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Understand how to plan making their suggestions.
4. Design dear and concise messages.
5. Propose suggestions to their managers or supervisors.

2.

Training objectives: By the end of this module, students will be able to:
I. Understand how to identify areas of improvement and how to look for better ways of doing things.

organizations.

Training Goa To teach students the steps they must follow to make suggestions that can be implemented in their

This module covers all the steps needed to make suggestions and addresses these common obstades. Employees
who complete this module will know how to put the pieces together and will find it easier to actually make
suggestions as situations arise on the job.

And then, even if employees have supporting information, they often face a third obstade, the need to
communicate the information effectivdy to the right person, that is, to someone who can do something with the
information.

Another obstade that employees face is the inability to find the information and the data they need to (1)
support their ideas or suggestions and (2) show others how the suggestions will work.

difficult

One is that many employees are not accustomed to discussing their ideas with others (especially with
supervisors and upper management). These employees find sharing their suggestions uncomfortable and

doing their jobs. Unfortunately, team members face several obstacles in their attempts to fulfill this responsibility:

module Description: One key responsibility of team members is to make suggestions about improvements they see for

An Introduction

Instructor's Manual- To Help You on the Job

Making Suggestions ";::?.

Instmctor's

8
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Overhead projector
Flip chart/Whiteboard

Equipment

Coasenmunity

Transparency Markers
Flip chart/Whiteboard markers
Blank Paper (1 sheet per person)
Calculators
Information on company's procedures
for making suggestions

Pencils

Name tags
Paper

Materials
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Looking for Better Ways of Doing Things

Lesson 1

Turning Ideas Into Action

Making Suggestions

Lesson 1: Looking For Better Ways Of Doing Things

14,
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turned into a formal suggestion in future lessons.

13

lesson attempts to get students to begin to think about ways to improve their jobs that can be

Page 6

joblink

This lesson covers the basic concepts of making suggestions. Many students understand the
concept of external customer and supplier, but do not think of internal departments or internal
people as customers or suppliers, and these concepts are introduced in this lesson. In addition, the

V Lesson Description

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions 'V

the importance of
making suggestions.

results.

Lesson 1: Looking For Better Ways Of Doing Things

11111111DIMM
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"Improving Our Job" (Handout 3)

"Glossary Words" (Handout 1)
"9 Dots" (Handout 2)

Handouts

"Glossary Words" (Transparency 1)
"9 Dots" (Transparency 2)

Transparencies

"Learner Enrollment"

"Pretests

Forms

4.

3.

results.

Identify methods to come up
with better ways to achieve

2.

Overhead projector
Flip chart
Blank paper (1 sheet per person)
Pens and pencils

Ending- Large Group

Page 7

10 min.

30 min.
Opening- Large Group
20 min.
First Activity- Small Groups
Second Activity- Small Groups 30 min.

V Total Time: 90 minutes

'V Hardware
1.

V Classroom Set-up

jobLink

V Materials Needed

Identify important tasks and

3. Explain

2.

1.

By completing this lesson, students will
be able to:

V Objectives

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions 'V
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Making Suggestions V

"E-

4.

3.

Copyright ©1996 by Coast Community College District

13

Distribute "Learner Enrollment" form. Tell the students "this information will help us figure out
who our students are:' Collect filled out forms.

Page 9

JobLink

Distribute "Pretest' Explain (a) that students should not know the answers, (b) that they will be
getting the same assessment at the end of the class, and (c) that the comparison allows you to track
their progress.

Lesson 1: Looking For Better Ways Of Doing Things

13

4

Summarize what will be covered in the next 6 sessions.

2

.

Welcome students. Introduce yourself.

1.

V Opening: 30 Minutes

V Activities

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions V

jobLink
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2 1 Page 11

"A supplier is someone who hands something off to us. We can have external suppliers and
internal suppliers. An external supplier is someone from outside ihe company that supplies
us with something. For example, if we use special plastic material to package our widgets,
the plastic material company is an external supplier.

Explain the distinction between external suppliers and internals suppliers:

"Let's say that I work for a company that makes widgets and that the widgets are sold in
grocery stores. My external customer is the grocery store buyer who buys the widgets. If I
work in the order department then my internal customer might be the warehouse person who
pulls the item. He is the person I hand the order off to. And his internal customer might be
the shipping person who ships the order to the store'

Ask each student to give an example of one external customer. Then introduce the concept of
internal customers by saying, for example:

"Each person has a customer and a supplier. The customer is the person to whom we hand
off something when we finish. We can have external customers (for example, the customer who
buys our product), and we can also have internal customers (for example, the next person
individual or the next department in the process)

Explain the distinction between external customers and internal customers. Begin, for example, by
saying:

Lesson 1: Looking For Better Ways Of Doing Things

20

6.

5.

V Opening: (continued)

V Aletivities

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions V

Lesson 1: Looking For Better Ways Of Doing Things

Process - the act of carrying out or going through a series of adions.
Resources - assets. materials

Suggestion - an idea or a plan.

Supplier - someone who hands something off to you.
Task - a job, an amount of work which must be done.

Waste - trash or rubbish

S.

6.

7.

8.

9.

10.

UST COPY AVAiLALIE
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Handout 1, Transparency 1

MAMMON' I

Improve - to make better

1.

Cast Comm., Caw Olola

Eliminate - to get rid of

3.

Capp01 SION

Customer - someone to whom you hand off something.

2.

Won I Wog Pr Dar Wu. a Dan Ur.

Brainstorming - coming up with as many ideas as you can.

JoblInk

I.

Glossary Words

11111=112,,tzectotri3.:

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions V

23

Page 12

joblink
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J

Project "Glossary Words" on the overhead. Explain that every class will begin with a list of
glossary words. The definitions will be given at the beginning of the class. At the end of the dass,
the group will review the definitions of the words.

say, "Now we know each other a little better, and we know who our customers and suppliers are7

And by namingOne of their internal supplier
One of their internal customers

Where they work
What they do

By sayingWho they are

Tell students to introduce themselves to the rest of the class. Go around the room and have them
introduce themselves:

Ask students if they can name any of their external suppliers.

order department in the widget company is an internal supplier to the warehouse, and the
warehouse is an internal supplier to the shipping department7

Lesson 1: Looking For Better Ways Of Doing Things

21

04.1. 1,11

landoUt

nummareney

9.

