Program Coordinator. Representatives
from the three institutions, united and excited about the “win-win" relationships
established by the grant, spoke enthusiastically about the significance of obtaining the
grant and the opportunities it would provide for workers. The Workplace Skills
Enhanceme:t Program received newspaper coverage in the large and the smaller
publications along with a human interest feature on a local television channel.

Publicity Materials

An early activity in the promotion of the program was the making of a video.
This video highlighted the three partners, student testimonials and an overview of how
to find out more about the Workplace Skills Enhancement Program. The video was
used often throughout the year to brief employees and to promote the program.
Another tool which was useful in getting information to workers about the program was
the brochure. Developed collaboratively by staff from from the college and Martin
Marietta, the brochure was distributed at all promotional activities, and mailed, along
with a flyer to all workers who had been laid-off. Finally, articles appeared in both the
union and company newspapers describing and endorsing the program. All of these
activities portrayed the program as a partnership designed to meet the basic
educational needs of workers.

Briefings

The most significant activity associated with increasing enroliment were the
voluntary briefings held on company time, on-site. In groups of twenty-five, employees
listened to a twenty to thirty minute presentation by company management, union
officials, and Essex Community College staff. These presentations exemplified the
team-approach and promoted the benefits and convenience of attending a company
and union supported education program to help workers up-grade their math, writing
and reading skills , and becoming “user-friendly” with several kinds of computers. At
the end of the briefings, all workers were asked to respond to a short survey indicating
whether they would like to be assessed. The response rate from the briefings
averaged a 80% positive response to come forward for an assessment and an
“education check-up.” Confidentiality was stressed by all the partners and supported

20




by a statement about the Family Education Rights and Privacy Act of 1972.

Midway through the program, the program coordinator and counselor set up a
cafeteria axhibit at both locations, in order to reach workers who may not have
attended a briefing or who may not have been interested at the time. Tables were set
up displaying promotional materials, as well as texts, and during lunch hours,
personnel from the program were able to answer questions about the program.

Also, at the tables was information about the “open house” at each site, which were to
be held the following week. At the open-house, workers were able to observe first
hand the class structure in a festive atmosphere including decorations and
refreshments.

Learner Recognition

At the end of every sessicn special ceremonies were held in @ach class to
recognize participant. Certificates were distributed and the company provided
refreshments. Twice during the program, special GED ceremonies were held in the
evening. At these events, those learners receiving their GED's were individually given
framed awards and had their pictures taken. Speakers from the company's upper
management, the college’s administration, and union gave the ceremonies an air of
importance. The events as well as the receptions that followed were enjoyed by the
workers and their families.

Without a doubt, the strongest factor generating enroliment was the integrity
and the strong reputation of the program which circulated by word-of-mouth in the
workplace. Learners re-enrolled and encouraged others to enroll in the classes
because the individual needs of the participants were met.

(See sample documents used for enroliment or participation encouragement from the
union, company, and college which follow.)
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WORKPLACE SKILLS
ENHANCEMENT PROGRAM

Presentation to Workers

"o
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FDNAL SEME@TER
START@ AE@RUL @TI’[H}

CLASSES ARE NOW FORMING ON SI/TE FOR:
-Problem Solving in the Workplace

-Workplace Math/Reading Techniques

-G.E.D.

—Introduction to Computers

-Learning Lab

#Decimals, Fractions, Percents

®Algebra & Geometry

#Techniques for improving Spelling

*Business Writing

#*Additional materiais are avallable on WordPerfect 5.1

Professional Write, DOS, and Spreadsheets

¥Technical Vocabulary

Sign—~up will be on site from March 13th to March 18th In the

WSEP Training Room In Bullding 3:
11 a.m. to 2 p.m. on the 13th

11 a.m. to 1 p.m. on the 16th ~ 18th
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ANNOUNCEMENT OF WSEP CLASSES
LAST SESSION APRIL 6TH

Classes are now forming on site for

-Problem Solving in the Workplace
-Workplace Math/Reading Techniques
-G.E.D.
-Introduction to Computers
-Learning Lab
*Decimals, Fractions, Percents
*Algebra & Geometry
*Techniques for Improving Spelling
*Business Writing

*Additional materials are available on WordPerfect 5.1, Professional Write,
DOS, and Spreadsheets

*Keyboard Skills and Practice
*Technical Vocabulary

A brochure for the program will be enclosed in your paycheck this week. Call the
WSEP office for the confidential assessment and counseling.

Sign-up will be on site from March 13th to March 18th in the WSEP Training
Room in Building 3:

® 11A.M. TO 2 PM. ON THE 13TH
11 AM. TO 1 PM. ON THE 16TH-18TH
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WSEP

WSEP Expanding Computer
Training
by E. Mandlien

Do you feel that the high tech
“Computer Age” is racing past you
like the Metro liner? Would you
like to get on board, but so far you
haven't found the time or had the
opportunity? If your answer is yes
to these questions, consider
exploring the world of computers in
the Computer Lab on C Barcony in
the PTT training area at Middle
River.

The Computer Labs originated
as part of the Workplace Skills
Enhancement Program. The labs
are equipped with three macintosh
and four IBM computers plus a
printer for each system.

At Middle River the IBM
computers in the lab joined a
Network to gain some excellent
software packages. In our library,
Quatro Pro, WordPerfect, and
Harvard Graphics are available now
with built in tutorials to help
employees learn how to use the
software. The Glen Burnie lab has
recently added Typing Tutor and
Word Procesing {F!"O essional
Write) to its software. If youusea
computer on the job; if you deal
with a large amount of variable
data; or, if you need to create
presentations, you might want to
investigate these new options.

Instructional videcs in addition
to staff and software will
supplement your learnirg about
computers in the lab. The
resources are here, take advantage
of them. Join tk "Zomputer Age”
now! \

For information about
Computer Trainin%ca]] the
Workplace Skills Enhancement
office on C Balcony in Middle River.
The number is (410) 682-3871.

RNAL - Mi

Volume II-1992

If You Were Layed-Off Today,
What are the First 5-10 Steps
You Would Take?

Tips according to Marla Jones’
Class:

1. Collect ALBS (Allocated Layoff
Benefit Supplement).

2 Apply for unemployment
compensation.

3 Make dr’s appointments for
family (before health benefits
are terminated/delayed).

4 Job hunt.

5. Talk with creditors and make
arrangements for lower monthly
payments if necessary.

6. Apply for social service benefits
if necessary (note: you may be
eligible for solely medical
benefits).

7. Have fun!

From The Director’s
Corner
by D. McKusick

A number of students in the
WSEP have now prepared
themselves to enter Essex
Community College by completing
courses in the program, taking the
placement tests for the college, and
receiving advising about their
academic programs. When I am
speaking to students who would like
to enter Essex, I frequently get the
same question: “How do I know
what program to enter.” [ inevitably
end up telling them about my own
background. I began college
wanting to be a social worker, but [
changed my mind a year later and
chose to stud&English and
journalism. When I graduated
from college, 1 became employed
as assistant to a professor at a
college. Through this job, I became
interested in the field of education,
and | decided to get an advanced

employed at Essex initially as a
Reading Professor, but my current
job enables me to do all the things |
love - working with the English
language, teaching, and most of all,
nelping other people!

Statistics show that almost fifty
rcent of the students entering
ssex are undecided about what to
study. Is this a problem? No, in fact
some would look at it as an
advantage. Students who are not
yet committed to a major can
explore their own strengths,
weaknesses and interests by
selecting courses from different
fields. Of course this should be
done with the help of an advisor so
that all courses will count towards a
degree. Remember also that your
formal coursework is only part of
your education. Your life
experience and job experiences will
add insight, as you take your
courses, helping you get a ciearer
vision of your academic future.

If you are interested in college,
or you know of others at Martin’s
who may be, please come to the
WSEP office to have a chat with
Catherine Griffiths about how to get
started, including information
about advisement, financial aide
and placement tests. We'd love to
have you at Essex!

Classes Improve Self-Esteem
by C. Griffiths

Forty-two students from WSEP
responded to a self-assessment
inventory which was distributed in
December of 1991.

The following results prove that
WSEP participants feel that there
are professional as well as personal
benefits from participating in the

program.

Self-esteem improved:
Definitely - 23 (55%)
Semewhat - 19 (45%)

Improved ability in the use of
computers:

Definitely - 10 (24%)
Somewhat - 30 (71%)

degree in Readj'r}g. I becamc 49




Student Response they still wanted to stay, | would tell

. by E. Mandlen them, “You must be a U.S, citizen
for at least one year or more in

Question: 1f you were contacted order to be accepted here. You
by beings from outer space who must have a good education in
wanted to live on earth, what is the order to get a good job to survive
most important advice you could here on earth.
give them to help them survive by Joe
here?

Responses: First of all, I myself do
not believe in outer space beings.
But, if there were outer space
beings, I would tell them that the
best thing for them to do is to stay
home or to find some place else to
live. This would be the most
important advice I could give the,
because as far as surviving here on
this earth today they can forget it.
Mankind is barely surviving here.
by Linda

If I were contacted by beings |
would tell them that they have to go
to school to learn how to speak,
read, and write. So that, when they
graduate from high school, they can
get jobs and live comfortably on
earth.

by Michael

. The beings from outer space
wanted to live on earth. First, they

wondered if it would be easy or hard
to survive here. It would depend on
what the earth is like. Is life more
expensive on earth? Is there
inflation? Are the jails
overcrowded? Are the people using
drugs? Are they killing one another
and are the hospitals full? The Lord
would be the best help for survival
on this earth where there is a one
way ticket back to heaven.

by Cynthia

If I were contacted by beings from
outer space who wanted to live on
earth, | guess the only advice that I
would give them is to live, try to deal
with the enemy and the crazy, wild
world, and %o hang with good
pevople.

by Barbara

If I were approached by beings
from outer space who wanted to live
on this earth, the first thing I would
say is, “How do you srcak?” Ifl
didn’t get an answer, | would point
my finger in ‘he direction from
‘ which they came and try to say, “Go
home. You cannot survive here.” If
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WORKPLACE SKILLS ENHANCEMENT PROGRAM

G.E.D. GRADUATION CEREMONY

Reception  6:00-6:30 p.m. - “E” building lobby
hors d’'oevvres

CERTIFICATE CEREMONY

WEICOMIE ..o Nate Tatum
Introduction of SPeakers ...........cccoimmmimneresrnsscoeeeeeeesecoeere s, Catherine Griffiths
*Essex Community College ............... D. Slowinski
*Martin Marietta ........cooovveeeeceerererinns ]. McAtee
“Local UAW 738 ..o, D. Reed
*Advisory Board Representative ........ D. Ehrlich
Presentation of Certificates ........comveineevieonseoscosossioossenseoe e, Nate Tatum

Catherine Griffiths

ClOSING REMATKS ..oovvrvereiriviectecis sttt Donna McKusick




WORKPLACE SKILLS ENHANCEMENT PROGRAM

@ RETENTION PROCEDURES

The grant stipulates that we should have a 70% retention rate for
enrollment. So that means that we need to follow-up on absences and
attendance.

The following procedures should be followed if a student is absence 2 or
more times in a row or if a s udent has missed 4 classes.

-On the absentee form write the required information.

-Our office will call the student and inquire as to his/her return to
class.

ABSENTEE FOLLOW-UP

Name of Student
. Date

Dept. #

Phone Number

Class Instructor
Dates Absent

ABSENTEE SLIP

NAME:

DATE:

DEPT. #/BADGE #:

CLASS:

DAYS ABSENT:

’ REASON:
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iV. PROGRAM ADMINISTRATION: ASSESSMENT, PLACEMENT,
COUNSELING

Program administration included briefing, testing, counseling, class placement,
follow-up counseling, pre-testing and post-testing, and exit counseling. These
essential tasks provided the foundation for the delivery of educational services to the
participants in the Worknlace Skills Enhancement Program.

Of all the administrative duties, counseling stands out as both the most time-
consuming but the most essential to learner progress and retention. Counseling
provided an information channel from learner to instructor through the counselor or the
coordinator. Our adult learners responded to personal attention by staying motivated
to reenroll.

Budget administration focused mainly on purchasing high-quality, adult
education materials, and this included the effort of the entire staff. Videos, software,
workbooks, workplace-related materials were purchased to provided a wide selection
of instructional materials from which instructors and learners could choose.

Other administrative duties included advisory board meetings, working
committee meetings, site visits, class attendance checks, and problem solving when
learners phoned the office with difficulties or complaints.
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TESTING/ASSESSMENT AND COUNSELING/PLACEMENT

To establish class enrollment the Workplace Skills Enhancement Program
began assessment testing in May at both the Gien Burnie and Middie River plants.
The roster of persons to be tested was drawn up from employees who indicated an

interest in classes, students from the previous classes and any person who requested
testing.

initial Assessment To Begin The Program

Scheduling the Test

The process for scheduling the assessment tests was decided by the Working
Committee at each site. At Glen Burnie the secretary in Human Resources notified the
employees and their supervisors of the testing day, Jate, and time. Groups of ten were
scheduled three times a day for a week from 8 -10 a.m., 10: 30 - 12:30 p.m., and 1:30 -
3:30 p.m.. A total of 192 employees were tested initially at Glen Burnie.

At Middle River the WSEP secretary notified employees and their supervisors
about the test appointment. Groups of 15 were scheduled morning and afternoon. A
total of 92 employees were tested initially at Middle River.

The Assessment Tests

The CASAS Workplace Appraisal, Form 200 was used io measure reading
skills, and Form 75 was used to measure math skills.

Administering the Test

The WSEP Program Coordinator and the Academic Support Counselor shared
the responsibility for administering the assessment tests. The administrator briefly
conversed with the group and asked the wotkers to fill out forms necessary for
counseling, follow up, and WSEP record keeping: the Student Data Sheet, Name,
Address, and Education sections on the Individualized Education Plan, and
information on the answer sheets. After the employees finished filling out the forms,
the administrator briefly discussed the test procedures, test taking skills, and test
directions. The Reading and Math tests were given in the same session. No time limit
was set for either test, but the maximum time allotted for both tests was 2 hours.

