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Introduction

This guide was created to provide practical information to aid local Adult Education providers in
building a Workforce Education (WE) program in their community. The guide reviews the
policies and procedures required for establishing a program through Ohio Aspire. This includes
describing the performance measures that Workplace Education programs are evaluated with.
The Workplace Education guide provides the materials and resources necessary to help a local
program create an effective WE class as well as to evaluate the effectiveness of an existing WE
class.

Overview of Workplace Education

According to the Workforce Innovation and Opportunity Act (WIOA), Section 203, Workplace
Adult Education and Literacy Activities are defined as, “adult education and literacy activities
offered by an eligible provider in collaboration with an employer or employee organization at a
workplace or an off-site location that is designed to improve the productivity of the workforce.”

Workplace Education vs. Workforce Preparation

Another definition equally important to adult education, but different from Workplace Education,
is Workforce Preparation Activities. In WIOA, Workforce Preparation activities are defined as,
“activities, programs, or services designed to help an individual acquire a combination of basic
academic skills, critical thinking skills, digital literacy skills, and self-management skills,
including competencies in utilizing resources, using information, working with others,
understanding systems, and obtaining skills necessary for successful transition into and
completion of postsecondary education or training, or employment.”

While, per Aspire grant requirements, all Aspire programs are required to provide Workforce
Preparation Activities in their classes, Workplace Education Activities are optional. Developing
Workplace Education classes within a local program must first be approved by the State Aspire
Office. This guide will provide information on how to effectively establish and implement
Workplace Education classes.
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Il. Establishing and Evaluating a Workplace Education Class
Needs Assessment

It is imperative that an Adult Education program establish clear expectations and outcomes for
the Workplace Education class with the employer prior to setting up the class. To do so, the
program should first identify the needs of the employer to ensure the program is equipped to
address those needs through the establishment of a class and to ensure that the identified skills
can be addressed through the class curriculum.

A formal needs assessment should be used to identify current knowledge, skills, and abilities
within the workplace and to compare that with the knowledge, skills, and abilities needed or
desired by the workplace. Specific problem areas and/or opportunities for training should arise
from the needs assessment.

The program may use a standard needs assessment (e.g., WorkKeys), a published assessment, a
needs assessment template, or create a customized assessment for a specific workplace
partnership. See Best Practices 1.1 for a sample Needs Assessment.

The components of a good needs assessment include:

e Observations
o Initial observations of work setting
o Observations of work performed
o Observations of employees as they perform the work
e Interviews
o Initial interviews/surveys with workplace contacts
o Interviews/surveys with supervisors and employees
e Documentation
o Review job descriptions, as necessary
o Review documented disabilities
o Review appropriate paperwork including manuals, job specifications, etc.
o Check readability of employee paperwork (above)
= Fry Readability Chart
=  Online Readability Score
=  SMOG Readability Formula
=  Microsoft Word® — You can check the readability level of a passage using
the Flesch-Kincaid Reading Level built into newer versions of Microsoft
Word®

Workplace Education Class Approval Process

The State Aspire Office must first approve all Workplace Education classes. Adult Education
programs must complete the following steps to obtain formal approval:

1. Complete the Progress Toward Milestone Report and send it to
Aspiregrant@highered.ohio.gov for approval. Reports will be reviewed by the program’s
Program Manager and will either be approved, denied, or sent back with recommended
edits.
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2. If the Workplace Education class is approved, the program will be asked to edit their

online grant to update the Workplace Education class narrative and update the site
information to accurately reflect a Workplace Education activity.

Ohio Aspire Program Managers will instruct the program on how to upload the Progress
Toward Milestone report into LACES and how to accurately document students as
Workplace Education students in LACES as well.

Workplace Education Class Components

Class Duration: Per State Requirement, services are to be offered year-round with at least 8 hours
per week offered at main site locations. Programs should be closed for no more than four
consecutive weeks at one time and for no more than a total of six weeks within a fiscal year.