8.

7.

Page 13
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"An internal supplier is a person or a department that hands something to us. For example, the

'V Opening: (continued)

V Activities

Lesson 1: Looking For Better Ways Of Doing 'Things

Making Suggestions 'V

5.

Ask, "We can see from our list that it is diffiailt to make suggestions; however, why do you think it

4.

Copyright ©1996 by Coast Community College District

Explain that in the next six sessions students will learn ways that will make it easier for them to
make suggestions.

is important to make suggestions?"

Write their suggestions and ideas on a whiteboard, a flip chart, or a blank transparency.

3.

Lesson 1: Looking For Better Ways Of Doing Things

2G

Ask the class to define the word suggestion.

2. On a whiteboard, a flip chart or a blank transparency, write "Why do you think it is hard to
make suggestions?" Then read the question aloud to the dass.

1.

V First Activity: 20 Minutes

V Activities

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions Y

Page 15

Walk around and help any students who are having trouble.

Reassemble the class and ask for volunteers to share their lists with the whole class.

10.

11.

Copyright ©1996 by Coast Community College District
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12. summarize by explaining that we now understand our job process better We know who our
internal suppliers are, and we've identified 2 or 3 of our most important job tasks, and we know
who are external suppliers are.

Tell each person to share his or her list with the others in the group.

Distribute a blank piece of paper to each person. Ten each person to write down his or her 2 or 3
most important tasks.

Group students into teams of 2 or 3.

Lesson 1: Looking For Better Ways Of Doing Things

23

Page 17

Job Link

Stress this point: "You must know your important job tasks before you can make suggestions on
how to improve them!"

9.

8.

7.

6.

V First Activity: (continued)

V' Activities

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions V

V

30

Lesson 1: Looking For Better Ways Of Doing Things
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Handout 2, Transparency 2
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Lesson 1: Looking For Bette. Ways Of Doing Things

Making Suggestions

AKE

31

Page 18
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Answer:

Tell the group to connect all 9 dots using 4 straight lines without lifting the pencil or retracing a line.
(Give the group 2 or 3 minutes to figure this out.)

Ask, "Why did you have such a hard time figuring out this puzzle?" Explain that most people
assume we must stay inside the dots. However, sometimes we have to "think outside the dots or
outside the lines" to come up with better ways of doing things. Say: "Good ideas aren't always big
changes! Sometimes the littlest change makes the biggest difference'

7.

Copyright ©1996 by Coast Community College District

33

ideas as you can:' Explain: 'There are no bad ideas during the brainstorming process. No one
judges the ideas until later, after all the ideas are suggested!'

Ask, "What is brainstorming?" Share this definition: brainstorming means "coming up with as many

6. Group the class get into teams of 4 or 5.

5.

Page 19

jobLink

4. Ask someone who has solved the puzzle to show her or his solution to the rest of the class.

3.

Distribute "9 Dots".

2.

Lesson 1: Looking For Better Ways Of Doing Things

3.

01-2. T.21

Handout
trarnoaserey

Ask, "How do you come up with ideas for making suggestions?"

1.

V Second Activity: 25 Minutes

V Activities

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions V

Copyright ©1996 by Coast Community College District

Answer: "We make a suggestion to our supervisor or lead'

12. Ask, "What do we do once we find an area we think we can improve?"

Save time.

11. Make sure that your master list includes ways to:
Eliminate unnecessary steps in work processes.
Eliminate wasted resources.
Eliminate or correct steps where errors or problems frequently occur.
Make students' jobs easier.
Help students' customers or suppliers.
Improve quality.
Save money.

10. When the groups are finished, walk around and ask each group to read one item from its list.
Continue until all groups have shared their complete lists. write all the items on a master list.

9. walk around the room to help any group having difficulty.

Lesson 1: Looking For Better Ways Of Doing Things

3,1
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8. Ask the groups to brainstorm ideas for what we can look for when we are trying to find ways to
improve our jobs. Remind the groups of the list of most important job tasks from the last activity.
Explain that each group will present its ideas to the dass.

V Second Activity: (continued)

If Activities

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions V

3

Lesson 1: Looking For Better Ways Of Doing Things

II magma I

to get rid of.

Task - a job, an amount of work which must be done.
Waste - trash or mbbish.

9.

10.

BEST COPY AVALAGLE

Transparency 1

Thimpowm.s, I

Supplier - someone who hands something off to you.
8.

c9.01/. el. 55 Car Camtsfy Caw P.M

Suggestion - an idea or a plan
7.

Won t. I.ttoqto BON Ware CV 150111.7

Resources - assets, materials

actions.

Process - the act of carrying out or going through a series of

IMprOVe - to make better

Eliminate

Customer - someone to whom you hand off something

Brainstorming - coming up with as many kleas as you can.

Jai ink
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6.

5.

4.

3.

2.

1.

Glossary Words

IMIttraZUS=ZZ
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Capri.. 151 1, Ca. Coo., Car WM

Handout 3
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list one or two luo suggestions to improve your job-suggestions that you could present to
yotr lead. supervisor or manager

What are some specific ways you cot think of to improve poor job?

Sore money
Sore time

Improve quality

Wendt or correct sups where errors or problems are Geoffrey frequently
Mob your job easier
Help your customers or supplier'.

Eliminate urotecessary steps in work processes.
Eliminate wasted resources

kr ample you might tkink abut any' to:

Mere are lots of ways you an Improve sow }dm

Improving Our Jobs

Lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions IF

Project "Glossary Words" on the overhead. Ask the group to review the definitions.

Copyright ©1996 by Coast Community College District
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Ask students to begin thinking about how they can improve their jobs. Distribute "Improving
Our Job". Tell the students to fill it out by the next class.

3. Thank the class and say good-bye.

2.

1.