Scoring the Test
The Academic Support Counselor made a transparent cverlay answer sheet for

quick and easy scoring. Incorrect answers were circled on the accompanying itemized
sheets for reading and math and not on the answer sheet itself. This method
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Scoring the Test (continued)

eliminated the need to move the overlay to mark incorrect answers on the answer
sheet .

Pilacement

The Academic Support Counselor analyzed all the test scores before the
counseling began and loosely defined classes. To analyze the scores for class
determination the counselor listed all the scale test scores for reading and math
from the lowest to highest. Those scores which fell between 200 - 220 were grouped
as Class | (grades O - 4), and those scores which fell between 220 - 230 were grouped
as Class Il (grades 5 - 8). Scores above 230 where no high school diploma was
indicated were grouped in Class Il (GED), and scores above 230 where a high school
diploma was indicated were grouped as Class IV (Problem Solving in the Workplace).
When there was a discrepancy between the math and reading scores, employees
were usually placed according to their reading score. In the actual counseling
interview the following factors were considered before finalizing the class placement:
educational background, educational goals, clustering of incorrect answers (especially

in math) on the itemized appraisal sheets, and other variables which became apparent
in the interview process.

Initial Counseling

For the initial counseling and placement, employees were scheduied for a
appointments in June, 1991. Each interview was limited to 15 minutes. At the
beginning of the interview the counselor explained the employee’s test scores using
the itemizzd sheets and the math worksheets. Subsequently the counselor asked the
employee to describe job skills and duties, learning strengths and areas which
needed improvement. Finally educational goals and placement were discussed.
Once this information was completed on the Individualized Education Plan form, the
counselor signed it and gave it to the employee to read and sign. A copy of the IEP
was given to the employee. Because of the large number of employees to be
counseled at both sites, the program coordinator and teachers in addition to the
academic support counselor were enlisted to facilitate the counseling.

Assessment and Counseling During the Semesters
After the program was started, ongoing testing was held the first Friday of the

month. The tests were scored as soon as an employee finished, and the employee
was counseled before returning to the work site.
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Practical Application of Assessment and Counseling in the Ciassroom

In the first and second semesters instructors received a packet with information
concerning each learner in their class. For each learner the packet contained the level
and form of the CASAS FPre test , a copy of their Individualized Education Plan, and
a Class Profile compiled from the itemized appraisal sheets for the Assessment tests.

By the third and fourth semesters the need for these packets diminished,
because many of the learners were continuing from the previous semesters.
information packets were provided for new entrants into the program.

Pre And Post Testing To Track Student Progress

Classes | and il

Each instructor administered and scored the CASAS pre and post tests for
classes | and ll. In the first semester basic skills students were given CASAS reading
and math tests to establish a pre test score, and at the end of the 12 weeks they were
given a CASAS reading and math post test. Even though the CASAS was
administered after only 42 - 46 hours of instruction, the scores of many students
demonstrated some progress progress. Both the pre and post testing took two classes
periods each, one class period for reading and one class period for math.

In subsequent semesters the post test scores for those learners continuing in
the program became the pre test scores for the next semester. In other words
continuing learners were CASAS tested once at the end of the semester. Therefore,
participants who attended all four semesters were tested after every 42 - 46 hours. We
felt that it was important to test at each semester, so that we would not lose data on
progress due to layoff or the decision not to continue in the program.

If an employee entered the program in the second semester, the employee
would be pre tested during the second and third classes then post tested in the tenth
and eleventh classes. |f that employee continued into the third semester, the post test
scores would become Pre test scores for the new semester. The participant would be
CASAS tested only once at the end of the semester.

CLASSES Illl AND IV

The GED practice tests were used for assessment in the Class Ill. In Class IV
Problem-Solving, instructors designed an individualized education program for each
person. For Class IV, for pre-assessment, instructors used a Needs Assessment and
Interview form to determine instructional requirements. For post-assessment,
instructors designed teacher- made tests and portfolio evaluation to gauge learner
progress.




Ongoing Counseling
Interim Counseling

At the mid-point in the first semester, the Academic Support Counselor
scheduled appointments with the participants. The In-progress interview allowed the
counselor and the learner to evaluate the progress of the IEP and make any necessary
modifications.

During the following semesters due to production time constraints, it was
determined that interim interviews should be done only with participants who
requested counseling, with participants who missed more than four classes, or with
participants who desired to withdraw from the program before the end of the semester.
To minimize the time the worker spent away from the work site, some interviews were
conducted via the telephone and documented by filling out an Interim-Exit Reponrt.

Contact with the counselor, instructor, or coordinator was a motivating factor in
participants staying in or returning to the program. This procedure accounted for the
program’s high retention rate by providing a means of support and encouragement to
learners.

Exit Counseling

Faculty had to inform the counselor or coordinator of absenteeism. If the
participant stopped attending classes without formally withdrawing, the counselor
contacted the student to find out why. The reasons were documented on the Interim-
Exit Report. At the end of the semester if any participants said that they were not
continuing in the next semester, the individuals' instructor reported the reasons on the
Interim-Exit form. Communication between coordinator, counselor, and faculty was a
vital key to success in enroliment, registration, and retention.




WORKPLACE SKILLS ENHANCEMENT
INDIVIDUALIZED EDUCATION PLAN

Date Form

ABLE

Raw Score

Kile

Placement

OTHER SCORES

EDUCATIONAL BACKC.RQUND
1-6:

7-12:

Other:

WORK HISTORY
Job Title Date

Duiies/Skills

SELE-ASSESSMENT
STRENGTHS

AREAS WHICH NEED INMPROVEMENT

EDU ON.

LONG TERM

SHHORT TERM

IMMEDIATE STEPS

SSAIPPY

Jaquiny suouq

1pqunN S °§

'.’ understand that the information contained on this form is strictly confidential and available only to the employee and 10 Essex

Community College personnel,

Emnployce's Signature

Counselor's Signature
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WORKPLACE SKILLS ENHANCEMENT PROGRAM

IEP INTERIM AND EXIT REPORT

BADGE #
DEPT. #
EXT.#
SUPERVISOR
Name
SIX WEEK INTERIM DATE
EPEVALUATION
1]
EP MODIFICATION
EMPLOYEE'S SIGNATURE COUNSELOR'S SIGNATURE
‘momwu FROM CLASS DaTe
“SONS FOR WITHDRAWAL
BESQLUTION
EMPLOYEE'S SIGNATURE COUNSELOR'S SIGNATURE
TWELVE WEEK EXIT INTERVIEW DATE
ATION
EDUCATIONAL GOALS
MMEDIATE STEPS
EMPLOYEE'S SIGNATURE COUNSELOR'S SIGNATURE
E l{ll (e coniained vn this form 15 sinctly conhidenbal and avalable oy lo the s4Bioyee and 1o Essex Communiy Coliege.
_ 48 e
e O

IToxt Provided by ERI




WORKPLACE SKILLS ENHANCEMENT PROGRAM

ABSENTEE POLICY

DIRECTIONS: Read the following items and ask questions freely. After you
read this list, please sign it and return it to the instructor.

1. Learning occurs through exposure to a topic over a long period of
time. It is important to understand why an absentee policy is
necessary. You will be expected to attend every class in order to
get the maximum benefit.

2. However, life brings emergencies, ilinesses, and work-reiated
schedule conflicts. When you need to be absent, pick up an absentee
slip, fill it out, and give it to your instructor.

‘ 3. No student will be allowed to miss more than four classes or four
employee donated hours.

4 Please notify the WSEP Office at extention 3871 and your instructor
when you experience a schedule change or a vacation.

S. If you attend work and do not attend class, you will be expected to
work according to your regular schedule. |

6. The WSEP COMMITTEE will help to monitor and assist students with
any conflicts of schedules or interests. (See names listed on the
board.)

7. If you foresee any problems with your attendance, talk it over with
the instructor.

Ll T I T T . T T T T T T T e U UL U Uy

I read the above information and understand the reason for the Absentee Policy.

. SIGNATURE: DATE:
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SURVEY OF LEARNER NEEDS

Please survey vour class so that we can meet the end of the session

- needs of participants. Be sure to follow-up on those who are

absent by telephoning them at work or at home.

CONTINUING FINISHING NEEDS COUNSELING

If students are continuing in the program, list in which class they
will be placed in: Class I, II, GED, or IV under their name. Iu
order to do well in Class IV and GED, learners should know math up
to fractions and be reading independently on a 9th grade level.

If students are ending thelir participation in the program, write
the method of evaluation used to determine their progress (Casas,
Job Book, or Instructor-Made Test).

If a student needs counseling, briefly 1identify their need,
question or concern.

FPlease return to my mailbox no later than August 8th. This 1is
escential information. Enrollment and class size will be Impacted
by this information.
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V. Hiring and Training Faculty and Staff
Hiring

In hiring faculty and staff, several important principles were significant.
Affirmative action guidelines governed the hiring of all employees for the program.
Also, it was important to communicate to applicants how being housed in a high
security workplace required adjustments to company policies and procedures.

Program administrators and faculty were chosen by search committees which
had representation from the English, Reading and Math departments at Essex
community college. The committees looked for candidates who not only had
competency in their fields and experience in working with adults, but who could adapt
their skills to a non-traditional educational setting.

Because faculty was hired on yearly part-time contracts rather than on a course
by course basis, they were able to be involve with curriculum and staff development
activities at theboth the beginning of the grant and between sessions. In addition,
faculty pay included time for class preparation, enabling the program coordinator to
coliect weekly iesson plans to guarantee that the workplace connectrion was being
made in all lessons.

The program secretary, who worked part-time, was chosen for her abilty assist
the program coordinator and counselor within a flexible work setting. She kept careful
records in files and on a database in order to report information, organize attendance
records and complete mailings. Her excellent oral and written communication skills
were an asset when she interacted with company and college officials, faculty,
learners, and workplace supervisors. Courtesy and efficiency were important,
because she was very often the first contact to the program.

(See job descriptions which foliow.)
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Faculty Training and Development

In the beginning of the program, three days were devoted to faculty orientation
which included the following activities: introductions to Martin Maric*ta staff in
Production Technology Training, an orientation and a tour by the Martin Project Co-
Director, a review of the faculty handbook, introductions to the advisory board,
badging, Casas orientation by the Academic Counselor, orientation to the second site
with a tour of the plant; a discussion of the curriculum and a review of books, software,
and catalogues for ordering new materials. At the end of this third day of orientation,
an evaluation (see form which follows) was given and the initial criticism was ,"There
isn't enough time.” A fourth day was added so that faculty could pursue topics of
greatest need or interest to them.

A handbook was prepared before the faculty came on board which contained
the most critical information (see table of contents which follows). " his manual
contained retention practices, phone numbers for emergency purposes and for
communication practices, a general curriculum which contained a compendium of
identified skills which are important in the workplace, and special policies that the

company published in the form of brochures and memos. The handbook provided an
important resource for the new faculty.

Monthly faculty meetings provided continual workplace literacy training. The
program coordinator presented topics on workplace literacy and articles by such
experts as Tom Stitch and Jorie Phillippi. These meeting also provided essential
faculty feedback on problems, concerns, and questions that arise naturally when
education professionals are thrust into a manufacturing environment. See a typical
faculty meeting agenda which follows.

Resource materials were plentiful and faculty sampled a variety of books and
software. Faculty borrowed catalogues and always had the option of ordering new
materials for their learners. Instructors were given many workplace documents such
as memos, manufacturing process plans and policy brochures, from which to plan
lessons. Inthe week between sessions, instructors spent their working hours
developing curriculum or writing workplace related lesson plans.

On-going faculty training activities included attendance at professional
development conferences such as: The Maryland State Department of Education’s
Professional Development Institute in the spring and fall, [Future Workforce Conference
in the fall of 1991, the Maryland Adult and Continuing Community Education
Conference in spring of 1992, and the Developmental Education Association of
Maryland Conference in spring of 1992. Attendance was voluntary, and every
instructor participated in each. Participation in these local conferences was strong,
because instructor: were able to choose the workshops they had an interest in and
their conference fees were paid by the college.
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On-going communication and interaction were also encouraged by telephones
in classrooms, weekly memos, and informal class visits by the Essex Project Co-
director, Program Coordinator, and Academic Counselor. A supportive, encouraging
learning environment needed to exist for the entire staff, so that that same kind of
environment could find its way into the workplace classroom.

Learning about the partners and their values and expectations helped to
promote a program sensitive to the needs of the diverse cultures both within the
conference room and within the classroom. The Workplace Skills Enhancement
Program was a learning experience for everyone involved. Our attitude reflected that
of a researcher: we were here to observe and to learn, and as we learned, we applied
it to the world of work.
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Job Description

Jab Title: Workplace Literacy Project Co-Directors
General Function: To serve as administrative liasons between Martin

Marietta Workplace Literacy Program, Martin Marietta, ang Essex Community
Q allege. Responsible for general program supervision.

F>osition Requirements: Masters! degree in Education or related field
required, as well as experience in administering a literacy, adult basic
education or developmental/remedial Program. Knowledge and experience in
a.ssessment, adult education instruction and learning laboratories. Good
Communication and organizational skills.

§pecific Functions:

Using established Search pProcedures, is responsible for the selection
and hiring of all Program personnel

Participates on the Advisory Committee in overseeing all aspects of
‘ brogram, including assessment, Placement, counseling, support -

grant proposal

Supervises program coordinator for both instruction and program
administration

Aids program coordinator in the supervision of other staff members

| Approves budget requests and monitors budget
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Job Description

Position: Workplace Literacy Program Coordinator
<§upervisor: Workplace Literacy Project Director

General Function

Serves as full-time administrator on-site for Martin Marietta
V%rkplace Literacy Program. Responsible for managing program components,
such as assessment, placement, counseling and course offerings. Instructs

courses within the program.