If the Workplace Education class is located at the employer worksite (and not at the program’s
main location), then the program should determine the class duration based on how many days
per week the employer is able to host the class for its employees and so that students are able to
reach the agreed upon outcomes and performance measures. Typically, classes are built long
enough to ensure a posttest (minimum of 40 hours in most cases) though other performance
measures, like Progress Towards Milestones, may be obtained as well. An example, if the
employer can host the class two days per week and classes last for three hours each day, then a
Workplace Education class cycle could run for 7 weeks. This builds in enough time for most
employees to get to a posttest by the end of the class cycle and/or would allow ample opportunity
for them to reach a milestone.

Orientation and Assessment: All persons interested in participating in an Aspire program must
complete an orientation, per the Aspire eGuide, which includes assessment. Furthermore, per the
Aspire Assessment Policy, all students must receive an initial assessment using an approved
standardized assessment prior to being classified as a participant. A student becomes a
participant, per the National Reporting System (NRS), once the individual has received 12 or
more hours of service.

If the employer requires other assessments, that are not NRS-approved, to align with their
desired outcomes, programs must still, in addition, administer NRS-approved assessments to
class participants.

Orientation must include all aspects of the Student Experience Model as outlined in the Aspire
eGuide.

Curriculum: Workplace Education class curriculum should be designed in collaboration with the
Adult Education program and the employer ensuring the class objectives and goals are met. The
class should meet the requirements stipulated in Section 203 of WIOA for Workplace Education
Activities which includes designing classes that improve the productivity of the workforce. In
addition, per Aspire RFP Guidance, programs are required to adopt and align instruction to the
College and Career Readiness (CCR) Standards to promote the quality of adult education and
literacy outcomes to prepare learners for success in adult education, postsecondary education,
and employment.

Distance Education: The United States Department of Education’s Office of Career Technical
and Adult Education has authorized states to provide distance education (DE) as a formal option
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for delivering adult basic and literacy education services. While, per the Aspire Distance
Education Policy, all Aspire programs are required to offer distance education within their
program, offering distance education within their Workplace Education class is optional.
However, distance education within a WE class is a wonderful way to supplement the work done

during class hours as well as a great opportunity to help employees reach the specified goals
faster than if attending class alone.

In Ohio Aspire, distance education is delivered via online software programs through a LMS
(e.g., Moodle) and streaming platforms that allow for virtual classrooms. Approved curricula are
available for beginning, intermediate, and advanced level ABE, ASE, and ESOL students. The
Aspire office may approve additional curricula after vetting from the state office. See the Aspire
Forms and References page for the DE Curriculum Approval Form.

Workplace Education Class Portfolio: Per the Aspire Assessment Policy, all programs must
utilize the Aspire Portfolio System. The portfolio is used to help students and teachers gauge
learning and target instruction. Workplace Education sites may use a class portfolio in place of
individual student portfolios but must still retain all the required components of the student
portfolio.

ESOL Workplace Education Classes

Ohio Aspire programs provide education to English for Speakers of Other Languages (ESOL)
students. In Workplace Education, ESOL students may be just a few of the overall number of
students in the class. However, some Workplace Education Programs are entirely ESOL, based
on the workplace needs. More immigrants and refugees settling in the United States and more
foreign-owned companies building facilities in the United States with their employees brought in
to supervise the new operation has provided more opportunities for ESOL Workplace Education.

Often, ESOL Workplace Education classes have primary goals of increasing knowledge of safety
regulations as well as to increase the accuracy of communication. Instruction on both safety
regulations and communication can be easily adapted into the Workplace Education class
curriculum. See Best Practices 1.2 for a sample of Safety and Communication Key Concepts.

Addressing Learning Differences

Aspire programs, in accordance with GEPA 427, are required to address the special needs of
students, teachers, and other program beneficiaries in order to overcome barriers to equitable
participation, including barriers based on gender, race, color, national origin, disability, and age.

Programs need to be informed concerning learning disabilities in each of its classes including
Workplace Education classes. Curriculum and instruction must incorporate strategies to best
address the learning disabilities of its students. For more information on addressing learning
disabilities, see the Resources page.

Recruitment and Incentives

The success of a Workplace Education class relies heavily on recruitment and enrollment. As the
Adult Education program establishes clear expectations and outcomes with the employer partner,
recruitment should be a priority. Employer partners should be expected to play an integral role in
recruiting its employees for the Workplace Education class. The Adult Education program,
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through a solid Memorandum of Understanding (MOU), should indicate the expectation for
enrollment numbers in order to implement and/or sustain the class.