Lesson 1: Looking For Better Ways Of Doing Things

33
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Handout
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IF Ending: 10 Minutes

if Activities

lesson 1: Looking For Better Ways Of Doing Things

Making Suggestions lr
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Getting The Information You Need

Lesson 2

Turning Ideas Into Action

Making Suggestions

41

(--;

42

Lesson 2: Getting The Information You Need

Copyright 01996 by Coast Community College Dishict

importance of verifying that information.

43

This lesson will 1) teach the student how to find information sources and 2) demonstrate the

a source as accurate without verifying the n information being used.

Page 26
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One of the first steps in making a suggestion is to identify what sources there are to get the
information you need. Once you have found that source(s) you must then verify the information
you receive. This is a problem with many suggestions. The person making the suggestion relies on

Lesson Description

Lesson 2: Getting The Information You Need

Making Suggestions s'Y

them.

Identify and find sources of
information that are useful to

verifying information.

Explain the importance of

Identify general sources of
information.

44

Lesson 2: Getting The Information You Need

3.

2.

1.

By completing this lesson, students will
be able to:

Objectives

LH

Copyright ©1996 by Coast Community College District

"Glossary Words" (Handout 4)
"Getting the Information You Need"
(Handout 5)
"Identifying Information" (Handout 6)

Handouts

"Glossary Words" (Transparency 3)

Overhead projector

Transparencies

1.

Hardware

Materials Needed

Lesson 2: Getting The Information You Need

Making Suggestions

10 min.

43

Page 27

20 min.
20 min.
15 min.
Third Activity- Large Group
Fourth Activity- Small Groups 15 min.
10 min.
Ending- Large Group

Opening- Large Group
First Activity- Small Groups
Second Activity- Individual

ir Total Time: 90 minutes

Classroom Set-up

jobLink

Lesson 2: Getting The Information You Need

4G

Sources - the place where something oDrneS from, the person
information comes from.

'Through the Grapevine' - through an informal communkation
network

Oral- expressed in spoken words.

Verify - to prove that something is true

5.

4.

5.

6.

5EST COPY AVALABLE
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Handout 4, Transparency 3

Owe** WPM to, C. Cary Gag. Dims

information - fads, knowledge . an explanation of something

2.

I..5 CTh. Irknellon You 11.1

implement - to begin using a new process.

jail*

I.

Glossary Words

pis ttnivinc.....=.:

Lesson 2: Getting The Information You Need

Making Suggestions

4

Page 28
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5.
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ASk, "Why do you think a lot of suggestions are made but not implemented?"

suggestions accepted'.'

43

putting together the information you need to help get your

Distribute "Glossary Words" and project it on the overhead. DISCUSS the definitions.

4. Tell students, "Today you will begin

3.

Lesson 2: Getting The Information Yol Njed

Handout
Transparency

2. ASk students to share their suggestions from the "Improving Your Job" handout from the previous
session. Write all their suggestions (to share at the supervisor meeting).

Welcome students.

Opening: 10 Minutes

Activities

Lesson 2: Getting The Information You Need

Making Suggestions

Page 29

Tell the group, "Now that you have some ideas of ways to improve your jobs, lets begin working
on implementing your ideas!'

Lesson 2: Getting The Information You

Copyright 01996 by Coast Community College District

51

idea that everyone in the group wants to work on-an idea that you could present to your
supervisor, lead, or manager. You will be using this idea for the rest of the module, and in the last
session you will present that idea to your lead or supervisoe

Explain: Each "Suggestion Team" should choose from the 'Improving Your Job' assignment one

4. Ask the groups to assemble and to begin brainstorming for an idea.

3.

Page 31
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2. Group students into "Suggestion Teams" (no more than 4 on a team). Tell them to form groups
with people from the same department or the same product line.

1.

First Activity: 20 Minutes

Activities

Lesson 2: Getting The Information You Need

Making Suggestions

"'ff;

Lesson 2: Getting The Information You Need

Li

)

You would need your telephone bll You mild wait until you pet it in the mit
or you could call the tdephone company to find out how rnuch you owed

What informetion would you need if your child needs a oonwuter for school?
Where would you find that information?

Itassenset

For eech question bdow. mite down (4 the informetion you would need and (h) where you
would find that information Follow the ample:
tamp ler What informetion would you need if you were pins to Fay your phone bit?
Where would you frid that inforrnahon?

you poduced today? Where mull you find that information?

VANC information would you need if your .14101/110f 1.1111 you to recce how many parts

Handout 5

Cannille Mee b, CPO Comm*, Celli. Wald

11.410

Copyright 01996 by Coast Community College District

Waal Calm IN Woman You NW

S What information would you need if them were cherriesl spill in your awe? Where would
you find the information?

4 What informetion would you need if an OSHA inspector mks you how many injuries them
were M your department in the last year? Whey would you find that infonnetion?

3.

2 Whet inforrnelion would you need if you want to make your mothen femme tamales?
Where would you find that information?

I.

Jai Ink

Getting the Information You Need

flE=12,17.EctirL

Lesson 2: Getting The Information You Need

Making Suggestions

BEST COPY AVAILABLE

Page 32
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5. You would need the MSDS sheets. You would need to know where that information is
kept in your company.

4. You would need to find some kind of log or record of injuries for your department or
the company. The company nurse, Human Resources, or possibly your supervisor might
have that information.

3. You would need a parts log (if you've been keeping such information yourself) or a
computer printout (if that information is stored on a computer).

2. You would need the recipe for the tamales. You would ask your mother for it.

1. You would want to find out (a) the kinds of computers your childs school suggests and
(b) the best computer for your childs needs. You would find that information by (a)
calling your childs teacher, (b) talking to someone who knows about computers, reading
about computers in a computer magazine, or (d) checking other reference materials.

Note these possible answers to 'Getting the Information You Need":

Ten students to fill out the worksheet individually. Walk around to help any students who are
having trouble.

Distribute "Getting the Information You Need" to each student

2.

3.

DISCUSS

1.

Lesson 2: Getting The Information You Need

54

04-5,1

Handout
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the importance of getting all the information students need to support their suggestions.

Second Activity: 20 Minutes

Ir Activities

Lesson 2: Getting The Information You Need

Making Suggestions

5.