Fbsition Requirements

Bachelor's degree required, Master's degree preferred, in Education
or related field. Minimum of two yers experience in teaching basic
reading and math skills to adolescents and/or communication and
’~ganizational skills with ability to independently administer a program

‘o.nc highly desirable.

.Spe,cific Tasks

-Supervises program secretary
Supervises academic support counselor and part-time staff
Works with Martin Marietta Production Technology Training Staff
to schedule assessment sessions
Assists in the administration of assessment tests, interpretation
of results and placement of students '
Develops curriculum
Coordinates and schedules class inst>uction for all courses
‘Instructs literacy classes four to ten hours per week
Consults and assists with academic support counselor in preparing
~ individualized education plans
Monitors purchasing and use of supplies and instructional materials
Works with project director on program evaluation
Works with secretary to develop a data base of program participants
Serves as a member of the Advisory Committee
Assists in instruction, as ne=ded
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Job Description

Fésition: Academic Support Counselor

Jhpervisor: Workplace Literacy Program Coordinator

General Function

Full-time position pProviding assessment, counseling, support, and
academic assistance to students in the Martin Marietta Workplace Literacy
program. Responsible for overseeing the daily operation of the learning
ptecess.  Conducts individualized and group counseling to help rarticipants

velop educational goals and individualized educational plans. Assists
pregram coordinator in assessment and placement.

?Bsition Requirements

Bachelor's degree required, Master's preferred, in Education or
re lated field, with two years experience providing zcademic support to
ndolescents and/or adults. Background in educational counseling and
Tutoring highly desirable. Strong personal communication skills and
Cwﬂanizational skills are required.

Specific Tac<s
Administers assessment tests to small groups of workers

Interprets assessment results to workers and Places them in
appropriate courses

Develops Individualized Education Plan with each worker and uses
Plan in individual counseling

Presents group sessions within classes on motivation, gnal-setting,
time scheduling, study habits, and career planning

Operates the learning lab by assisting student in using materials,
grading exercises, monitoring progress with materials, and tutoring

Supervises lab monitors provided by union

‘ Assists in instruction, as needed
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ESSEX PLEASE POST
COMMUNITY

COLLEGE
Baltimore County, Maryland 21237

NOTICE OF PROFESSIONAL STAFF OPENING

Education

WORKPLACE LITERACY
INSTRUCTORS
Part-Time -

' Immediate opening for part-time assignments to teach workplace
. literacy and adult basic education courses at Martin Marietta
‘ ‘ plants in Middle River and Glen Burnie, MD. Bachelor's degree,
two years experience teaching workplace literacy, ABE, GED, or
remedial/developmental education, competency in basic reading
and/oxr mathematics instruction with facility working with
adults, and ability to address various learning styles and
aptitudes, use a variety of instructional techniques, including
CAI, and work in non-traditional educational settings required.
Master's in reading, English, Education, or related field
preferred. Twelve month assignment, with continuation contingent
upon successful performance and continued grant funding. Apply
with cover letter and resume by April 8: Catherine Griffin,
program coordinator, Workplace Skills Enhancement, Office of
Developmental Education, ESSEX COMMUNITY COLLEGE, 7201 Rossville
Boulevard, Baltimore County, Maryland 21237.

Essex Community College is committed to Affirmative Action
and Equal Opportunity

DISTRIBUTED:
March 18

1991
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Jeb Description

(%Dsition: Workplace Literacy Instructors

Supervisor: Workplace Literacy Program Coordinator

(General Function

. Part-time positions responsible for curriculum development and
‘"istruction in GED preparation and Adult Basic Education courses.

Rosition Requirements

Bachelor's degree required, Master's preferred, in English, Education
or related field. Two Years experience teaching workplace literacy, ABE,
or remedial/developmental education required. Competency in basic

re¢ading and/or math instruction with facility in working with adults
required. Ability to use a variety of pedagogical techniques in providing
m¢¥truction.

.%f:ific Functions

Participates in curriculum development for courses within the program

Prepares lesson plans, text assignments and periodic evaluation for
students

Teaches Workplace Literacy, Practical Work Applications and/or GED
classes, using a variety of pedagogical techniques

Assists in interpretation of assessment results and I.E.P. interviews
Assists in program evaluation

Assigns learning laboratory activities to students
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—Job Description

fbsition: Workplace Literacy Secretary

\Sﬁpervisor: Workplace Literacy Coordinator

ééneral Function:

Half-time position tc assist in clerical duties for the Martin
Wbrietta Workplace Literacy Program.

Position Requirements:

High school graduate or equivalent with two years of clerical
€Xperience. Ability to typre 40 WPM accurately. Knowledge of basic office
machines and experiernce with word pProcessing and database. Good
organizational skills, strong verbal and written communication skills, and
Ability to work independently. .

Specific Tasks
v

‘ID Answers the telephone and Seérves as program receptionist
Types all correspondence and reports
. Assists in the maintenance of computerized student database
Prepares purchase requisitions and handles supplies
Answers student inquiries concerning program

Assists in arrangement of details concerning assessment, course
scheduling and textbook distribution

Maintains filing system
Operates copy machine
Performs other duties as assigned by coordinator

Types and duplicates instructional materials
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WORKPLACE SKILLS ENHANCEMENT PROGRAM
FACULTY HANDBOOK

TABLE OF CONTENTS

|. AGENDA ’

ll. JOB DESCRIPTION: ROLES AND RESPONSIBILITIES
lil. WELCOME

IV. PROGRAM PHILOSOPHY
V. PROGRAM GOALS

VI. WORKPLACE SKILLS ENHANCEMENT CURRICULUM
PROBLEM SOLVING/PROBLEM FINDING

¢ THE FIRST CLASS
NEEDS ASSESSMENT
LISTENING SKILLS

VIl. RETENTION POLICY
FACTORS THAT INFLUENCE RETENTION

Vili. PROFESSIONAL DEVELOPMENT
OUTLINE

LEARNER EVALUATION FORM
MONTHLY EVALUATION FORM
INSTRUCTOR'S CREED

COORDINATOR'S INFORMAL £VALUATION FORM
LEARNING STYLES ASSESSMENT (6 HANDOUTS)

IX. ABSENTEE POLICIES

LEARNER
INSTRUCTOR
X. DIRECTORY
‘ Xl.  MARTIN MARIETTA POLICIES/PROCEDURES
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SAMPLE FACULTY MEETING AGENDA

TIME:
DATE:
MEMBERS:

1. FACULTY ADDITIONS TO AGENDA (problems, questions, concerns, etc.)

2. THE WORKPLACE CONNECTION

3. VOCABULARY/CURRICULUM RESOQURCES

4. RECRUITMENT/ATTENDANCE

5. SPECIAL PROFESSIONAL DEVELOPMENT OPPORTUNITIES

6. LESSON SHARING/OPEN DISCUSSION
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VI. Formative Evaluation Procedures

Evaluation was intended to provide information to improve the delivery of
education setrvices to the learner and the company. We used a variety of tools to
assess student outcomes, to measure instructor effectiveness and to determine the

value of the program to the company. in addition, an external evaluator visited the
program on-site and prepared a report.

Student Achievement

Academic outcomes were examined every semester through the comparison of
CASAS pre and post test scores. In addition, learners completed pre and post self-
esteem surveys every semester to determine if they felt that they had achieved gained
in communication, self-esteem, computer usage, or confidence as workers. Scores
from both of these instruments were logged onto the computer data base, and gains
were tallied and summarized every semester. Finally, all instructors were required to

collect and record anecdotal evidence of student growth, in order for us to gain a more
hoistic view of student success.

Instruction

Because the instructional program developed over time, and faculty needed the

‘ opportunity to adjust to the manufacturing environment, instructor evaluations began
on an informal basis with the Essex Project Co-Director and the program coordinator
visiting classrooms and holding conferences. No formal, written documentation of
these visits was done the first semester. In order to facilitate the program becoming a
workplace literacy program, major emphasis was placed on what we called “THE
WORKPLACE CCNNECTION.” By this, we meant that workers and instructors needed
to talk abour how basic skills relate to accurate and efficient performance on the job.
This “WORKPLACE CONNECTION" also gave the instructors some flexibility because
each worker had a different job. Instructors and students provided packets of
documents to to use for special instruction in class. For example, a micrometer might
be brought to class to review special measurement practices associated with
determining accuracy of drilling for rivets or the precise thickness of a piece of metal. It
was in this initial phase of the program that instructors acquired the habit of conducting
individual student interviews and working with their classes both individually and in
small groups around the concept of “THE WORKPLACE CONNECTION.”

We observed in our initial evaluation visits that instructors needed suggestions
about how to manage some of the workplace factors that affected their class structure.
For example, as is common in many workplace literacy programs, we experienced
staggered entrance and exit of learners. Through informal evaluation conferences
and follow-up memos, we offered instructors a cadre of ideas for classroom

management and instructional practices to meet the particular needs of the learners in
. a flexible way.
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Formal evaluations began in the second sessicn and continued every session.
The evaluation forms were shared with the instructors so instrucors would know what -
to expect. Much of the stress which characterizes evaluation was dispelled by
conferences in which the teachers were encouraged to discuss and evaluate their own
lessons.

Instructors themselves conducted informal evaluations at the mid-point of the
the session in order to identify emerging educational needs of learners. The college
also administered a formal evaluation at the end of each class to determine instructor
and course effectiveness.

Value of Program to Company

The Martin Marietta Project Co-director worked closely with Essex staff to
develop a survey, to be distributed to the supervisers of all participants to measure
perceptions of workers’ attendance, punctuality, work habits, work attitudes and safety.
This survey was distributed at the end of the third, fourth and fifth seesions.
Unfortunately, because of the normal shift of workers and supervisors from job to job
within the compzny, it was impossible to obtain information about every participant in
the program. Nevertheless, almost seventy per cent of the surveys were returned by
the final semester, and the company was provided with valuable information about the
perceived usefuilness of the program to the supervisors on the floor.

In addition to the supervisor survey, a Data Tracking Team from Martin Marietta
consisting of manufacturing and quality management specialists met weekly to
determine a system to track productivity. By using Martin Marietta’s computer based
tracking system, performance of a small number of learners was examined over a
fifteen month interval. Unfortunately, we were not able to receive the results of this
study early enough to use it in a formative way to adjust curriculum; however, it
provided us with an interesting picture of performance effect. The model created by
Martin Marietta promises to be useful to other companies who are trying to measure
the effects of workplace literacy programs on productivity.
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NAME:

INITIAL SELF-ASSESSMENT INVENTORY FOR WSEP
PARTICIPANTS

Directions: Answer the questions so that we may compare your answers to the
inventory you will take when you complete the course.

1. I judge my self-esteem as
1. low
2. average
3. high

2. My ability to use computers can be rated:
1. low
2. average
3. high

3. I feel that my attitude toward my job is
1. poor

. 2. average
3. very good

4. My ability to learn new technology/tasks on the job is
1. fair
2. average
3. very good

5. My confidence as a learner , I rate as
1. fair
2. average
3. high




NAME:

FINAL SELF-ASSESSMENT INVENTORY FOR WSEP PARTICIPANTS

Directions: Answer the following questions so that we can determine how you have
benefited from the program.

1. My self-esteem has increased because of my participation in the program:
1. not at all
2. somewhat
3. definitely

2. Because of my exposure to computers, I feel that I can easily learn the new
programs/software that may be implemented on the job:

1. not at all

2. somewhat

3. definitely

3. Participating in WSEP has helped to improve my attitude about my job:

‘ 1. not at all

2. somewhat
3. definitely

4. Participating in WSEP has helped me to feel more confident as a worker:
1. not at all
2. somewhat
3. definitely

5. Participating in WSEP has helped me to feel more confident as a learner:
1. not at al!
2. somewhat
3. definitely

6. I feel that I have improved in my communications with coworkers and
supervisors.

1. not at all

2. somewhat

3. definitely

WHAT SKILLS OR INFORMATION FROM THE CLASS DIRECTLY AFFECTED
‘ YOUR PERFORMANCE ON THE JOB?
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WORKPLACE SKILLS ENHANCEMENT PROGRAM

EVALUATION

The instructor maintains attendance records for each student each day.
Often

Sometimes

Never

The instructor provides for a comfortable, well-lighted environment.
Yes
No

The instructor has written lesson plans for each class which show
a variety of instruction modes which can be adapted to a variety of
jearning styles and individual differences.

Yes

No

The instructor uses 30-50% of instructional time on CAl.
Yes
No

The instructors act as a guide/facilitator to the student’s learning.
Often

Sometimes

Never

A connection is made between the curriculum/lesson and the workplace.
Often

Sometimes

Never

The instructor asks open-ended questions or encourages the learner to
ask questions.

Often

Sometimes

Never




‘ WORKPLACE SKILLS ENHANCEMENT PROGRAM

Instructor Evaluation

Date: Instructor:
1. Classroom:

a. clean.

b.  well-lighted.

c. orderly.
2. Lesson:

a. well-written.

b. well-planned.

c. context related.

d. workplace related.

3. Learn-Centered Activities:
a. variety of activities which appeal to various learning styles.
b. learner generates questions.
c. learners collaborate with each other.
d. instructor asks open-ended questions.

‘ e. instructor invites questions.
f. instructor let’s learner’s response take precedence over instructor’s
response.

g CAIis used.
h. think-pair-share and group work are used often.

4. Non Traditional Learning:
a. worksheets with drill and practice are not used often.
b. learners bring problems from real life to class.
c. lecture and the presentational style is not used often.
d. manipulative materials are used to make learning concrete.
e. workbooks are used only for homework.

5. Instructor:
a. personable and open to learner suggestions.
b. punctual/stays in class w/learners.
c. acts.s a facilitator /guide.
d. giv~s individual attention to learners.
e. creates an atmosphere of learning.
f. promotes “learning to learn” rather than learning the facts.
g promotes learning strategies rather than mastery of the facts.
h. promotes critical thinking activities or “thinking about thinking”

‘ (metacognition).
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i.

j-

learner and instructor communicate freely.
instructor creates a supportive learning environment.