Incentives are vital in ensuring employees enroll and complete a Workplace Education class. As
a reminder, the purchase of incentives using state or federal funds is not an allowable cost (CER
200.438) with the Aspire grant. However, this is a wonderful use of employer partner funds or
other non-federal funds the Adult Education program might have to utilize. Incentives for
enrolling in class, or for achieving one of the class goals, or for attending class for a certain
number of hours are all examples of when an incentive could be given. The Adult Education
program should also make sure to include the expectation for incentives provided to employees
in the employer partner MOU.

Evaluating a Workplace Education Class

The Workplace Education class should be evaluated for its effectiveness at the end of the first
class cycle, prior to moving forward. Evaluation is important for understanding what has worked
well and what has not and if the desired expectations and outcomes have been achieved for the
Adult Education program, the employer partner, and the employees who attended class. This
means that all three entities should be provided an opportunity to provide feedback. An
anonymous survey should be completed prior to the employee’s last day of class and conducted
by someone other than the instructor to ensure authentic feedback. The employee feedback
should be considered when evaluating the partnership as a whole.

See Best Practices 1.3 for a sample Workplace Education Evaluation Form.
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lll. Accountability: NRS Performance Measures and Workplace Education Class

Outcomes

NRS Performance Measures Overview

Measurable Skill Gains (MSG) is a key indicator in the National Reporting System (NRS) and
provides a measure of a participant’s interim progress towards a credential or employment.
Reporting on MSG indicators is required, including Progress Towards Milestones for Workplace
Education classes. That Workplace Education participants can attain an MSG through Progress
Towards Milestones offers more opportunities for making an MSG.

Topic Measures Information about Measurable Skills Gain and Documentation and Notes
Measurable Skills Gain (MSG) | EFL Gains based on * Al students must receive a pre-assessment
Type la Pre-and Progress testing » New approved NRS assessments for 7/1/24
- » Documentation (LACES)
MSG Type 1b A“’“é‘:f‘ii;if;‘igs o * Notallowed in Ohio
* Enrolled in postsecondary education or occupational skills program by the end of
Enrolled in the program year|
. N s hold.
MSG Type 1c postsecondary education * © 20.day ho .. .
and trainine *  Students mav enroll before exiting Aspire
= * Co-enrollment does not apply to ADP/22+
» Refer to co-enrollment state policy for more information on co-enrollment
EFL gain for
partl{l;::t}::axtlts whot ptzss a *  Must be current student in a current Period of Participation
MSG Type 1d e * Retroactive from 7/1/23
= equival euncy »  (Overall, student earns more recent MSG
examination
Documented attainment
. of a secondary school
MSG Type 2 diploma or its
recognized equivalent
Secondary or
MSG Type 3 postsecondary transcript * Not allowed 1n Ohio
of report card
»  Only for approved Workplace Education (WE) classes. Questions about WE
should be directed to tarmstrong@highered ohio gov (T.J. Armstrong)
MSG Tvpe 4 Satisfactory or better » New for SFY25, allowable for approved IETs with a WE component
¥p progress report »  Must use new Progress Toward Milestone Report on website
»  Questions about data in LACES should be directed to
marrington@highered ohio_gov (Megan Arrington)
*  Only for approved IETs
¢  AFFLA funds can only pay for these tvpes of exams for IET classes
Successfully passing an ¢ For IET LACES questions please contact marrington@highered ohio gov
MSG Type 5 exam for t;a chnical or * For IET questions for ABE/Corrections please contact
- occupational skills twallace@highered.ohio_gov
¢ For IET questions for ESOL/IELCE please contact
cechnaffer@highered.ohio gov
S d- rter Empl t . .
econd-Quarter Employmen * Employment in the second quarter after the exit quarter
Fourth-Quarter Employment *  Employment in the fourth quarter after the exit quarter
Median Earnings ¢  Median earnings of participants emploved in the second quarter after the exit
g quarter
Attai t of dary school ) . . . .
:;n;::?a Er :f:::;:?i:: doo ¢ Receipt of a secondary school diploma or its recognized equivalent and
P equivalent g emploved or entered into postsecondary education within 1 vear of exit
Attai t of t dary . B . - .
ammer:r:d:::;;econ any * Receipt of postsecondary credential while enrolled or within 1 yvear of exit
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Workplace Education Class Qutcomes

Progress Towards Milestones: Reporting Progress Towards Milestones is required for Adult
Education programs offering Workplace Education classes, but this does mean that programs that
provide Workplace Education classes have more opportunities for their students to make
measurable skill gains, thus increasing their overall MSG rate.