Copyright ©1996 by Coast Community College District

Explain that sometimes you might not have or know all the information you need.
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DISCUSS the handout answers. Ask, "What happens if you don't get the information you need to
make your suggestion?"

Lesson 2: Getting The Information You Need

SA 04 t

i 4.

Second Activity: (continued)

Activities

Lesson 2: Getting The Information You Need

Making Suggestions

3.

2.

1.

Copyright ©1996 by Coast Community College District

53

"Yesterday, I was driving past McDonalds on Main Street when I saw an accident. A blue
truck had hit a black convertible. The two drivers were standing next to the cars and were
yelling at each other. I think I overheard one of them threaten the other one. They were
blocking the intersection':

Choose three volunteers. (Instrudor Be sure to choose people who can understand and then repeat a
story that they hear!) Then ask Volunteer 1 to wait a moment while you ask Volunteers 2 and 3 to
leave the room. When they have left, read the following story to Volunteer 1:

complete an activity that demonstrates some of the typical problems.
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Explain that co-workers are one source of information; co-workers provide us with much verbal
information. Tell students that verbal information often pre&ents problems and that they will

Discuss the importance of finding sources of information and verifying information.

Lesson 2: Getting The Information You Need

53

.1041c

Instructor: If you need more time, cover the information but skip the activity.

Third Activity: 15 Minutes

Activities

Lesson 2: Getting The Information You Need

Making Suggestions

Copyright ©1996 by Coast Community College District

C1

'You may want to check to make sure it is correct. As you just saw, information may change when
it is passed from person to person7

Explain that verbal information, things heard "through the grapevine," may not be accurate. Say,

three volunteers and ask them to sit. Now reread the original story to the dass. Ask the
class, "How did the story change after it was told four times?"

5. Thank all

Lesson 2: Getting The Information You Need

60

Volunteer 2 to come into the room. Now ask Volunteer
1 to repeat the story to Volunteer 2. Repeat this process with Volunteer 2 repeating the story to
Volunteer 3. Finally, ask Volunteer 3 to tell the story to the instructor and to the dass.

"Finally, after about 15 minutes they moved the cars out of the street and I was able to leaver

4. After reading the story to Volunteer 1, ask

6.
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"Just when I stopped, three police cars pulled up, and one of the police officers went over to
break up the fight between the two drivers. The second police officer went into the middle of
the intersection to direct the traffic. The third police officer came over to my car and asked me
to give her as much information as I could about the acddent I had seen7

(instructor: For beginning audiences, skip the next paragraph!)

Third Activity: (continued)

Activities

Lesson 2: Getting The Information You Need

Making Suggestions T

*V

Lesson 2: Getting The Information You Need

What suggestion does your team plan to make?

,JoitInk

M i Cow Cwoolse, Cdb. Deft

Handout 6

Ccim101

MaNdlowit

,737 COPY AMLABLE
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larnI Gam Tr. !basal IPAI Had

Attach any Additional sheets, if necessary.

Find the irfonnation you reed to make your ruggestion Write the information below

3. Where can you go to find the irdomution you reed?

suggestion?

Identifying Information

ConTh.dNeg

2 What information do you need to rupport

I.

Lesson 2: Getting The Information You Need

Making Suggestions

3
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'T

0141

Copyright 01996 by Coast Community College District

Tell the teams to fill out the "Identifying Information" handout

2. Distribute "Identifying Information".

3.

CEi
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ASk students to group into their Suggestion Teams. Explain that each team is going to identify (a)
the information they need to make their suggestion and (b) the sources they need to find that
information.

Lesson 2: Getting The Information You Need

C4

Handout

1.

Fourth Activity: 15 Minutes

Activities

Lesson 2: Getting The Information You Need

Making Suggestions

V

66

Lesson 2: Getting The Information You Need

Sources - the place where something comes from, the person
information comes from

ltuough the Grapevine - through an informal communication

3.

4

COPY AVAILAELE
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Handout 4, Transparency 3

C. Como* Cage DYNele

Verify - to prove that something is true

6.

Cepelet 01.6

Oral- expressed in spoken wonis.

5.

=11

Information - facts, knowledge. an explanation of something

2.

network.

Implement - to begin using a new process.

JobUnk

I.

Glossary Words

tylniag tnat.1,7z:

L.5 Cairq The Nal.. You N.

Lesson 2: Getting The Information You Need

Making Suggestions

67
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Handout

01-4.

4. say good-bye.

Copyright ©1996 by Coast Community College District

Project "Glossary Words" on the overhead. Remind the class of the definitions of each word.

3.

Lesson 2: Getting The Information You Need

C3

Trimperercy

Tell the groups to finish the "Identifying Information" handout for the next class.

Ask each team to tell the class (a) at least one piece of information the team needs to make its
suggestion and (b) where the team members think they can go to find that information. Ask
students to offer advice as appropriate.
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2.

1.

Ending: 10 Minutes

Activities

Lesson 2: Getting The Information You Need

Making Suggestions

Work

At

Winning

Job Link

The Importance of Planning

Lesson 3

Turning Ideas Into Action

Making Suggestions

'`e

Lesson 3: The Importance of Planning

cost savings.

Copyright 01996 by Coast Community College District

by getting the student to begin to think about this concept as well as how to determine simple

73
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An important element in a successful suggestion is including the benefit not only to the employee
making the suggestion but also the benefit to the person to whom the suggestion is being made,
the department and the company. This lesson will assist the employee in determining this benefit

Lesson Description

Lesson 3: The importance of Planning

Making Suggestions "V

Lesson 3: The Importance of

Planni7

Understand and Identify
supporting information.

3.

LH

Copyright ©1996 by Coast Community College District

"Case Study: Return on Investment"
(Handout 10)
"The Next Step" (Handout 11)

"WIIFM Exercise for Group B" (Handout 9)

"Glossary Words" (Handout 7)
'WHFM Exercise for Group A" (Handout 8)

Handouts

"Glossary Words" (Transparency 4)
"Case Study: Return on Investment"
(Transparency 5)

Transorencv

Overhead projector
Calculators
Flip chart or whiteboard

Transparencies

3.

give suggestions to.