6. Administrative:
a. instructor completes paperwork on time and turns it in to the office.
b. keeps coordinator well informed of any problems involving learner
attendance or behavior.
c. can accept constructive criticism from administrators.
d. complies with turning in context related lesson plans weekly.
e. keeps program and participant information confidential.
f. discusses any change in hours with coordinator.
g. discusses conflict in a mature manner.
h. arrives on time to meetings.
i. responds to memoes with questions or communication.

Comments of Evaluator:

Cominents of Instructor:

Signature of Instructor:

Signature of Evaluator: *
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ESSEX COMMUNITY COLLEGE

‘ OFFICE OF CONTINUING EDUCATION
NSTRUCTOR'S NAME TITLE OF COURSE
ATE OF THIS EVALUATION . DATES OF COURSE

NON-CREDIT COURSE EVALUATION FORM

lease rate the following statements as honestly as possible. Put a check by the
nswer which most accurately expresses your thoughts.

1. THIS COURSE WAS:

Very interesting
Usually interesting
Slightly interesting
Not interesting at all

2. THE INSTRUCTOR'S PRESENTATIONS WERE:

Excellent
Good
Fair
Poor

3. THE LEVEL OF INSTRUCTION IN THIS COURSE WAS:

‘ Much too high

About right, reasonably challenging
Too low to challenge me
Much too elementary

i

4. THE INSTRUCTOR WAS PREPARED FOR CLASS:

Always

Almost Always
Sometimes
Almost never

i

5. THE INSTRUCTOR'S ATTITUDE TOWARD STUDENTS WAS:

Very helpful/available

Reasonably helpful/available

Only occasionally helpful/available
Never helpful/available

6. MY PERSONAL EXPECTATIONS FOR THIS CLASS WERE:

Exceeded

Achieved
Reasonably achieved
Not achieved

il

‘ 7. WOULD YOU TAKE ANOTHER COURSE FROM THIS INSTRUCTOR? YES NO

8. WOULD YOU TAKE ANOTHER COURSE IN THIS SUBJECT AREA? YES NO
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STUDENT EVALUATION
CONTINUED

PLEASE SHARE YOUR THOUGHTS WITH US ON THE FOLLOWING QUESTIONS.

1. WHY DID YOU TAKE THIS COURSE?

Job requirement/certification requirement
To learn new skills useful in job
Percsonal enrichment

Other

2. WHAT DID YOU LIKE BEST ABOUT THE COURSE?

3. WHAT DID YOU LIKE LEAST ABOUT THE COURSE?

4, WHAT CHANGES WOULD YOU SUGGEST TO IMPROVE THIS COURSE?

Increase length of course
Decrease length of course
More hands—on experience

Other

5. LIST ANY OTHER COURSES IN WHICH YOU WOULD BE INTERESTED.

NOTE: This evaluation should be combined with others from the
class and placed in an envelope which is to be sealad and
given to th:: instructor. The instructor wiil be respon-—
sible for returning the sealed envelope to the Office of
Continuing Education. Please note that the instructor will
not have access to individual forms but will receive a
copy of a summary for the class upon complction of the
course.
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P
1. Use pencil or pen.
2. Circle the appropriate letter for each question.
Strongly Agree Strongly Disagree
l. The information arnd/or skills presented a b c d e
in this course are valuable.
2. The class is meeting my needs. a b c d e
3. 1 feel free to ask questions and make a b c d e
suggestions.
4. I would recommend this course to others. a b c d e
5. The purpose or objectives of the course a b c d e -
were made clear. GT
"6. The books and/or materials used in this a b c d e
course are appropriate. ‘
(Answer #6 only if applicable. )
7. The overall quality of this course is a b c d e

Additional comments:

Instruccor Course

Center Date

The adult education staff is interested in your reaction to this course. Therefore,
we are requesting that you complete the questionnaire by following the instructions
below:

very good.

Additional courses you would like to see offered (If you know qualified instructors,
please include names, addresses, and phone numbers.):

Note: This form is available from vour ad@bt center principal.

O

Your cooperation in completing this form is appreciated.

’
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WORKPLACE SKILLS ENHANCEMENT

PARTICIPANT SURVEY

Did you decide not to reenroll because
of the quality of instruction?

Did overtime keep you from participating
in the program?

Did you sense any discouragement from
supervisors about the time involved in
attending WSEP classes?

Did a co-worker’s negative attitude about
the program influence your decision not
to rejoin?

Do you feel that your morale affected your
decision not to reenrol?

Did threat of lay-off affect youf decision not

to reenroll in the p.ogram?

Did problems with childcare keep you from
reenrolling in the program?

Did time pressures from personal or family
reasons keep you from reenrolling in the
program?

Did medical reasons prevent you from re-
enrolling in the nrogram?

Did you feel that the facilities were
insufficient for the program operation?

Were the course offerings insufficient to
meet your needs?
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ESSEX COMMUNITY COLLEGE\MARTIN MARIETTA\UAW 738
PROGRAM EVALUATION REPORT OF
THE WORKPLACE SKILLS ENHANCEMENT PROGRAM

JUNE, 1992

SUBMITTED BY JOHN P. CREIGHTON, EXTERNAL EVALUATOR

77

gt




SECTION I — INTRODUCTION:

[ spent three intensive on-site davs (May 18-20, 1992)
interviewing staff members from UAW 738, Essex Community
College and Martin Marietta and a representative sample of
emp loyee proaram participants. Unbiased. neutral structured
questions were used in the interview process.

Prior to this time. I had met with Catherine Griffiths.
Program Coordinator, who thoroughly briefed me on the
elements and dynamics of the program. and provided me with
211 the appropriate program materials at her disposal.

This was a federally funded eighteen month "Workplace
Literacy"” grant sponsored program. Essex Community College
has had a ten vear record of providing educational servicesz
to Martin Marietta.

This report is a compilation of the results of these
processes. It includaes commendations,., recommendations.
observationz. findings and aralyses.

It 15 written in the past tense bescause the planning and
ztart-up process have been completed. S3ince the
instructional program is continuing. the use of the past
tense does not indicate otherwise.

SECTION II - COMMENDATIONS

A. ENROLLMENT ATTAINMENT

The arant proposal projected testing 1800 workersz =znd
enrolling s total of 400 workers from the two sites. As of
Mayv. 1992. 494 workers viere tested and 176 enrotied. Of
these enrollments. 101 registered once and 71 represented
multiple enrollments. As of July. there were 295
recgicstrations. The number tested as contrasted to the
number projected to be tested is entirely consistent with
the unanticipated 50% reduction in force which occurred.
The actuza’i enrollment is verv commendahle, aiven the 50%
downzizing tigure. Of the two projections. the number
errolled obviously iz the much more importart of the two.
The good enrollment results stem from the strong and
coordinated recruiting effort which waz nndertaken.

B. PROGRAM DEVELOPMENT AND IMPLEMENTATION
Despite the time constraints 'mpesed by the grart'z 90 dav

planning time limitation. this program waz carefully and
completely develop=d and implemented.
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The grant partners both contributed mightily to this
success. The result has been what I believe to be a
national exemplary model of workplace learning.

Not only were all the proposal elements in place, but also
many worthwhile components were developed which are, in
themselves, worthy of dissemination and replication.

While maintaining my obJectivity as an external evaluator, I
was hecessarily extraordinarily impressed. I found no
"chinks in the armor" of this program and am hard pressed to
offer any substantive recommendations for improvement.

The following commendations and recommendations narrative
categories are somewhat arbitrary in nature and could have

been artranged in other ways. Since the program's elements
form an integrated whole — a gestalt - they do not easily
lJend themselves to narrowly defined categories. In many

instances, both partners merit recognition.

C. RESPONSE, CONTRIBUTION AND ORGANIZATIONAL SUPPORT OF
MARTIN MARIETTA

Martin Marietta provided dedicated, clean, well equipped
classroom space, office space for the on—-site program
coordinator, shared time for the use of its computer based
education lab, workplace materials needed for instruction
and curriculum development (within security limitations),
and the use of its facilities such as the cafeterias.

When the need arose for additional computers for the
Learning Laboratory, Martin Marietta responded by
promptly providing them.

Participants were paid release time on a 50% time basis. A
significant portion of the company's Program Co-Director
time was given to this project. Motivational activities
1ike newsletter coverage and culminating ceremonies were
carried out. Tuition reimbursement for job-related courses

at Essex was provided when student workers tested out of
this program.

Availability of Computer Based Education Facility

Martin Mardietta's Production Technology Training
Department is commended for allowing the use of its
“Computer Based Education" facilities by WSEP
participants. This facility provided an excellent
complementary educational resource. Indeed, its Basic
Skills, GED and math software programs were welcome and
worthwhile educational resources for participating
employees.
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Perhaps of even greater significance was the development of
a company hierarchical structure and a commitment of
personnel to provide strong company support. Its effect was
to enable decisions to be made in a short turnaround time
and to impress upon the worker participants the company's
commitment to the program and to their interest in workplace
learning. The union was appropriately included 1in this
structure.

A key element in this process was the development of two
“"Working Committees". (I attended two of their meetings.)
These Working Committees were created expressly for this
program. They make their decisions on a group consensus
basis. They developed the employee presentation format, the
presentation system of delivery, and identified the target
group.

The first presentations were made to supervisors. Then
presentations were made to employees directly, primarily
through the use of key groups called "Performance
Measurement Teams"

Brochures were developed and distributed as part of the
recruitment process. With union assistance, a recruiting
video tape was made. This process was interactive with
Martin Mardietta taking the lead but with continuing
involvement from Essex Community College.

The Working Committee did a great deal of program planning.
They assisted with curriculum development by submitting the
job tasks of employees to the Piogram Coordinator.
Additionally, they assisted in locating appropriate company
class sites.

While putting together the recruitment presentation, the
group met weekly. Later, they began meeting on an average
of twice a month.

In my view, one of the key elements of the successful
program planning and development process was the
establishment of a program-specific Advisory Committee. Its
membership included high level company decision~makers who
had immediate authority to approve requests made by the
Working Committee. Communication lines were open in both
directions.

The Advisory Committee provided feedback to the Working
Committee. When a problem was +identified, the Working
Committee put it at the top of their agenda.

In 1like manner, the Working Committee often learned about
concerns of individual students by way of Tlearners
contacting one of 1its members or by students raising issues
with supervisors.
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This two committee process worked effectively in response to
grant requirements listed for the company partner. Issues

- were examined at top management level and brought to the
Working Committee for resolution. The Advisory Committee
recommended appropriate contact persons for issues
resolution. The Working Committee then determined the most
effective course of action. Upper management was always
involved through the Advisory Committee. They were needed
for final approval of some decisions.

D. PROGRAM PLANNING OF ESSEX COMMUNITY COLLEGE

The administrative needs of the program were carefully
thought through to provide sufficient support for staff and
students.

Clearly written specific Jjob descriptions were developed for
all positions:

There were two Project Co-Directors, one from the college
and one from the company. They were responsible for general
program oversight and served as administrative liaisons
among the college, the company and the union.

The Program Coordinator was the full time on-site
administrator. Her responsibilities included direct
day—-to—-day supervision, service as one of the instructors -
on a four to ten hour a week schedule - and membership on
the Working Committee at each of the two sites. She also
served on the Advisory Board and supervised the budget,
curriculum development, staff development activities and the
staff evaluation process.

The Academic Support Counselor worked full time. She
prepared IEP's, administered assessment tests, oversaw the
Learning Labs, provided workshops, and assisted with
instruction and with the on—-going counseling of +individual
students.

One half-time Program Secretary maintained the computerized
data base and performed typical secretarial tasks.

Hourly rate {instructors were involved {in curriculum
development, instruction, the evaluation of student
progress, and the assignment of students to Learning Lab
activities.

A well written, very specific needs assessment was
conducted. From this needs assessment, one overarching
program goal and ten eighteen months goals with measurable
objectives were developed.




Workplace literacy audits were conducted at both sites.

The audits included shadowing competent workers and
conducting interviews. CASAS Workplace Needs Analyses were
completed. Initially targeted for enrollment were
assemblers and assembler installers.

A written WSEP philosophy was developed. Instructors
demonstrated a good grasp of adult learning principles and
practices in their written responses to a series of
statements about how adults learn.

E. PROMOTION AND PUBLICITY

Excellent Workplace Skills Enhancement Program brochures
were developed and widely distributed. They properly listed
the program as, "A Martin Marietta, Essex Community College,
UAW Local 738 Career Development Partnership".

A prominent article, "Company Classrooms', which included a
section about the WSEP, was featured in Martin's March 25,
1982 dssue of +its "Star" newspaper.

The program developed, printed and distributed its own
newsletter, "The WSEP Journal". Editions were published for
both locations.

In addition to staff-written articles, student authored
articles were published.

Two other promotional activities were the develoment and use
of a video-tape, and a GED ceremony. This ceremony was a
source of great pride to those honored. It was given added
prestige by the attendance and support of high Tevel company
executives.

F. DATABASE DEVELOPMENT

Penny Jester and Donna McKusick are commended for having
developed and maintained a two part student information
database:

a) A student roster was developed and used which listed
first name, mailing address, company department
number, shift, age, sex, race, head of household
status, years with the company and Job title.
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b) The second section contained the following
additional information: supervisor's namz, whether
or not counseled, MAPP/CASAS pre—test reading and
math scores, SU91 reading and math pre—test scores
(where appropriately given), placement (if placed),
program status, post-test scores and point
differentials from pre—-test scores, further testing
results (after post—-testing), and further placement.
MAPP/CASAS gairs were summarized both in table and
bar graph forr t.

I found these gains to be exceptionally high when
contrasted with gains reported by the more
traditional ABE programs in Maryland. Perhaps the
nearly uniformly high MAPP/CASAS test scores (above C
Level) point to a need for higher level ability
assessment tools for these students.

G. INSTUCTIONAL DIVERSITY & INSTRUCTOR EFFECTIVENESS

Classes include Class I (lower level ABE); Class II (upper
level ABE); Practical Work Applications and GED Preparation
(both 9-12), and Introduction to Computers.