For Progress Towards Milestones in Workplace Education classes to count for MSG reporting,
they must meet certain criteria.

Milestones must be...

1. Established with employer prior to the start of training.
2. Tied to a specific occupation that is part of training and assess what was taught.
3. Include the method of documenting and measuring progress.

These criteria are completed in the Progress Milestone Gains Report. This report allows Adult
Education programs that offer Workforce Education classes record the predetermined skills to be
learned, the method of documentation/measuring, estimated hours, and progress evaluation
method.

Though exact criteria are circumstantial, it is important that programs thoroughly and accurately
explain their methods and outcomes so that credit can be awarded. Here are some important tips
to consider when reporting Progress Milestone Gains:

e [t is important that local programs collaborate with the programs they are partnered with
to determine necessary skills.

¢ One form may be submitted for multiple students (LACES ID numbers on the same form,
and then program just uploads one form into LACES)

For more information on how to document Progress Towards Milestones, see this Webinar,
located on the Aspire Website. See Best Practices 1.4 for sample approved and denied Milestones
Gains Reports.

Effectiveness in Serving Employers: As of March 2024, the sixth WIOA performance indicator,
Effectiveness in Serving Employers, is now defined as Retention with the Same Employer in the
second and fourth quarters following a participant’s exit from the Aspire program. Reporting on
this performance indicator will be required beginning July 1, 2024 for all Aspire programs. For
more information please read Memorandum 24-4 from the Office of Career, Technical, and Adult
Education (OCTAE). Instructions for how Aspire programs will report this indicator are
forthcoming.
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IV. Funding

Funding and Sustainability

Aspire Instructional, Section 231, funds may be used to pay for the implementation of Workplace
Education classes given the expenses are allowable, allocable, reasonable and necessary (CFR
200.403-200.405).

In the event the Adult Education program can demonstrate that all other Aspire grant funds are
being utilized, it may be appropriate to have an employer partner contribute to sustain the
Workplace Education class long-term, if so desired. If there are concerns about sustaining the
Workplace Education class in future years, the Adult Education program should communicate
with the employer and include in their MOU that funding is only guaranteed for the current
program year and/or for the specified class cycle.

Sustaining a Workplace Education class in future years or for future class cycles is possible,
given the above, with the support of the employer partner.

An example for sustaining such a class is:

Adult Education Program A is partnering with a local manufacturing plant whose goal is to help
their employees obtain their HSE to be promoted to manager within the plant. Program A had
additional funds in the current program year to run the Workplace Education class and found that
6/10 students earned an MSG including obtaining their HSE. Program A and the local
manufacturing plant would like to continue this class into the next program year, but Program A
does not have the funds available to run the class next program year.

To continue running the Workplace Education class next program year, Program A can:

e look at their existing classes, specifically at enrollment and MSG, to determine which
class could be combined with another or closed altogether, based on low performance
outcomes, to move the funding and resources to the Workplace Education class.

e take two part-time positions and make one full-time position where the instructor teaches
two classes including the Workplace Education class.

e renegotiate an MOU with the manufacturing plant which includes Program A paying for
supplies and technology while the manufacturing plant pays for the instructor.

While this is not an exhaustive list, Adult Education programs can use these ideas or others to
find ways to sustain Workplace Education classes.

Creating a Memorandum of Understanding (MOU)

An MOU is an agreement developed and executed between two or more partners relating to the
delivery of adult education and literacy services. The documentation is dated, with activities and
responsibilities outlined, when applicable financial agreements, and a signature from each party.
Per the Aspire eGuide, an MOU must be filed with the Ohio Department of Higher Education
State Aspire Office for any agreement that involves a fiscal arrangement or purchase service
contract.