Define WII FM.

2.

1.

Hardware

Materials Needed

Identify appropriate people to

2.

1.

By completing this lesson, students will
be able to:

V Objectives

Lesson 3: The Importance of Planning

Making Suggestions

75

Ending- Large Group

Third Activity- Large Group
(Small Groups: Optional)
Fourth Activity- Small Groups

Opening- Large Group
First Activity- Large Group
Second Activity- Pairs

W. Total Time: 90 minutes

Page 47

5 min.

15 min.

25 min.
25 min.

10 min.

10 min.

Classroom Set-up

jobLink

4110

Lesson 3: The Importance of Planning

WI1FM - Whats In It For Me?

6.

!,E.Ser COPY AMIABLE
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Handout 7, Transparency 4

=1

Presentation - something that is offered in front of a group.

5.

Clomm*/ Caw Phale

Persuade - to talk someone into doing or believing something

4

rapplipeINMIsby

Overmrne - to defeat or get the better of someone or something.

5.

Let, Mt bo,elera CS Resift

Objection - a disagreement or complaint against something.

2

kb/ink

Appropriate - suitable for a purpose or use

Glossary Words

Suggestleas v
loom 3 Th. bn.CiPIq

I.

III

Lesson 3: The Importance of Planning

Making Suggestions

77
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Hendeut

01-7. T-4)

ASK, "Do you have all the information you need to make a suggestion?"

4.

Copyright ©1996 by Coast Community College District

Pro Oct "Glossary Words" on the overhead. DiSCUSS the definitions.

3.

Lesson 3: The Importance of Planning

noll'IW:mency

2. ASK students what information they found for their suggestions.

Welcome students.

Opening: 10 Minutes

Activities

Lesson 3: The Importance of Planning

Making Suggestions v

73
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Ask, "How can you find out who the right person is?"

Lesson 3: The Importance of PgUin8

5.

81

being successful. "Sometimes the right person is your lead. Sometimes it's your spouse.
Sometimes it's someone else7

Explain that a worker's ability to identify the right person to make a suggestion to is part of

c.

You want to change your wilt (Possible answer: A lawyer)
d. You figured out a faster way to get to work7 (Possible answer: Co-workers who live near
you.)
e. You know someone who would be perfect for a job opening at (company name)." (Possible
answer: Human Resources)
You discover a better way to do your job7 (Possible answer: Your supervisor)
f.
g. You have a great idea for the company picnic'.' (Possible answer: Human Resources)

(Possible answer: Your child's teacher.)

"Whom would you make the suggestion to in the following situations?"
a. You have an idea to redecorate a room in your house7 (Possible answers: Your spouse; your
landlord, if appropriate.)
b. You have an idea how to improve your child's work at school7

the suggestion to.

4. Ask, "What might happen if you make the suggestion to the wrong person?'

3.
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Explain that when you make a suggestion, your first step is to identify the correct person to tell

2. Ask,

1.

First Activity: 10 Minutes

Activities

Lesson 3: The Importance of Planning

Making Suggestions T

Explain, "Once you identify whom to make the suggestion to, you have to think about WIIFM!"

83

"I'm sure you are aware of the amount of scrap we have had lately on the line. I
know how frustrating this must be for you and everyone in your department.
That's why we changed the procedure. We think the new procedure will eliminate
the problems you have been having and make things much easier for you. Here
is the new procedure. You should be using it starting today'

Statement 2:

Copyright ©1996 by Coast Community College District

"Here's a new procedure. You should be using it starting today'

Statement 1:

statements:"

say, "Let's pretend an engineer has just told you that she has changed one of your procedures. I'm
going to read two different ways the engineer may tell you the information; then I'm going to ask
you, 'What is the difference between the two statements from the engineer?' Here are the two

Lesson 3: The Importance of Planning

4.
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write "WIIFM" on a flip chart or whiteboard. Say, "It's pronounced "wiffem" and it stands for
'What's In It For Me?"

3. Now ask, "What do think this means?"

2.

1.

1". Second Activity: 25 Minutes

Activities

Lesson 3: The Importance of Planning

Making Suggestions

JobUnk

lopalme Or Rana,

Lesson 3: The Importance of Planning

Idmel

84

Handout 8

Cgrkiry 01 PM br C.aiCai CAE* WM

4. How am you going to overcome those objedions?

3. What objections could he or she have about giving this presentation?

2 Why would he or she want to give this presentation?

0 Other

0 Tell everyone what he or she does

0 Teach everyone about his or her job

O Practke spealcing in front of a gimp

0 Speak more English

I. Hew will this presentation benefit *ern? (Chad all that apply)

pramtedan should addrose

data*

Lawn 5 A llopeUnea

Cool Caneasty Gap MOM

UST COPY AVAILABLE.

Handout 9

Capftta SIM

Ilm

85

2 What am your objections to maldng a presentation during the next dm?

I. How do you feel about malting a pmertation about your job during the next dass7

Now snroor the following question*

dying the ned dass session
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Someone ftorn roup A is going to try to persuade you to make a presentation about your job

WIIFM Exercise for Group B

bq ohne CI Flamm
111.1 !VT ftarelllikM0
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Manama 111

Your goal is to persuade someone in group B to maim a presentation at nect weeKs dam. The
subject of the presentation is that person's kib. The pmentation length is 2 or 3 minutes

WHFM Exercise for Group A

111. Maids%
immestlom
S TEse Impanna Of Plan.,

Lesson 3: The Importance of Planning

Making Suggestions

"In making suggestions you don't want to focus on why the suggestion is important for you.

Copyright ©1996 by Coast Community College District

Distribute the "WIIFM Exercise for Group A" and the "WIIFM Exercise for Group B" handouts, as
appropriate.

Divide the doss in two groups, A and B.

8.

9.

Ask, "How can we figure out what the WIIFM is for the person we are making the suggestion to?"

You want to focus on why the suggestion is important to the person you are making the suggestion to!
You want to figure out the WIIFM!"

Say,

employee.

Instructor: Note that Statement 2 (a) gives the listener, the employee, a reason that pertains to
him why he should be using the procedure and (b) encourages more buy-in from the

7.