"Types of reading and writing on the Jjob differ
considerably from the literacy activities of students in
schools. The purposes and strategies involved +in student
reading and writing in school are often inappropriate and
ineffective in the workplace. Diversity characterizes
reading and writing in the workplace. Traditional
teaching... seems to have 1ittle transfer to the
workplace." ( Larry Mickulecky, Jeanne Ehlinger and Avis
L. Meenan, "Training For Job Literacy Demands: What
Research Applies to Practice”, Institute for the Study of
Adult Literacy, The Pennsylvania State University.)

I visited five different classes. Without exception I
found the quality of instruction and record keeping to be
outstanding.

Individual record folders ("portfolices") are maintained

for each student. They contain a Jointly developed
Individual Education Plan (IEP) which includes test

scores, educational background, work history, a
self-assessment of strengths and areas to improve upon;

and long term, short term goals and immediate steps to take
toward those goals. The IEP 1is s+igned by the student and
the counselor. At both six week and twelve week intervals,
an IEP interim interview is conducted and a student report
generated with report fcrms signed by the student and the
counselor.




Classes were available for the lower level students, for GED
abiiity learners, for higher level students not in need of a
high school diploma; and an Introduction to Computers for
all intsrested studentz. In particular, this course o
development is commendable since the company is moving to a
paperless system and computer Tliteracy is becoming an
essential Job requirement for workers at all levels.

During my class visitations, I verified records of IEP's,
writing samples, Job need assessments, GED Practice Test
scores, workplace-related charts, lesson plans and current
attendance records.

1 found, without exception, students hard at work and
extremely interested in their Tlearning tasks. The quality
of the teaching was exceptional. Instructors answer any and
all questions and go back over work when needed. They are
non—evaluative and non-Jjudgmental in responding to students.

The instructors created the proper adult learning climate,
individualized their lessons, developed and used workplace
materials, and were warm and caring yet professional.

Class I work dincludes a great emphasis on basic reading and
writing skills. Journal writing is an important element.

An initial self-assessment inventory 1is done and later, a
final self-assessment. A writing sample is taken to assess
composition and expression skills. Reading includes reading
through following written directions, and reading
"Manufacturing Process on Coating Metals" material. Also
involved are flow charts and accompanying explanations,
technical vocabulary development, and writing using the
computer.

Class II utilizes Learner Self-assessments and the

MAPP /CASAS testing program. Instruction includes
"Introduction to Technical Vocabulary in Context" (from
recertification tests); identifying technical information;
interpreting graphs, directions, and workplace texts; and
using the Macintosh Computer. Notebook organization 1is
taught. A form is used called, "What Skills Do You Need to
Do Your Job?". Worksite graphs are studied. Journals are
maintained. The company newsletter is used. Computer
practice is included.

Computer class student attendance times are staggered to

allow for optimum participation. A1l students can check out
materials from the "Learning Library".
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H. CURRICULUM DEVELOPMENT AND THE WORKPLACE CONNECTION

Written curricula were developed for all courses offered.
Both oral and written communication are included. The
unifying theme across curricula was what the program calls
"the workplace connection”", the practical application of
workplace materials used in the classroom.

Of special interest to me was the development and use of a
"Technical Vocabulary in Context” curriculum guide.
Vocabulary listings were developed from the company's
Generic Safety and Health Training course and from
certification and recertification tests.

Pre-tests, post—tests and instructional goals are included
in this package along with recommended resource materials.
Its name is somewhat of a misnomer since the guide goes well
beyond mere technical word definition. Included are a wide
array of lesson plan samples which provide instructors with
many varied ideas for presenting this material and measuring
learning.

This guide should be of particular interest to any other
workplace learning providers involved with the provision of
services to a high tech manufacturing company.

I reviewed all of these very comprehensive and excellently
written Curriculum Guides which have been developed for all
classes. They are used as 'process control" documents to
assure the workplace connection *n classrooms. Included is
a work improvement document, "Working Ideas Together™.

The “"Vocabulary for Ccmputers" document also goes beyond
mere vocabulary. Diskettes, software and data bases are
part of this package.

The "Technical Vocabulary'" section was developed using
Martin Marietta's "Glossary of Common Technical Terms"”

I. COUNSELING AND SUPPORTIVE SERVICES

This component is another workplace area which is exemplary
and merits replication by other programs. It is a major
contributing reason for the program's high retention rate.

A full-time Academic Support Counselor/Teacher 1is on site to
provide student support. Such a function, carried out by a
qualified staff person, is essential to the success of a
workplace learning program.




Elizabeth Mandlen 4is commended having helped to develop her
responsibilities and for allocating her time wisely to
ensure this support. (A portion of the following )
description comes from my interview with Ms. Mandlen.)

At the inception of the program, this position was weighted
80% counseling. It gradually shifted over time to its
present ratio of 20% counseling and 80% teaching. She now
teaches four days a week and has taught all four classes.

During the first week of recruitment alone, about 200
employees were tested at a designated area using the

MAPP /CASAS Assessmeni System. The Counselor shared test
results with individual students, assisted them in selecting
a class placement, and registered them. This process
continued throughout the term of the grant on a first Friday
of each month schedule.

The Counselor developed motivation, stress management,
career counseling and self—-esteem workshops, most of which
she has taught each semester. She met individually with
each student for placement and IEP preparation. She
conducted 1in-progress interviews after 6 weeks.

(oEnEmbLa s ¢
The Counselor was the primary editer of the WSEP Journal
Newsletter. She also administered the "Self-Directed
Search", checked ocut college offerings for students, and
recommended on campus counseling at Essex Community College.

J. PROGRAM STUDENT RETENTION

Program staff are commended for having +initiated retention
procedures which produced an extraordinary retention rate of
85%. Established procedures included completion of an
absentee form and a follow—up telephone call. The program's
extraordinarily high retention rate record is attributable
to the coordinated efforts of boith partners in reaching and
counseling abhsentees. In addition to the Program
Coordinator and the Academic Support Counselor, shop
stewards, supervisors, class members, and members of the
Working Committees all were instrumental in getting workers
back to class. Learning gains are a direct function of
regular attendance. Without this key attention to student
retention, academic progress would not have been so great.
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K. FORMATIVE EVALUATION THROUGH SURVEYS PROCESS

Both participants and their supervisors were surveyed
to determine perceived improvements in workers' attitudes
and Jjob performances.

1. WSEP Supervisor Follow-up Survey

Supervisors of program participants were surveyed across
twenty—two areas of participant employee effectiveness. The
results form one element of measurable documented formative
evaluation procedures.

Only 12.18% saw no improvement. While we will never know,
it could be that these employees were already at a high
Jevel of effectiveness which would not have been increased
by any educational program.

Some improvement was reported by 40.73% and a large
improvement noted by 36.18%. No response was elicited from
10.91% Of those responding then, 15.6% noted no changes
while 84.6% reported either a moderate or a large
improvement in the work effectiveness of their participating
employees.

2. "Self-Esteem”" Survey

Thirty—one participants who had completed one or more
semesters were surveyed along six areas. The total of
positive responses were:

Increased Self-esteem: Definitely - 77%; 3Somewhat - 23%;
Total - 100%

Improved Computer Use: Definitely - 42%; Somewhat - 45%;
(Not Applicable - 10%Z) Total - 97%

Improved Attitude Toward Job: Definitely - 65%;
Somewhat — 32%; Total — 97%

More Confident as Worker: DPafinitely - 68%; Somewhat - 32%;
Total - 100%

More Confident as Learner: Definitely - 77%;
Somewhat - 23%; Total 100%

Improved Job Communication: Definitely — 45%;
Somewhat — 35% (Not Applicable
- 20%) Total - 100%
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3. Job Bank Survey

This worker participant survey included seven forced choice
sections and open—ended sections. Responses provided
additional information and recommendations to instructors
concerning work related areas to explore.

The college's Continuing Education course evaluation forms
were used to elicit participant worker prograin evaluation
information from their perspective.

L. QUALITY AND EXTENT OF PROFESSIONAL STAFF DEVELOPMENT

Staff development activities were well planned and extensive
to assure a thorough staff understanding of the unique
nature of this program. A guided plant tour was included.
The company briefed staff on CBE certification requirements.
Five workshops were conducted which covered such topiics as
curriculum development, the workplace connection, learning
styles, Macintosh software and learning disabilities.

Many staff attended statewide activities such as the
Maryland State Department of Education's Professional
Development Institute, regional conferences, and the annual
conference sponsored by the Maryland Association for Adult,
Community and Continuing Education.

Staff meetings were held monthly while Coordinator memos
provided further communication. A Faculty Handbook which
had been developed and distributed was referred to
frequently.

A Workplace Skills Enhancement Program Staff Evaluation
instrument was designed and approved by the staff. The
Outreach and Technical Assistance Network Communication
System (OTAN) was made available %o all staff interested in
the latest research in adult education. Of special interest
were OTAN sections relating to competency—-based adult
education and the role of learner culture in adult literacy
classrooms. ‘

The Program Coordinator provided information and training to
a statewide audience in April 1992, by making two WSEP
presentations at the annual conference of the Maryland
Association of Adult, Community & Continuing HEducation.




M. GENERAL COMMENDATION TO BOTH PARTNERS

The Workplace Skills Enhancement Program reflects all of the
workplace learning philosophies, processes and procedures
recommended by Tom Sticht, Jori Philippi, Anthony Carnivale,
Avis Meenan, Paul Delker and other recognized experts.

Since a new workplace learning grant program represents a
major company intervention and change process, I wanted to
examine it from a change process point of view.

My reference for this is a recognized expert in this field.
The following precepts are from '"For A Change" by
Management Consultant Tom Justice (Justice & Associates,
2512 Second St., Santa Monica, SA 90405), +in Counterpoint,
Feb/Mar ., 1988. (This is a national education news
magazine.)

From, “Evaluation of the Change Effort":

1. Reach out vigorously to key stakeholders.

2. Plan at least twice as much %ime as you think you need.
"Go slow to go fast."

3. The technical secret to collaberative change lies in
running effective meetings.

4. Consciously avoid supplanting the existing power base;
integrate existing structures.

5. There must be intelligent commitment to the project.
Secure commitments from management and participants.

6. In budgeting, form must follow function. Confront the
funding issue only after everyone has envisioned the
right design.

From, "Operating Principles’:

1. Team members have parallel roles regardless of
institutional affiliation.

2. Communication 1is open, not confident+ial.

3. Look hard for meaningful data and face it directly
regardless of comfort level.

4. Be in the business of growing, nurturing and
protecting good +ideas.

5. Reject the notion that personal and systemic
boundaries and barriers are ‘insurmountable.

6. Never forget who it is we are working to assist; it's not
the bosses and peers we are normally prone to please.

As measured against these 12 precents, 7ne must arrive at
the inescapable conclusion that the WSEP program meets all
of these caveats. Since much tangible evidence 1is found
throughout this report, it is not necessary for me to
reference each of them specifically.
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While these concepts may be somewhat abstract and

‘ philosophical, they appear to me to be essential to the
development of a successful workplace learning program.
Programs missing some of these elements will be less than
successful.

The program partners are commended for their unique success
with the WSEP change process.

SECTION III - RECOMMENDATION

I found the Level I Curriculum Guide to emphasize generic
basic skills with 1ittle workplace skills emphasis. While
technical materials would be inappropriate for this level,
perhaps other materials would not. Look at workplace items
like Teave request forms, work orders, personnel policy
manuals, union information, newsletters, pay check stubs,
bulletin board notices, and similar materials to determine
what materials of this nature might appropriately be
integrated at this Tlevel.

SECTION IV — STAFF PERCEPTIONS OF ORGANIZATION AND STAFF
AUTHORITY RELATIONSHIPS

‘ Because of the complexity both of the partner relationships

and the staff member interrelationships, both Working
Committees, and the counselor and secretary were asked to
manipulate boxes containing names. The purpose of this
exercise was for them to depict relationships as they
appeared to be in reality, rather than as they might
be shown on a table of organization. This exercise was 1in
two parts.

Part I depicts the program hierarchy as respondents saw them
from a decision—making and controlling point of view. It
was intended to answer three research questions: "Does one
of the partners have more authority than the other? Is
there an ascendancy partner relationship or not? Do
perceptions differ based upon staff members' organizational
orientation?"

Part II reflects perceptions of staff interrelationships
across both organizations. These are the results:
GLEN BURNIE FACILITY MARTIN MARIETTA STAFF
WORKING COMMITTEE DEPICTION .

The Glen Burnie Working Committee chose to explain the
relationships, rather than depicting them graphically




These are their comments:

‘ The Martin Marietta/Essex authority relationships varied.
Initially, Martin took charge. When classes got started
Fssex took over and was dominating the classes. This is the
way things should be. We work mostly with Nate and
Catherine. Donna was more the Supervisor from Essex.
Catherine was the Ccordinator.

Elizabeth was involved heavily in the counseling - the
student role rather than our workings. They filled the
roles. The roles shifted.

Nate was the ringleader at the initial phase. Nate
contacted the heavies upstairs. He had to oversee that what
Catherine was doing was appropriate for the organization.
Then Catherine took over. Catherine was on her own as far as

course content. But anything going to emplioyees had to be
blessed.

This is how that relationship was depicted:
NATE
CATHERINE
MIDDLE RIVER FACILITY MARTIN MARIETTA STAFF WORKING
COMMITTEE DEPICTION

Part I:

Essex Community Co]]eg;1

Martin Mardietta

UAW #738|"The union role is supportive.'
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Part I1I:
‘ 7 7 7 Company President

Director of Personnel

Donna Mgr . Employee Staff
(No relation & Development
to Martin) Art Bland
Catherine Nate (Direct relation
(Direct relation with Catherine)
with Nate)
Don Rainey
Elizabeth (support) D. Reid
Teachers Ken Miles
& Phi1

Respondents comments on above configuration:

No one individual dictated where it would go. We'd all
bring it to higher authority. There was no dictatorship.
We all agree that this program has been successful.”