An MOU establishes a clear understanding of how a partnership will function and clearly defines
the role of each partner.
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An MOU should include:

e Expected enrollment that supports the program’s total enrollment goal

e Expected Measurable Skill Gains and other performance measure outcomes for the class
that support the program’s MSG goal

e Expectation for duration and length of class which supports the program’s MSG goal

e A nplan for ensuring employees attend class, especially if classes occur during work time.
Coordination and support from management will be necessary.

e Expectation for completion of distance education hours, if applicable
e Incentives provided to employees for participating in class and achieving predetermined
goals and outcomes

See Best Practices 1.5 for sample MOU .
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V. Best Practices

1.1 Needs Assessment
Ohio Aspire Workplace Education Needs Assessment

Program Employer Partner

Learner Achievement Comments

1. What is the primary desired outcome
for both the employer and the Adult
Education program? Do they align?

2. What are the top 3-5 skills the employer
believes employees need to focus on
learning? Is the Adult Education program
able to effectively address those skills?

3. What is the expectation for enrollment,
class duration, performance outcomes,
and advanced employment opportunities
does the employer have? Do these align
with the expectations of the Adult
Education program?

Physical Environment Comments

1. Is the environment of the site appropriate
for adult learners?

Do the space and resources include:
A dedicated space for class
Laptops

Desks and chairs

Copier and/or printer

Is the Adult Education program able to
provide the resources that the employer is
unable to provide?
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Employer as a Partner

Comments

1. Does the employer partner have active
support of top-level management?

2. Will direct managers support the Workplace
Education class ensuring students are able
to attend class?

3. Are classes taking place during work
hours or will they take place prior to or
after work hours? If not during work
hours, how will the employer ensure
student participation?

4. What incentives will the employer offer
students who participate?

July 2024
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1.2 ESOL Workplace Education Classes

Safety and Communication Key Concepts

e Workers must know and understand key words and phrases.

e Workers must be able to safely operate machines/equipment.

e  Workers must understand how to safely handle hazardous materials.
e Workers must read and understand policies and procedures.

¢ Workers must understand health issues in the workplace.

e Workers must read and understand manuals/directions.

e Workers must read and understand charts and labels.

e Workers must understand verbal and written orders.

e Workers must be understood verbally and in writing.

Communication

e Workers must be able to communicate with their fellow coworkers.

¢ Workers must be able to communicate safety key words.

e Workers must be able to engage in conversation concerning job and related issues.
e Workers must be able to write concerning job and related issues.

¢ Workers must be able to engage in casual conversation.

e Workers must be able to complete informal writing.

e Workers must be able to complete non-mandated reading.

e Workers must be able to understand and be understood by management.

e Workers must be able to communicate effectively in writing and/or in conversation.
e Key words and phrases are most important.

e Problems and issues will vary from workplace to workplace.

e Identify words and phrases through needs analysis.
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1.3 Workplace Education Evaluation
Workplace Education Evaluation Form

1. Has the Workplace Education class met the expectations and outcomes outlined in the
existing MOU? What expectations and/or outcomes were not met and why?

2. Specifically, was the expectation for enrollment met? Did the employees attain the intended
performance measures?

3. Did the Adult Education program comply with the agreed upon items listed in the MOU?
Did the employer partner comply with the agreed upon items listed in the MOU?

4. What went well with the partnership? What areas need improvement if continuing the
Workplace Education class partnership?

5. What feedback did the employees have on the Workplace Education class? How would that
impact changes to the class if classes were to continue?

July 2024 Page 15 of 21



1.4 Progress Toward Milestones

Sample of Approved Progress Toward Milestones Report

Participant

Employer

Aspire Program

| Program Year

Stephanie Schab

KBD

CPS

|H FY2022

remote instruction,

skill demonstration,

LACES Identification Number EFL Level Individual Documenting Gain Contact Email

2222222 2-4 CB

SKILLS TO BE LEARNED METHOD (e.g., in- ESTIMATED PROGRESS EVALUATION Employer Desired Outcome
Skills may be learned concurrently. | person instruction, HOURS METHOD (e.g., tests, reports,

Depending on the employee role, 1 out of 3 of the skills should be completed.