6.

Lesson 3: The Importance of Planning

86

Handout

(1441, H41
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5. Now ask, "What's the difference between these two statements? Which one would you respond
more positively to? Why?"

Second Activity: (continued)

Activities

Lesson 3: The Importance of Planning

Making Suggestions

Lesson 3: The importance of Planning

83

13. Ask,

Copyright ©1996 by Coast Community College District

"Now how important do you think WIIFM is when making a suggestion?"

89

12. After the activity is over, ask, "How many of you B's will be giving presentations at the next dass?
Of the B's that are giving presentations, why did you agree? Of the B's that are not giving
presentations, why didn't you agree?"

1L After they have completed the handouts, tell one A to pair off with one B and to begin the
activity. Give them 5 minutes to complete the activity Walk around and observe.

10. Tell
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both groups that they have some time to prepare their part of the activity. Help any students
who are having difficulty.

Second Activity: (continued)

Activities

Lesson 3: The Importance of Planning

Making Suggestions

Lesson 3: The Importance of Planning

90

Lesson 3: The importance of Planning

Making Suggestions

0

Case Study

Job Link

C.110.1 NM by GYM Camoulty Cable lbeld

Mawdeot SO
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Handout 10, Transparency 5

('5 lib *palm Of sandre

R If there are 5 people in your department and you all produce about tie same number
produce in one year?
of bags, how many more bags could your

one year if you wonted 750 days?

If you had to empty the bins only S times a day how many more bag, could you
produce in one day?

4. How many mcce bags muld you plod=

3

(10 x5) -15 x

2 If you had to empty the bins only 5 times a day how much time would you save7

minutes for ad)

1. How much time do you spend each day emptyire the bins? (I0 empties a day x

bins In fact you have been emptying the bins at least 10 times a day
Right now you are maldng about 120 bres an hour You think that if ytu had bigger
bins, your productivity would be hem became you wouldn't be spending somuds time
emptying the Dint You want to make this suggestion to your supervisor

When each bag is fut it Ms into a bin. When the bin is full. you have to stop the
madine and empty the bin ireo a bigger bin in the fmnt of the mom. After you empty the
bin, you must start the machine and begin again This takes about 5 minutes.
Recently the engircen in your company fixed the inedible, in your area so they would
produce more pans than before. You are spending mom and mote time emptying out the

bar-

You work in a manufacturing company You operate a machine that shapes small piece
conectty by number and then seab the
of plastic The machine automatically bags tie

Return on Investment

ea n. a barmy

O
It=7aS.nhms

91

BEST COPY AVAILABLE
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Naukut

04.10. T4)

Distribute and project "Case Study: Return on Investment" and the calculators.

4.

5. Form

Copyright ©1996 by Coast Community College District

groups of 3 or 4 to complete this activity. (If students have low-level math skills, treat this
much money your
activity as a group exercise.) Explain, "This is just one way to figure out how
suggestions could save' Complete the activity.

Ask, "How can you compute these costs or savings?"

Ask, "Usually, what is the number-one thing that management wants to know?"
(Answers: "How much does it cost?" Even better, "How much will it save mer or "...save the
departmentr or..."save the companyr)

making our suggestion to, and we know how to make the information important to our audience.

Lesson 3: The Importance of Planning

Trompreney
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with information. We know whom we are
Explain that now we can support our suggestions

3.

2.

1.

Third Activity: 20 Minutes

11" Activities

Lesson 3: The importance of Planning

Making Suggestions "7

service, etc.)

Copyright ©1996 by Coast Community College District

0J

ASk, "What other things would be considered a return on investment but not necessarily cost
savings?" (Possible answers: reduced accidents, increased morale, better working conditions, improved

Say, "Sometimes a little thing can make a big difference!"
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Ask, Is this a lot? What happened to the number when we figured it out for the whole year and
for the whole department?"

Ask, "How many more bags could you produce in one day if you had bigger bins?"

lesson 3: The Importance of Planning

94

9.

8.

7.

6.

Third Activity: (continued)

Activities

Lesson 3: The Importance of Planning

Making Suggestions

Lesson 3: The Importance of Planning

JobUnk

t0 IN borrow MIlmr.5

Handout 11

Cary*, WOW by fl.CosanIty Caw, Oafs

11.1 II

6 What is the ROUT on Inwwment or cost savings for implementtil this suggestion?

S. How we you goirg to cwercome those oblections?

this suggestion?

4 What objections could the person you are making the suggestion to have about

this suggestion?

S. Why would the person you ass makirg the suggestion to want to implement

2 How will this suggestion benefit that petson you are making the suggestion to, the
department or the company?

I. Who is the appropriate person(s) for your suggestions?

The Next step

1.11 litk:.A Immune. Or Ramo,

LEST COY '-WAA5LE
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Lesson 3: The Importance of Planning

Making Suggestions

07
1111
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C

2.

1.

Copyriglt ©1996 by Coast Community College District
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Distribute "The Next Step". Tell each group to figure out (a) the appropriate person to make the
suggestion to, (b) each person's WIIFM, and (c) how to show the dollar savings that will result
from each suggestion.

Tell the class to form into their Suggestion Teams.

Fourth Activity: 15 Minutes

Activities

Lesson 3: The Importance of Planning

s

Lesson 3: The Importance of Planning

Making Suggestions

The Next Step

Lesson 3: The Importance of Planning

Wan) T. /swam 03 limrsvi

10 0

Handout 11

Comp 01016 Is Coo Camsstss Oar OW.

Ilessheml

BEST COPY AVALAb

101

Handout 7, Transparency 4

CapsNIs MIN by Cosa Csmunqs Cams flog

WIIPM - Whats In lt For Me?

Presentation - something that Ls offered in front of a group.

Lam Ihs lop* Min*,

6.

5.

Persuade - to talk someone into doing or believing something

Overcome to defeat or get the better of someone or something

S.

4.

Obje:tion - a disagreement or complaint against something

Appropriate - suitable for a purpose or use

Joblink
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2.

I.

Glossary Words

Made, SMIINLYIAMINI
Lan 3 I% imp/nano
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Uswdiewl Is

d What is the Return on Investment or cost savirgs for implementirg this Nggestion?