‘ ESSEX COMMUNITY COLLEGE WORKING COMMITTEE DEPICTION:
Part I
UAW] —=—— oo e e Martin Marietta
(indicates supportive role)

Essex Community
College

Part II
A. The Coordinator:
Jim McAtee

Art Bland

Nate Tatum Donna
Catherine

Elizabeth
Teachers

Rainey, Reid,
Ken & Phil

' (support)
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B. The Co-Director:

“ 7 7 Jim McAtee

Art Bland
(Brought 1in) Nate Donna
Catherine
Eldzabeth Teachers
C. The Counselor and The Secretary
Part I:

Martin Marietta

Essex Community College

UAW (Unsure how much authority
they have.)

Part II ~ Counselor:
‘ Jim McAtee
Art Bland
Nate Donna
Catherine
D. Reid
Don R.
Phil & Ken
Teachers Elizabeth Penny
Part II - Secretary (She agreed with above except for the

following:)
Donna
Catherine

Elizabeth

Teachers Secretary

Q 93 16 1\()




ANALYSIS

in each instance without exception, all members of cne
partner organization listed the other partner - rather than
itself —- as dominant 1in the relationship.

Interestingly, Martin Marietta staff saw the education
side's Co-Director as unrelated to the program as far as
they were concerned. They did understand her to be the
supervisor of the Program Coordinator. They perceived the
company Co-Director and the Program Coordinator as equals
with a regular, direct professional relationship. Within
their own hietrarchy, they included what appears to be a two
paerson chain of command leading to the company's president.
Essex Community College personnel did net include them.

Both union and management personnel agreed that the role of
the UAW local was supportive in nature. further evidence of
this supportive role was provided by the remarks of the UAW
representative at the Working Committee interview. I do not
know how much influence UAW representatives brought to bear
at Working Committee meetings. The union clearly could have
and should have had a major role in the decision-making
process.

Essex Community College personnel all showed the company in
an ascendent position to the college. Their selections
showed Nate and Donna as coequal with Catherine reporting to
Donna. Elizabeth saw herself as counselor, the teachers and<0
Penny Jester, Secretary all to he equals. Penny saw the .
counselor to be at a higher level with herself coequal with 5“(3
the teachers. N

The single area of agreement among the three groups was that -
of some, but not all, of the personnel. Both agreed that
Nate Tatum has upward communication and reporting 1
responsibilities.

On the education side, both listed Domna McKusick, Catherine
Griffiths, Elizabeth Mandlen, and the teachers in a vertical
order.

Perceptions do differ based upon staff members'
organizational orientation as do the perceptions of staff
interrelationships across organizations. These perceived
differences make 1t difficult to answer the question of
which partner had more authority. By their very nature,
these divergent responses suggest that a real balance had
been struck by the partners. The differences are not really
that surprising since the program could neither have existed
nor succeeded without the staunch efforts of both sides.
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Such success would no%t have been possible with a model of
one partner clearly dominant and in control of the other.

The results do suggest that the partnership was complex and
that working within it could not have been easy. In
particular, the Program Coordinator is commended for her
flexibility in working with both administrations while, at
the same time, fulfilling the grant requirements imposed by
the U.S. Department of Education.

SECTION V - RECOMMENDATIONS TO THE WORKPLACE LITERACY
SECTION OF THE OFFICE OF ADULT EDUCATION &
LITERACY, U.S. DEPARTMENT OF EDUCATION

[ see two solvable problems resulting from the scheduling of
grant applications, grant award notices, and the ninety day
maximum a | lowable program planning time. I am assuming that
grant fund expenditure schedules align with those of the
Adult Education Act. That is, that the grants are advance
forward funded with a 27 month window to expend and/or
obligate funds.

1. Given a new partnership start-up situation, it is
extraordinarily difficult to provide information up and
down the line; secure all necessary approvals, support
and endorsements; and get the program up and running
effectively within the 90 day time parameter.

Workplace Lsarning programs conducted by providers
outside the company reauire several things which simply
take time. One is the essential need for the educa*ion
provider to leern the culture and the climate of *he
company. Simply pu%, this mesns that the education side
must learn and then operate - ithin the company's
policies and procedures stru.-ure as it exists. They
need first to understand "the vay we do things around
here". A similar need is for the company to understand
the education partner's culture and climate. Initiating
workplace learning represents a major intervention.

The second reason for my advocating an extension of the
grant planning time is related to the first reason and
that is this: Staff members from each of the partners
need time to get to know one another as individuals and
to learn their work schedules, Jjob responsibilities, and
perceptions about what will be going on.

Therefore, 1 recommend that, where needed, the planning
time be extended to 120 days.
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2. Given a high probability that successful, effective
programs would wish tc¢ apply for a continuation grant,
increase the time span between actual program start-up
with classes operating, and the due date of the next
vear's grant application.

The rationale for this 1is that more time is needed for
the partners to observe and evaluate the effectiveness

of the present program. Once agreed that it is
effective, that then is the proper time to begin work on
a subsequent grant preposal. As it is now, partners are

forced to make decisions about applying for next year's
grant before the present program has had time to be
examined and evaluated.

Therefore, I recommend that this time spread be enlarged
by at least 90 days.

Last, but certainly not least, I acknowledge a debt of
gratitude to the manv staff persons who gave unstintingly of
their time and expertise to make this evaluation effort
possible. My thanks and appreciation to all of you.

From Martin Marietta: Art Bland, Administrator of
Production Technology Training; Bill Brown, Shop Floor
Foreman; Orville Brown, Manufacturing Manager; Agnes
Crabbes, Supervisor c¢f Second Shift Maintenance; Debbie
Fontaine, Human Resource Manager for Ocean Systems; Bob
Giesey, Senior Test Supervisor; Ed Guseman, Manufacturing
Supervisor; Don Rainey, Emplovee Relations; Dive Simes,
Employee Relations; Nate Tatum, Senior Personnel Specialist;
and Ken Miles, UAW 738 Representative.

From Essex Community College: Penny Jester, Office
Associate; Elizabeth Mandlen, Academic Support
Counselor/Instructor; Donna McKusick, Director of
Developmental Education; and instructors Marla Jones, George
Amoss, and Miriam Glister.

Special thanks to Catherine Griffiths who provided me with
all program materials available, arranged the agenda for my
visit, made herself available at all times, answered all my
guestions in a candid, straightforward manner, and provided
me continuing support throughout the evaluation process.
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INTERVIEW QUESTIONS AND RESPONSES

This addendum includes all of the information I uncovered
through the interviews 1 conducted. I consider these
results to be of major importance in the interview process.
The questions asked were neutral in nature. They, and all
of the responses are listed. The responses have not been
edited in any way. They were written in the first person as
the respondents answered the questions.

STUDENT INTERVIEWS

I conducted group interviews with students in six of the
seven class sessions. Their responses are grouped together
since there was no divergence of opinion by site or by
class.

1. How did you first hear about this program?

From my supervisor (2).

From a fellow employee.

I was laid off and was sent a brochure at home.

Catherine and others from the college came to a meeting in
the cafeteria.

The foremen told the workers about 1it.

Memos were sent out about times and dates.

They wanted everybody to take the test.

At a hands-on meeting, 1 saw a videotape.

If you're interested, you can sign up and take a test and
then talk to a counselor and then sign up for a
particular class or program.

o There was a meeting downstairs on the floor.

00O
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2. What made you decide to sign up?

It's a perfect opportunity!

It's convenient here at work.

I have a real desire to learn.

I don't have a high school diploma; I put it off. I can

go to school now; give it a shot.

It's a good +idea to get caught up on reading and brush up

on math skills. A new Job may call for a math test or a

reading test.

o Catherine's talk gave us the 1ift we needed - it grabbed
on to people.

o It's free - you can't ask for anything better than that.

o Why not take advantage to upgrade your learning?

o For the education to add on what I know and to help work
here.

o The computer - you got to know how to use it for work.

You have to get into the system.
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It was seeing people [ recognized on the videotape.

After the test, there were some things to brush up on.
SeltT—-improvement.

It seemed like a good idea if the company was offering it.
I'd 1ike to go back to college and I need a brush up.

Would you have hesitated to sign up if the company had
not provided you any paid release time?

It wouldn't have made any difference 4).

I1'1T be laid off this week.

We would have come anyway (unanimous agreement).

It's real convenient at the workplace. ] wish there was
much more of it.

I would have come on my own.

No problems.

I've been doing it on my own for a year and a hailf. I've
turned down Jjobs so I can continue with this program; I
started after I was laid off.

This is the first time they've offered this.

They're doing us a favor on site here and we don't have to
pay tuition.

Maybe without the one hour pay it might have been a little
tough, but after the first class you'd come on your own.

Do you think your job performance has improved any since
taking this course, or not?

Yes (all).

I'm much more outgoing and assertive. I got up and talked

at a meeting.

I'm so glad we all participated. It really has helped
everybody. Before, 1 always hesitated because it may be
that I'm wrong.

There are things that I can do that I couldn't before.

I don't think that we've been in the class long enough but
it will help. Down the road it will. 1I've seen guys who
took the math courses and they work better now that they
used to.

Is your attitude toward your job and the company better
than it was before or notl?

I1t's the same (3).

Better (5).

I1'm grateful for the opportunity.

1 feel better about myself personally (three others
agreed) .

They're having a layoff but our attitude hasn't changed.
We are furthering our education so we can get out in the
work world if needed.

I'm fifty-one and I've always wanted to get my dipioma.
The girls here are quite supportive. The other students
and the teacher will help any time.

lic
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6. Do you believe that your skill Tlevels have -+improved or
not?

o Big time!

o Much better.

o Not as quick to doubt yourself. You have to do math to do
your efficiency here. I can do that now.

o We have to figure hours on the job.

7. Now thinking about the instructional program =— your
teachers' effectiveness and what is being taught -
please pick a number between five and one to rate your
instruction. 5 means excellent, 4 means very goed, 3
means average, 2 means below average, and 1 means poor.
What number would you pick? Why did you pick that
number?

o "5" (unanimous).

o She's very patient. She goes slow. She'11l go back over
work and make it more clear so you can understand it.

o I've given them the highest rating because they work with
you all the time. ATl you have to do is ask if you have
a problem and they help you.

o I learn a lot more than I did in high school.

o You can come up on your lunch time or anytime.

o We have a lot of choices on the days we work by ourselves
- tapes, videos, computer, instruction, books, plus the
teacher one—-on-one.

o If it had been this good in high school, I probably
wouldn't have dropped out.

8. How well do you personally like this program?

o Very much. I wish we could go on for another semester.

o I like it a good bit. I 1like it better than high school.

o I 1ike it a lot. It's well worth the investment.

o It's pretty neat. It carries a college tone to it, not
1ike it was in high school.

o A Tlot. I1'd be disappointed if we didn't have one (class)
after this. We want Liz back, too. I 1ike the way she
teaches and is very concerned.

g. Have you had any conflicts between your class and work

schedules or not? If you have, what were they?

o No (all but one). 1It's very convenient.

o The supervisors are well aware of it and go along with it.

o I had one. We had PMT on Tuesday so my supervisor changed
it so I can get to class.

o They let us come right up.




10. How likely would you be to recommend this program to
someone else who might have needs similar to yours?

o We do that all the time.

We highly recommend it.

o I would, definitely. Like this skill right here
(indicating typing), it upgrades your education; brings
it up to date.

o I''d recommend it highly (unanimous echoing comments of
agreement) .

o I already have (6).

(0]

11. What suggestions do you have to make this program

better?

o More supplies - a stapler, a board eraser and a new
board.

o More time. Make it another year.

o More school days.

o More hours.

o They need to continue it. You get started, then they cut
it off half way.

o More inside p.r. I've been here nine vears. I knew there
was education available. But I didn't know where to go

or who to see.

o We advertised in the union newspaper.

Bring it up at PMT meetings.

o They do have communication bulletin boards. Notices
should be on all of them.

o Have more employees partake of it.

o A 1ittle more time. (mean?) Class time. That would be a
big plus, but with the layoffs there aren't as many
people.

(o]

12. What comments would you l1ike to make about this program?

o It's been very good. A1l the teachers have been very
helpful. Miriam has been supportive. When I've been
down on myself, she gives you the encouragement.

o Everything's fine.

o I'm real grateful 1 can take the college entrance exam
right here. If I had to go to a college, 1'd be a
nervous wreck Jjust going through the door.

o This is my third course. We keep Liz overtime.

o I'm a strona supporter of education anywhere. You take
care of the education problem, a lot of other problems
will take care of themselves.

o Allow the classes to continue on. It's a good class.

o Good for people who haven't had a chance to get their
diplomas. Without this opportunity, people would never
dream of going back to school. Now they think about
taking classes at a community college. It doesn't have
to end here.
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o You can help your kids with their homework - do that stuff
yourself.

s
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TEACHER INTERVIEWS
In addition to observing classes in session and examining
class records, 1 interviewed four instructors on an
individual basis. Here again, the responses are ccamingled
since nothing is to gained from separate reporting.

1. What are your retention and absences procedures?

o I call in absences to Middle River.

2. Have you received the support you need or not?

o Sure, ves.

o It's very good.

o Yes, they are very good at that.

o Support is excellent. Catherine brought me a conference
brochure. I speak to Catherine every day. I've
requested several things and most of them are on order.

3. Who selected the instructional materials? How was it

done? How would you rate them?

0 Primarily, | developed them. Instructors have leeway in
what they use. We've conllected quite a number of
resources.

o I design a lot of my own. The publisher materials are
very good. We had a part in ordering them.

o I make up a lot of my own. I attend conferences and get
sample books. I have a lot of freedom which I like.

4. How do you assess learner progress?

o We keep portfolios to measure progress in the writing
process. Through writing I can see a lot of transfer of
other skills. I'm with the higher level learners.
They're pretty adept. When I was with the I-II Group, I
would assess them and do a skills inventory at the end.

o I use CASAS, the Cambridge Locator and some commercial

tests. I've been a reading specialist. I can listen to
somebody read and know where they are. I have informal
tests.