he eligible forwane increges pinon cuccegefl com

'\Iehnn.d_d

distance education, performance verification) Starting Capability Mid Capability Ending Capability Wage Increase
shadowing, etc.) Date Scored: Date Scored: Date Scored: Wage increase is not required
to obtain the MSG. It is one
9.1.21 12.18.21 32322 method to achieve the M3G.
Use of Voxy or Burlington ||Using Burlington |[Approximately| Reports from software ) _
English to complete and English or Voxy d40—60dh[:urs dETOHStgg;‘g proficiency 50”’“9 skill IE Progress Attained |:| Attained
master 3 units at an 80% || Distance epending on | at least 80% ; No progress i
mastery level in Education NRS level of |:| No skill |:| Prog DNOt Attained
manufacturing._This Software student
Employee is required to @n-persqn Approximately _Instrucmr monitors with
complete mock inventory  [[instruction and 40-60 hours [[|informal assessment I:ISt)me skill I:' Progress I:' Attained I:' Attained
project unassisted with less||coaching ‘g'the studentl s
than 5 mistakes within 45 emonstrates less than : .
minutes. mistakes within 45 Nao skill No progress NotAttalned
Writing a work related In-person 40-60 hours |[Less than 1 error on S Kill Progress )
incident report using the  [[instruction and mock work related |:| ome sk ¢ Atta'”e’d I:' Attained
employer template use of approved incident report.
DE software to Mo skill I:l Mo progress |:|N ot Attained
assist with

Reasons for approval:

e Skills clearly align with intended goal of the employer and are robust
e Duration of class cycle allows ample time for completion of an MSG by most employees
¢ Employees can attain an MSG by completing one of three skills listed (the one that is most pertinent to their position within the

company) or by attaining a wage increase
o Skills meet the quality and intensity of the EFL levels of the employees which gives employees the best chance possible to

attain an MSG
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Sample of Denied Progress Towards Milestones Report

Progress Milestones Gains Report

Participant Employer Asplre Program | Program Year
Tomn Jones ProTemp Sunnyside College ||2EI'21 -2022
LACES ientification Number EFL Level Individual Documenting Gain Contact Email

148632 "3 Mary Turner, Teacher mtumen@sunnyside.edu

SKILLS TO BE LEARMED METHOD fe.g., in- ESTIMATED PROGRESS EVALUATION Employer Desired Outcome
B e e METHOD {e.g.. tests, reports,  Ahtain HSE - no time frame identified, employee will get pay increase upon
remote instruction, skill dermenstration, lerrmnlating
distance education, performance verification) starting Capability Mid Capaluility Ending Capability Wage Increase
shodowing, etc.} Date Scored: Date Scored: Date Scored: Wage increase is not required
to obitain the M3G. It is one
method to achleve the M3G.
Pass two of four GED in-person and DE |80 Score of 145 or greater _ _ )
et on each GED actual [Jsome skin DPrugress I:I,a.tt.mned |:| Attained
ubtests .
e D Mo skill D“U progress Dot Attained

DS-Dme skill
[ mo skin

|:| Progress
DND progress

|:| Attained
DNG[ Attained

DSome skill
[ ]no skl

I:l Progress
D No progress

[:lmtained

[]not Attained

Reasons for denial:

e Skill does not clearly align with intended goal of the employer and is not robust
¢ Employer goal and duration of class cycle do not align to allow the employee ample time to attain the intended MSG
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Sample of Denied Progress Towards Milestones Report
Participant [ Employer [ Aspire Program I Program Year
Sue Chen BKD Inc. Sunnyside Center 2021-2022
Participant LACES Identification Number ' Individual Documenting Gain ' Contact Email '
115993 Mary Turner, Teacher mtumer@sunnyside.edu
| SKILLS TO BE LEARNED | METHOD je.q, in- | ESTIMATED | PROGRESS EVALUATION | Milestone Progress
Skills may be learned concurrently. | person instruction, HOURS METHOD (e.g.. tests, reports,
remote instruction, skill dermnonstration, Starting Canabil Mid Canabilit T Ending Capabilit Wage |
distance education, performance verification) ng Capability Apaility neing Capabiiity “t.lwm“? ’
o aNer) Date Scored: Date Scored: Date Scored: Woge increase is mot required
g Lol te obtain the MSG, It is one
method to achieve the MSG.
conversational English in-persan 30 performance verification
Progress

some skill
Mo skill

:l MNo Progress

:l Progress

Mo Progress

HPrngress
Ne Progress

Some skill

Mo skill
L_|5ome skill
L IMe skill

Progress
Some skill 3 E
Mo skill Mo progress

Attained
Mot Attained
Attained
Mot Attained

:I!\ttained

:INclt Attained

tttai ned
ot Attained

D.ﬁ.nained
D.ﬂ.nained

D.ﬁttained

Dhttained

Reasons for denial:

e Skill does not clearly align with intended goal of the employer and is not robust
e Duration of class cycle does not align to allow the employee ample time to attain an MSG
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1.5 Memorandum of Understanding (MOU)