5. How are you going to overcome those objections?

this suggestion?

4. What oblections could the person you ale making the suggestion to have about

this suggestion?

3. Why would the person you am making the suggestion to want to implement

2 How will this suggestion benefit that person you are makirg the suggestion to, the
department or the company?

I. Who is the appropriate personW for your suggestiors?

Lemon 5

Sionesaltsrs
1111 Makin
55. bypass= Of Marcy

Lesson 3: The Importance of Planning

Making Suggestions IT

01.11)

the students to finish completing

Next Step" handout for the next dass.

4. Say good-bye.

Copyright ©1996 by Coast Community College District

1C3

Project "Glossary Words" on the overhead and distribute it to the class. Review the definitions.

2. Remind

3.
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Review the importance of making a suggestion to the right person. Emphasize the importance of
considering WIIFM and including dollar savings either to the department or company.

Lesson 3: The Importance of Planning

102

014, 74)
Handout
Tranoporewy

Handout

1.

Ending: 5 Minutes

Activities

Lesson 3: The Importance of Planning

Making Suggestions

Work

At

Winning

dobLink

1

ej

Designing Clear and Concise Messages

Lesson 4

Turning Ideas Into Action

Making Suggestions

Lesson 4: Designing Clear and Concise Messages

Copyright 01996 by Coast Community College District

discuss how to design clear and concise messages that are appropriate for the audience.
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Among the hindrances employees face in writing suggestions is their limited knowledge of writing
"rules" and their equally limited writing experience. This lesson focuses on developing students'
drafting editing, and proofreading skills. Students will then take those basic writing skills and

Lesson Description

Lesson 4: Designing Clear and Concise Messages

Making Suggestions V

correct.

Explain the importance of using
words that are clear, specific, and

process.

Identify the steps in the writing
TIMIDOVIC1

"Glossary Words" (Handout 12)
"The Writing Process" (Handout 13)
"What Is Important?" (Handout 14)
"What Is the Idea?" (Handout 15)
"An Invitation" (Handout 16)

designing simple sentences.

Copyright ©1996 by Coast Community College District

Handouts

"The Writing Process" (Transparency 7)
"Fuzzy Meanings" (Transparency 8)

"Glossary Words" (Transparency 6)

Transparencies

1.

C3

Opening- Large Group
First Activity- Large Group
Second Activity- Pairs
Third Activity- Large Group
Fourth Activity- Small Groups
Ending- Large Group

Page 69

25 min.
15 min.
15 min.
10 min.

15 min.

10 min.

v Total Time: 90 minutes

Hardware
Overhead projector
2. Transparency pens

I> Classroom Set-up

jobLink

Materials Needed

Understand the importance of

Lesson 4: Designing Clear ail oaise Messages

4.

audience.

3. IdentifY the appropriate

2.

1.

By completing this lesson, students will
be able to:

lr Objectives

Lesson 4: Designing Gear and Concise Messages

Making Suggestions

11 0

Lesson 4: Designing Clear and Concise Messages

Design - to make a plan.

5.

BEST COPY MAILABLE

Handout 12, Transparency 6

CAW/1101w Pp Casa Ca*, Clip CUM

Specific - dear or precise.

7

Casim Yaws

Process - the steps it takes to do something

6.

DaWrg

Plan - to think about how things should be done before you do it

5.

It

slobUnk

Main Points - the most important things you want to include when
you are communkating with someone either orally or in writing

Condse simple short to the point

2.

4.

Clear - easy to understand

I.

Glossary Words

111=1 34e2E.:11::

Copyright ©1996 by Coast Community College District

Lesson 4: Designing Gear and Concise Messages

Making Suggestions

In.

Page 70
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Nendout

01-12. T4)

5.

4.

Copyright C1996 by Coast Community College District

113

Explain, "Today we are going to talk about designing clear messages. This will help you be more
effective when you make suggestions7

Page 71
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Ask, °What happens if we have a good idea or suggestion, but we are not clear in communicating
our message?" (Possible answers: (a) "No one may listen': (b) "Our idea isn't used'.' (c) "Someone may
get the wrong ideal

Project "Glossary Words" on the overhead. DISCUSS the definitions.

3.

Lesson 4: Designing Clear and Concise Messages

112

tranmerenm

DISCUSS "The Next Step" handout from the last class session.

2.

Greet students and welcome them back to class.

V' Opening: 10 Minutes

Activities

lesson 4: Designing Gear and Concise Messages

Making Suggestions

Lesson 4: Designing Clear and Concise Messages

The Writing Process

Use sixple sentences.

Check for enors.

Proofread the final copy

Raved it from the point of view of your readeri

elft your draft.

Is it complete? (Any Insin point? missbrgl)

Candle OM t, Cart Cams* Cab, OWN
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Handout 13, Transparency 7

wd Condo Mays

Is

JobUnk

3. Is it correct? (Any OTOrS informal, nuinttr4 data, spelling, pnnmat eul)

2 Is it dear and specific? (Any lazy meanings?)

I.

When you we witting, ask yourself:

3.

2.

I. Draft your message.
Plan what you're going to say.
Say it as dearly as you can.

i...4 Ddrft

Lesson 4: Designing Gear and Concise Messages

FAMaking Suggestions V

115

BEST COPY AVAILABLE
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Explain that writing too is a process. Stress how knowing the steps in the writing process helps
you use that process effectively.

Project "The Writing Process". Explain the meaning of process. Ask students to identify some
typical processes that they follow every day (possible answers: taldng cookies, driving getting ready
for work," etc.). For each suggested process, ask the student to name a few steps in that process
(in the "baking cookies" example, two steps might be "gathering the ingredients" and "mixing the
ingredients"). Discuss how knowing the steps in a process helps you use that process effectively.

4.

Copyright 01996 by Coast Community College District
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Introduce editing. say, 'The second step in the writing process is editing-your chance to fix it.
Even professional writers do not write a perfect message the first time. The very best writers
always reread their first drafts and edit their sentences. They look for ways to make sure the
reader will understand the message'.'