5. How do you feel about the procedures for instructor




evaluation? Are they fair or not?

They are fair and adequate.

The form was given out to us first to preview and question
before vie were evaluated. I don't have a problem with
that.

It's fair.

How were the vocabulary lessons developed?

I was responsible for that. Recently, they havé been put
on computer. They're designed for a technical
environment with some more general application.

Would you accept a similar position in the future or
not?

Yes (A1l responses).

Describe the curriculum developmen* process. How were
you involved?

I've been involved with the curriculum development. We
wrote lessons which were collected weekly for Classes I
and II. I helped to write objectives and in the
development of the technical vocabulary. I made a series
of lessons for general ideas of how to do it and for the
other teachers to use.

In between sessions, we have a week for curriculum
development to suggest things and to make additions to

curriculum that's already structured. I have material
from Catherine. I might use some of mine. I know what
my workers are working on. I can develop my own

sometimes, based on their needs.

What, if anything, would you do differently next time?

1f I had a similar group, ['d go sl.wer. In a short
period of time, you're pressed to move on. They need more
time.

More planning time. (Why?) We get three hours a week for

planning. One semester, I had seven students. I found
myself spending two hours a night planning individual
lessons. Now that I have three to five, it's okay. But

take into consideration the size of the class.

I would have all these computers networked. They can call
up what they want. It's wonderful.




10. What recommendations would you have for anyone planning
a similar type of program?

o Approach people very positively about what they CAN do and
not what their deficit= are. They have things in their

Tife experiences. Keep them open to learning.

Show individual concern. If they don't come, call them.
Care about the students as individuals wnd you won't have
any trouble with retention. Make them feel important.
Specifically, students like group discussion. Use peer
groups. Slower students need discussion.

o Visit the work site and see first hand what the workers
do. Spend a lot of time in the shop before getting to the
books and materials. See what the workers do first.
That's the main one. One worker brings a lot of tools he
uses to class. He has to read these very precise tools
that can read the width of a piece of paper or a strand of
hair. Now, we actually work with the tools and I feet
myself making that workplace connection. If we want to
include them in our world, I need to get into their world
first. I say to my students, "Explain to me what you do
exactly".

o Make them feel comfortable about their profession. See
the grueling errors and the stress and the errors that can
occur.

o Get on the phone if you don't understand a memo. The
workplace is actually two workplaces. There is a chance
for confusion. If you're not sur=, get on the phone.

Keep anecdotal records on students.

o If I could rece end it, it would be to use a writing

prompt. They ¢ . 2 their own from forty in a card box.
It can also be v as a lesson later on. Their own needs
assessment; tes ores. Keep daily anecdotal records.

11. Do you have any other comments you would Tike to make?

o I'm sorry it's ending. I hope we get the mini-mester. Ve
help them and then we leave them. I wish we could
continue to have something for them even once a week. We
tel]l them, "Use it or lose 1it".
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WORKING COMMITTEE INTERVIEWS

I conducted group interviews of both committees - one at the
Middle River facility and the other at the Glen Burnie
plant. "GB" indicates a Glen Burnie site response and "MR"

the Middle River Committee.
1. What are your responsibilities as a committee?
MR -

o We provided a lot of support in going out on the floor
getting people to participate. MWe did a lot of premoticn
in the beginning. We conducted briefings. We named the
effort. We did troubleshooting.

o We had good labor relations. We worked with attendance
and decided what to do about people who had been laid off.

o If we had a disgruntled employee, we would screen him out.

o We rounded up the strays. A few people dropped out and we
would talk to them on the floor. Very few did not come
back. We'd recommend they talk to Cathy. Then they'd
usually come back to classes.

o The union helped to develop the video and promote it. We
started by borrowing a video from a GM local. We
publicize the program in the union paper. We talked about
having second and third shift monitors, but we couldn't
get anyone to volunteer. This Committee updates the union
and deals with issues 1like confidentiality. Our weekly
meetings became part of the monitoring.

We maintained daily contacts with the participants. The
contractual agreement with the union was to pay for time
away from the job. This speaks for management.

2. How are program policy decisions arrived at? What is

the process and who is involved?

o Problems are solved rijht at this table. Job changes may
require that the educational program know about it.

o We worked with Martin Marietta staff very closely so as to
follow all company policies and procedures. It would
have been great to have had an orientation period right at
the beginning.




3. What effect has the company downsizing had on the
program?

GB -

o We've had downsizing at a magnitude of 50%. Qur initial
target of enrolling 1600 employees had to be revised to

884 . It was necessary for the company to streamline its
budgets. This resulted in some changes in class
locations. We've done very well in addressing this issue,

especially given the mood of many of the employees who
worry about continuing the downsizing process.

4. What are your individual reactions to having classes at
this site?

o There's no better way to go.

o It's convenient. They wouldn't have taken a class
elsewhere unless it was here. They don't have to disrupt
their personrnal lives - it's right here.

o One told me, "I was able to use this right away on my
job."

2 They were so excited; they wanted to come 1in early to get
extra time on the computer on the Jjob. Some students come
in early and stay late. One even bought her own computer.

MR -

o I think it's great from the union standpoint. It's one of
the most positive - if not the most positive -
union/management agreements. It shows that union and
management can work together for the benefit of the
emp loyees. In the thirteen years l've been here, its been
an "us against them" attitude. Now they're in a win-win
situation. This has done a lot to dispel that us/them
feeling.

o It's highly visible. They take reactions back on the
floor anr = word spreads.

5. What do you think have been the overall benefits, if

any, of this program to Martin Marietta?
GB -
o The employees self-esteem has gotten higher. Their belief

in the company is higher. This is a positive measure - a
win-win situation for the employees.
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o They weren't chastised. They were allowed to come into
class. Here at Glen Buirnie it used to be a two-edged
sword. There was a we/they attitude. Glen Burnie has
been part of Martin Marietta for four years. When there
is a takeover, there is some animosity. The program
overcame all that. The employee confidence level is up.
1 haven't had one complaint about confidentiality.

MR -

o Management agreed to extensive training with the machine
shop staff. Four of the top five scores on a training
test came from workers who were in this program.

o We've seen improvement from our students. In the
electronic assembly area, you had to be ESD certified.
It's a one hour course. People couldn't pass the test.
That was a good indicator that they had learning needs.
Some of our people couldn't pass the certification. Some
of those participants passed certification. I'm gathering

" data and I'm seeing a big gain in qualification to be
certified - to pass the test. Time spent on training has
beer reduced.

o Through the WSEP Program, they have the resources to get
through training and their confidence as a learner fis
greatly improved. There tis improvement on the job. We've
seen productivity improve by 10% for WSEP participants.

We look for defect rates to go down - things like that.

o As we reduced manpower, some had to do their own
calculations. They fell short. Some enrolled in WSEP and
all of those were certified. It enhances our PPT
(Production Technology Training).

6. Have you been aware of any major conflicts between class
and work schedules?

GB -

o Once in a great while there is a blitz at the end of the
day. We encourage them to work. They sometimes go back
to work after class to get their work done. We have
strong support from upper management. That allowed the
supervisors to release people. It's the employees cho’ce
to go to class or not.

MR -

o None to my knowledge. The college gives work to them to
meet vacation schedules. The company allows people who
are laid off to come in. We didn't turn anyone away who

had been laid off and wanted to come 1in.
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Managers and directors let supervisors Know that workers
have the right to participate.

o We have people come 1in to the Working Commttee to give us
special information l1ike awards and press conferences.
People from both sites are involved. We went to
supervisors meetings. Everyone knows of this effort.

7. How well do you think the participating emp loyees Tike
this program?

B -

o I think they love it. 1 went to the last classes. The
enthusiasm and rapport with their teachers and each other
was great. They were really excited. The enthusiasm was
rolling over. I couldn't believe how excited they were.
The GED people glow in the dark they are so proud of
themselves! They run right up to you and say, 'This is
what I did. I couldn't have written these directions

without this class."

8. From what you know, please rate the instructional
program - that is the teachers' effectiveness, the
resources available and what is being taught. Using a

scale of five to one with 5 meaning excellent, 4 meaning
above average, 3 being average, 2 being below average,
and 1 meaning poor; which number would you pick? Why
did you pick that number?

GB ~

o It's hard to do. We weren't participants. You have to be
there.

o Just on feedback, I'd say a "4" . But you hear the squeaky
wheel first. It was the layoffs and the child care that
were the problems. It wasn't the program.

o They were able to take the learning right back to the Job.
Move a lot quicker on the Job; be more efficient.

MR -

o I've never heard a negative response from anybody 1in the
program. Everythirg has been positive. They all like
Catherine and the teachers. I1f we had a concern about a
student problem, the appropriate person is contacted - the
union, the counselor, Catherine or whoever.
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9. Look'ing back at this program over time, what, if
anything, should have been done differently?

GB -
o Stop the layoffs.

o We were on a short fuse to put it together. We had to
move very quickly. We had to expedite the process. We
were under the gun from the beginning. Two sites were
involved. Committees had to be formed. We started from
ground zero in Glen Burnie. We Just didn't have enocugh up
front time. Education has to learn the dynamics of the
company. There needs to be more development time for the
partnership to be established. But the real point is, we
did 1it!

MR -

o Nothing from the union standpeint. Everything worked
perfectly from the beginning. I wouldn't have changed
anything.

o I probably would have written in Nate and Catherine as
Co—-directors.

o Coordinator: It was hard for me to be the coordinator. 1
was reporting to Nate. There were some gray areas.

o Company Co—-Director (who attended the federal grant
conference): The company partner should be asked to
attend the national federal grant conference. Make the
manufacturing partner as involved as education. The
budget goes to academia. Manufacturing has its own
objectives. Make the partners equal. When the grant was
issued, the money went to Essex. We put in money and
received a service. ] felt it was, "We're the applicants;:
yvou're not”". The manufacturer does not have as much
influence.

Everybody should participate in the Dissemination Report.
We may never see some of the information. It just APPEARS
that the partners are equal.

10. What other comments would you like to make?

GB -

o We recouped from a negative image that the Baltimore Sun
put out. They referred to this program as a "study hall"
and a "literacy program". People didn't want to be

associated with a l1iteracy program. We overcame that
negative press.
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o The Problem-Solving Class was a stress reliever for them
away from the responsibilities of work and home. It gave
them stress relief.

o Our program was really catching it because of Hdownsizing.

SHOP FLOOR FOREMAN & SUPERVISOR OF SECOND SHIFT MAINTENANCE
INTERVIEWS

These interviews provide a program perspective from the
bosses of enrollees, 1 asked about their views concerning
job performance changes, basic skills improvement, the
instructional proaram, schedule conflicts and personal
reactions.

Job performances changes:

o I noticed a considerable change in their personatity.
(Mean?) Work habits. (Explain) They had a more positive

attitude toward the job. They were enthused about coming
to class. But one was very concerned about getting his
job done also. He was willing to come hack after class to

get the job done.

Rob is no longer here. Fred does apply the skills he's
learned to the job. He's more inclined to think things
through and work them out instead of just going for help.
With both of them it has built their self-confidence.

o Yes. 1 have the Jjanitors, one machine repairman and one
pipefitter/plumber. The quality of their Jjob performance
has improved. Most had a gocd attitude to start with.

The job performance was the big thing. They were very
enthusiastic about the WSEP and they brought that to the
workplace. They also tried to interest their coworkers in
bettering themselves through this program.

Basic skills improvement?

o Computerwise, yes. That skill has improved. Time cards.
We have a 90% improvement in filling out time cards. I
didn't have to go through a lot of instruction. It
happeried because of the program.

Rating of instructional program:

o I didn't come up to the class. Both of the employees were
very satisfied. They both thought the world of Catherine.
She came down to the floor a couple of times on tours.

She always spoke to them. Catherine helped them break
through quite a few barriers.
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RESPONSES FROM A CO-DIRECTOR JOINT INTERVIEW

Emphasize our successes. We had a short term notificatien
of the grant award. Our target group was cut in half by the
layoffs. We have two distinct groups working together. We
are altering the course of the company. Computers became a
vital resource to the company. What do you do when you're
downsizing Martin?

Anything we needed from upper management we have gotten -
computers, release time, facilities.

The Advisory Committee gave us an immediate channel to the

higher-ups. You were talking to the decision—~makers. Upper
management blessed this program. It came from the top down
and they back it, not Just give it 1ip service. They tell
us what they need. There is a definite return on

investment.

The instructors care. Tiey want to know where the people
are.

We represent three different departments at the college -
English, Reading and Math. These college resources have
been used in the program.




Vil. Summative Evaluation of Program

The Workplace Skills Enhancement Program used many strategies to collect data on
the program’s success. Each session, the program parameters detailed in the
Federal Report, along with registration and retention information was entered onto the
database. This database allowed the Essex staff to collect CASAS assessment
information on learners at the end of each semester. A pre and post test self-esteem
survey was administered for three semesters to determine how the workers perceived
the instruction and its effect on their work lives as well as their personal lives.
Instructors also kept Anecdotal Records on those learners whose progress or whose
life situation might shed light on the adult learner in a workplace literacy program. The
company distributed a survey to supervisors of participants and used existing data
collection systems to track work performance of a humber of participants. The results of
all of these procedures are contained in this section.

Participation Objectives:

1.0 Literacy Testing will be administered to 700 adult workers to
determine their strengths and weakness by February 1991.

Outcome:  Literacy tests were administered to 494 adult workers by
August, 1992. We were not able to meet this goal because of Martin Marietta’s
downsizing, which reduced our pool by 50%.

2.0 A minimum of 300 adult workers (with 400 registrations) wiil
participate iin the Workplace Literacy Program, as determined by
individual testing, by May 1992,

Outcome: 265 adult workers (with 296 registrations) participated in the
Workplace Skills Enhancement Program, as determined by individual testing,
by August 1992. Again, the downsizing of the company prevented us from fully
meeting our goal, but our numbers proportionally exceeded the 50%
downsizing.