Sample MOU

[NOTE: This MOU can be edited, as needed, to fit the exact needs of the Adult Education program]

This Memorandum of Understanding (MOU) is an agreement between [ADULT EDUCATION
PROGRAM NAME] and [EMPLOYER NAME] for Workplace Education classes. This document
establishes guidelines for the Workplace Education class.

The [Adult Education Program] agrees to:

b S S

Provide Workplace Education instruction with a qualified instructor.

Provide supplies such as books, pencils, folders, laptops, and distance education software.
Work together with [COMPANY NAME] to recruit students for the class.

Provide a curriculum in line with the established needs of [COMPANY NAME] including
distance education to be completed outside of class.

Monitor progress and performance outcomes through formal and informal assessments and
report progress back to [COMPANY NAME].

The [COMPANY NAME] agrees to:

1.

Recruit and enroll at least [# students and/or contact hours] during the class cycle which
will allow students the opportunity to gain [LIST EXPECTED PEFORMANCE
OUTCOMES].

Provide classroom space [ADD ANY ADDITIONAL ITEMS] on [INSERT DAYS AND
TIMES] for a total of [HOURS] per class cycles.

Provide registration paperwork necessary for employees to enroll in the Workplace
Education class.

Incentivize the class for employees by providing [LIST OF INCENTIVES].

. Ensure that employees can leave work to attend classes.

This agreement is effective upon acceptance in writing by both parties through [END DATE].

[COMPANY DESIGNEE, TITLE] [ADULT EDUCATION DESIGNEE, TITLE]
[DATE] [DATE]
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Sample MOU
[NOTE: This MOU can be edited, as needed, to fit the exact needs of the Adult Education program]

Dear [COMPANY NAME]:

Thank you for contacting [ASPIRE PROGRAM NAME] about a Workplace Education class for
your employees. [ am excited about the class that we have developed and look forward to working
with you to implement it.

Please review the proposal below:

[ASPIRE PROGRAM NAME)] agrees to:
1. Provide qualified instructional staff.
Provide a qualified aide, if necessary.
Provide for administration of the program.
Order all books and supplies, which will be billed to the program, when necessary.
Provide laptop computers for training, when needed.
Work jointly with {company name} on recruitment of students.
Identify contact person(s) for this joint venture.
Provide an air conditioned/heated classroom that is in a quiet area.
Provide instructional support materials, as needed.
. Provide adult appropriate classroom.
. Use job specific forms, documents, and expertise for curriculum development, as
appropriate.

—Z 0PN R WD

—_ O

[COMPANY NAME)] agrees to:

1. Provide job specific forms, documents, and expertise for curriculum development.

2. Provide class roster ten working days before training begins.

3. Agree to pay for books, supplies, and lab fees required for training or agree to provide any
books, supplies, and fees, as agreed.

4. Identify contact person for this joint venture.

Either party may reschedule the Workplace Education class, provided a cancellation notice of five
(5) working days is given.

Thank you for the opportunity for [ASPIRE PROGRAM NAME] to assist [ COMPANY NAME’S]
employee needs.

Please acknowledge this letter of agreement by signing and returning this document.

[COMPANY DESIGNEE, TITLE] [ADULT EDUCATION DESIGNEE, TITLE]
[DATE] [DATE]
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VI. Resources

Workplace Education
LINCS

Career One-Stop
National Skills Coalition

ESOL Workplace Education
ESL About.com

Learning Disabilities
LD Online Resources
Job Accommodations Network (JAN)
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https://lincs.ed.gov/
http://www.workforcetools.org/
https://nationalskillscoalition.org/resources/
http://esl.about.com/od/englishforbusinesswork/
http://www.ldonline.org/
http://askjan.org/