1.2 The program will strive for a retention rate of 70% of registrants to
complete each session.

~Outcome:  90% of the registrants completed each session.
Academic Achievement Goals
(note: Because we changed our assessment instrument from the ABLE to
the CASAS, we received approval to convert post test gains from “years”
to CASAS test point gains.)
2.0 A minimum of 90% of ail students completing the Practical Work
Applicaiions course will have made post test gains of two years or
imore, by May 1992,

Outcome:  Because students in the Practical Work Applications course
scored to high on the pre CASAS to show significant post test gains
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2.1

2.2

2.3

2.4

2.5

2.6

2.7

evaluated their progress through more qualitative means including teacher
made tests and the completion of a “job book”.

A minimum of 70% of all students enrolled in the Practicai Work
Applications course will have completed the course by May 1992.

Outcome:  94% of all students enrolled in the Practical Work Applications
course completed it by August 1992.

A minimum of 70% of all students enrolled in the Workplace
Literacy | course will have completed the course by May, 1992,

Outcome:  100% of all students enrolled in the Workplace Literacy | course
completed it by August 1992.

A minimum of 90% of those completing Workplace Literacy | will
have made post test gains by one year or more by May, 1992,

Outcome:  90% of those completing Workplace Literacy | scored an average
7 point increase on their CASAS post test in Reading and an average 12 point
increase on their CASAS post test in Math by August 1992.

A minimum of 70 % of all students enrolled in the Workplace
Literacy Il will have completed the course by May, 1992.

Outcome:  79% of those enrolled in Workplace Literacy H completed it by
August, 1992,

A minimum of 90% of all students completing the Workplace
Literacy Il course will have made post-test gains of 1.5 years or
more, by May 1992.

Outcome:  90% of all students completing Workplace Literacy Il scored an
average 9 point increase on their CASAS post test in Reading and an average
8 point increase on their CASAS post test in Math by August 1992.

A minimum of 70% of all students enrolled in G.E.D. Preparation
will have completed the course by May 1992.

Outcome:  92% of all students enrolled in G.E.D. preparation completed the
course by August 1992,

A minimum of 90% of those taking the G.E.D. will pass by May
1992.

Outcome:  93%of those students taking the G.E.D. passed it by May of 1992.
(Figure will be updated in October as summer students take the GED test.)




WORKPLACE SKILLS ENHANCEMENT PROGRAM

National Workplace Literacy Program
Information Form

_ PART 1: Program Paramaeters

L. Target no. to be served: 400 )
z, No. served at each site to date: August 1951

Glen Burnie Site - 41 Middle River Site — Al
3. Total nu. served: ;&Z (Total reflects Summer ‘91 session only)

4

4. Fed. funds obligated: $€9,502
5. Matching funds/in-kind: §150.784
6. Value release time: 2.132 hrs. (Based on 82 students x 26 hrs.)
7. No. participating in programs offered: 2

Basic Skills: 36 GED: 1 ESL: 1 Higher level Skills:
8. Contact hours provided: 52 (Based or two hours per session/

26 sessions per semester)

g. No. participants completing programs offered:
Basic Skills: 3l GED: 1 ESL: 1 Higher Level Skills:

PART 2: Participation Data

I. Mean age participants: 44
2. Sex: No. males - 40 No. females - 42
3. Race/Ethnicity: No. who are: .
White - 21 American Indian - 2
Black - 21 Alaska Native - N/A
Hispanic - 2 Asian/Pacific Island - N/A
4. Ne. single heads of household: -1
S. No. limited English proficient: 1
€. Qutcomes — No. Participants
a. Tested higher on basic skills 22
b. Improved communication skills Martin Marietta will
c. Increased p:r-oductivity make this data avail.
d. Improved attendance at work in the dissemination
e. Increased self-esteem report.
f. Received their G.E.D. 4
7. Year= with the company No. Pacrticipants
0-5 years -1
o 6-10 years 19 kird
IERJ!: 11-15 years ‘ 29
— 16-over -2




WORKPLACE SKILLS ENHANCEMENT FPROGRAM

{ National Workplace Literacy FProgram
Information Form

PRRT 1: Program Parameters
1. Target no. to be served: 400
2. No. served at each site to date: December 1591 -
Glen Buznie Site - 28 Middle River Site - 40
3. Total no. served: £8 (7otal reflects Fall ‘$1 session only)
4. Fed. funds obligééed: 569,502
S. Matching funds/in-kind: S150.784
6. Value release time: 1,632 hrs. (Based on £8 students x 24 hrs.)
7. No. participating in programs offered: f£8
Basic Skills: 23 GED: & ESL: Q Higher Level Skills:
8. Contact hours provided: 48 (Based on two hours per session/

24 sessions per semester)

S. No. participants completing programs offered:
Basic Skills: 21 GED: £ ESL: Q0 Higher Level Skills:

PART 2: Participation Data

1. Mean age participants: 33

2. Sex: No. males - 41 No. females - 27

3. Race/Ethnicity: No. who are:
white = 51 American Indian - _Q
Black - 11 Alaska Native = _0
Hispanic - _0Q Asian/Pacific Island - _4Q

4. No. single heads of household: 54

5. No. limited English proficient: _Q .

g

€. gutcomes
a. Tested higher on basic skills

b. Improved communication skills
c. Increased productivity

d. Improved attendance at work
e. Increased self-esteem

f. Received their G.E.D.

g. Increased higher level skills

7. Years with the company
0-5 years
6-10 years
11-15 years 1
l6-over

D
C .

LEBLE ELREERE




WORKPLACE SKILLS ENHANCEMENT PROGRAM

National FWorkplace Literacy Program
Information Form

PART I1: Program Parameters
. 1. ) Target no. to be served: 400
2. No. served at each site to date: April 6, 1992
Glen Burnie Site - 185 Middle River Site - 31
3. Total no. served: 52 (Total reflects Spring ‘%2 3ession only)
4. Fed. funds obligaEg?: 566,502
5. Matching funds/in-kind: $150,784 (approximation)
6. Value release time: 1,248 hrs. (Based on 52 students x 24 hrs.)
7. No. participating in programs offered: 52

Basic Skills: 10 GED: & ESL: Q Higher Level Skills: 37

8. Contact hours provided: 48 (Based on two hours per session/
24 sessions per semester)

9. No. participants completing programs offered: 39
Basic Skills: 8 GED: 3 ESL: Q Higher Level Skills: 28

PART 2: Participation Data

11-15 years

‘ l6~over 12./

1. Mean age participants: 33

2. Sex: No. males - 32 No. females ~ 20

3. Race/Ethnicity: No. who are:
White - 39 American Indian - _Q
Black - 12 Alaska Native - _Q
Hispanic - _1 Asian/Pacific Island - _Q

4. No. single heads of household: 41

s. No. limited English proficient: _Q

6. Qutcomes No. Participants
a. Tested higher on basic skills 1
b. Improved comiunication skills 25
c¢. Increased productiwity N/A
d. Improved attendance at work N/A
e. Increased self-astcem 31
f. Received their G.E.D. _2
g. Increased higher level skills 27

7. Years with the company No. Participants
0-5 years 7
6~10 years 18

25
—2




WORKPLACE SKILLS ENHANCEMENT PROGRAM

National Workplace Literacy ~Program
i Information Form

PART 1: Program FParameters

o 1. Target no. to be served: 400
2. No. served at each site to date: June, 1992
Glen Burnig Site - 26 Middle River Site - 33
3. Total no. served: 59 (Total reflects Summer ‘92 session only)
4. Fed. funds obligatesi 569,502
s. Matching funds/in-kind: S150.784 (approximation)
6. Value release time: 1.416 hrs. (Based on £1 students x 24 hrs.)
7. No. participating in programs offered: 59

Basic Skills: _4& GED: 10 ESL: _1 Higher Level Skills: 44

8. Contact hours provided: 48 (Based on two hours per session/
24 sessions per semester)

9. No. participants completing programs offered: _52..
Basic Skills: _4 GED: _9 ESL: _1 Higher Level Skills: 38

PART 2: Participation ‘Data

1. Mean age participants: 42

2. Sex: No. males - 23 No. females - 30

3. Race/Ethnicity: No. who are:
White - 41 American Indian - _Q
Black - 14 Alaska Native - _0
Hispanic - _Q Asian/Pacific Island - _1

4. No. single heads of househeold: 41

5. No. limited English proficient: 1

6. Qutcomes No, Participants
a. Tested higher on basic skills 2
b. Improved communication skills 28
c. Increased productivity N/A
d. Improved attendance at work N/A
e. Increased self-esteem 30
£. Received their G.E.D. -0
g. Increased higher level skills 28

1. Years with the company No. Participants
0-5 years 3
6-10 years 17
11-15 years 29

£

JERJ(j l6-over 1‘)£j




WORKPLACE SKILLS ENHANCEMENT PROGRAM

National Workplace Literacy Program
Information Form

PART 1: Program Parameéters

1.

2.

Target no. to be served: 400

No. served at each site to date: July 1992
Glen Burnie Site - 127 Middle River Site - 188

Total no. served this session: 34 (July minimestex)
Value release tine:‘;jaz hrs. (Based on 34 students x 48 hrs.)

No. participating in programs offered: 34
Basic Skills: 4 GED: &5 ESL: 0 Higher Level Skills: 23

Contact hours provided: 212 (Based on three hours per session/
24 sessions per semester)

No. participants completing programs offered: 32
Basic Skills: _4 GED: _S ESL: 0 Higher Level Skills: 23

2: Participation Data
Mean age participants: 43

Sex: No. males - 14 . No. females - 20

Race/Ethnicity: No. who are:

wWhite - 27 American Indian - _Q
Black - _3 Alaska Native - _0
Hispanic - _Q . Asian/Pacific Island - _Q

No. single heads of household: 19

No. limited English proficient: 0

Qutco, No. Participants
a. Tested higher on basic skills 9
b. Improved communication skills N/A
c. 1Increased productivity N/A
d. Improved attendance at work N/A
e. Increased self-esteem N/A
£. Received their G.E.D. -1
g. Increased higher level skills _19
¥ ieh ¢} No. P . s
0-5 years -2
6-10 years 9
11-15 years pTY
l6-over -
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Registration and Retention Per Class

B Number Registered

J Number Retalned

140 T

120 +

100 +

80 T

60 +

40 T
=
2
£
*

Class |
Class I
Class Hil
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WORKPLACE SKILLS ENHANCEMENT PROGRAM

SUMMARY OF STUDENT PROGRESS DOCUMENTED THROUGH
CHANGE IN LEVEL ACCORDING TO CASAS TEST RESULTS
FOR SEMESTERS |, il, lli, AND IV

ads

Definition of the CASAS Levels:

Level | 200 - 220 CASAS Scale Score = grades O to 4
Level I 220 - 230 CASAS Scale Score = grades 5t0 8
Level Il 231* CASAS Scale Score = grades 9to 12

Of the students enrolied in the Basic Skills classes:

9 out of 16 students progressed from Level | to Level Il in reading and
math (56%)

+38 out of 48 students progressed from Level Il to Level lll in reading and
math (79%)

-The average point increases were :

Leve! I to Level Il Reading : 7 points
Level Ito Level lI Math : 12 points
Level Il to Level lll Reading : 9 points
Level llto Level lll Math: 8 points
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GED RECIPIENTS

Twenty-six employees participaied in the GED classes and thirteen received
their diplomas. Ten test-takers passed some sections of the test and are waiting to
retake it in October or December of 1992. {They have a three-week waiting period for
test results.) Three learners were referred to the External Diploma Program of
Baltimore County Adult Education, because of iearning disabilities or test-anxiety.
Three learners stated that they would put off taking their GED test due to life and work
pressures or motivation factors.

Other Academic Achievement Outcomes
SELF-ESTEEM SURVEY

A pre and post test on self-esteer was administered to participants for three of
four semesters. Neither the first semester nor the minimester allowed for a self-esteem
inventory, because of time constraints.

The data in both chart and graph form shows that self-esteem ard confiderce is
enhanced by workplace education. Evidence points to increased confidence in a
worker's ability to use a computer, and this will positively impact the workplace as new
computer programs and systems are used to track productivity and production guality.

ANECDOTAL OUTCOMES

Instructors were required periodically to write out anecdotal reports of progress
they observed in their students. These accounts, which qualitatively demcnstrate the
effectiveness of the program, are found in at the end of this section.

Workplace Productivity Objectives

3.0 There will be a 10% increase in job productivity among
participating employees by May, 1992 (measure by a decrease in
product defects;.

Outcome: Assessment of productivity gains was studied by a Data Tracking
Subcommittee consisting of manufacturing and quality management specialists
who met weekly to determine how best to coliect accurate data on assembly
workers called “touch” labor. The committee decided early on that it was to0
difficult to collect accurate defect and rework data; therefore, they restricted
there study to productivity gains. Productivity was studied by tracking time spent
on the job compared to the time allotted to complete the job. Production
performance data was collected when the worker locked on and off a
production job. Martin Marietta’s computer based tracking system collected this
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Self-Esteem Survey Results : Fall 1991
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3.1

data and sorted it according to department, work center, program, and
employee identification number. Of the 161 employees attending the classes,
71 were “touch” labor or assembly workers. Of the 71 employees, 14 were
selected for performance measurement, because their workcenters and
supervisors had only one or no changes. Due to the 50% reduction in the
workforce, the remaining 57 were transferred to many different workcenters
and positive changes could not be tracked due to learning time required to
adjust to a new job and a new supervisor. Of the 14 workers selected for their
production continuity, noticeable increases in productivity could be validated by
the line graphs provided by the company’s accurate data tracking system.
Performance of these workers can be clustered into five groups.

PERFORMANCE ANALYSIS FOR GROUP A (Charts 1-5)

Increased their productivity by an average of 50% during and after program
participation

PERFORMANCE ANALYSIS FOR GROUP B (Charts 6-9)

Increased performance peaks ranging from 5% to 110% while enrolled in
classes

PERFORMANCE ANALYSIS FOR GROUP C (Charts 10-11)

Showed performance gains 