You'll fix it later!"

don't worry about spelling or how you say it The idea is to get your ideas down on the paper.

Explain: "A first draft is your first try at writing something. When you are writing your first draft,

first step in the writing process is developing a first draft.
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3. introduce the first step, drafting. Discuss the need for planning what we write. Tell students the

2.

1.

Lesson 4: Designing Clear and Concise Messages

.100c

.10)(11i

Nat lout
tronsprency

(WM T.7)

First Activity: 15 Minutes

10" Activities

Lesson 4: Designing Gear and Concise Messages

Making Suggestions V

V

include!'
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ILI

Say, "Now that you know about the writing process, let's talk about what information you need to

Review the three steps in the writing process. Reinforce the key concept by saying, "Using these
three steps-following the process-will help you be a better write.'

suggestion!'

introduce proofreading. say, "The third step in the process is proofreading." Explain that proofreading
is a final check, "your last chance to check spelling, dates, math, etc., before you send your

find. Then you
say, "As you edit, you change words and phrases, and you correct any errors you
retype or recopy the draft!'

professionals?"
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Stress how editing simplifies the writing process! Say, "Editing gives you a chance to correct errors,
with an
rephrase sentences, choose words that are more appropriate, etc.! It provides you
opportunity to check your work and improve it!" Say, "The professionals edit Why not copy the

Lesson 4: Designing Clear and Concise Messages

113

9.

8.

7.

6.

5.

:i;Iii' First Activity: (continued)

17 Activities

Lesson 4: Designing Gear and Concise Messages

Making Suggestions
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Explain, "The important points you want to get across are called the main points. The main points
are the most important things in your message-the points you want to let the audience know. The
main points will be different depending on whom we are making the suggestion to!'

ASk, "How do you know what is important and what is not?" Then say, It is important to
consider the WHFM. What's in it for the person we are making the suggestion to? What does he or
she need to know in order to make a decision? Keeping that person in mind is the key to
planning-and the key to editing'
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Ask, "Have you ever tried to explain something to someone and later on became angry with
yourself because you left out something important?" Explain that we all leave out facts and details
at times. Then say, "But when we are trying to get across an important idea or make a key
suggestion, we want to make sure we do not overlook important details. We can do that by
planning what we are going to say and by editing our message to check for anything we left our

Lesson 4: Designing Clear and Concise Messages

120

3.

2.

1.

Second Activity: 25 Minutes

Activities

Lesson 4: Designing Clear and Concise Messages

Making Suggestions V

e

12

Lesson 4: Designing Clear and Concise Messages

Y

Jafiltrk

Carpi*. 111,4d t, Cam oweetts dew Oleder

Handout 14

41.1 Costa Wimp

11111141

I COPY AVAILW.
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lama 4 Dyrire

Quslity A:surmise?

Hunan Resources?

A supervisor or lead?

A co-worker?

You dedde to present this idea to a couple of different people Mach of the above
benefits would you want to include if you were presentirg the idea to:

Save time produdng the product
Mald the process easiur
bwrease poductivity.
Increase quality (because there ale fewer steps, thee should be less of a chance to
make mistaked
Increase morale in your department

You think your suggestion will have a lumber of benefits You think that it win:

You have a suggestion to improve the way your produd is made Spedfically, you want
to combine some of do steps you take to make the pmduct

What Is Important?

ara C

Savieti.a
14....4

lawn 4 13e4orav
11111 Mukluk

Lesson 4: Designing Gear and Concise Messages

Making Suggestions

`) 3
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10

liondout

L04,14)

I

6.

5.

4.
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After the exercise discuss their answers. Ask the pairs, 'How did you know what was important to
include?" Ask the pairs share their answers.

Discuss "What Is Important?" Pair off students to work together on this exercise. Tell them to keep
in mind what the person whom they are making the suggestion to needs and wants to know.

Answer: Because each person will need and will want to know different things. We want to
make sure to indude the information the person we are communicating with needs and wants
to knoW
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Ask, "Why will the main points be different depending on who we are making the suggestion to?

Second Activity: (continued)

Activities

Lesson 4: Designing Clear and Concise Messages

1`)%4

,

Lesson 4: Designing Oear and Concise Messages

Making Suggestions

126

Lesson 4: Designing Clear and Concise Messages

Fuzzy Meanings

JAW*

Frequently

Always

Usually

Sometimes

Seldom

Occasionally

Rarely

Word

C ip OWN

Iftmerlomey 8

717COPYAVALAELE
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Transparency 8

Cdp,V1 SIM t v Casa C

How much thre does eads word below represent? Express your answer
in a percentage from Oar to !OM.

trent D e g l i i i Or and C a n t o M.

Lesson 4: Designing Gear and Concise Messages

Making Suggestions
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students, "One way to make sure we are using words that are clear and specific is to keep in
mind the persons we are speaking to or writing to. Say to yourselves, 'Will this be clear to them?'"

and specific?"

6.
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Project "Fuzzy Meanings" on the overhead. Ask students to estimate what percentage of time (from
0 % to 100%) each word represents. Write their answers in the blanks on the transparency.

sometimes, always, etc.

Instructor: The following exercise may be difficult for beginning language learners. Skip points
6 8 if you think students will not understand the meaning of the words occasionally, usually,

Explain, "The meaning of the second message is much clearer.

Explain "We want to use words that are dear. What would be a better way to say the above
sentence?" Give an example such as, "These procedures need to be put in numerical order':

understand what we mean. For example, assume that someone tells you, 'The procedures need to be
fixed: What do you think that person means?"

Explain, "Some words are not clear. When we use unclear words people get confused. They don't

Lesson 4: Designing Clear and Concise Messages

123

ITO
remparency

5.

4.

3.
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Ask, "How can we make sure the words we are using are the right words to let someone
understand what we are trying to say? How can we make sure that our words are dear

2. Tell

1.

Third Activity: 15 Minutes

Activities

Lesson 4: Designing Gear and Concise Messages

Making Suggestions

130

Lesson 4: Designing Clear and Concise Messages

The Writing Process

Proofread the fmal copy
fleck for errors.

it complete? (Any 'main poinie

C.

1110.1

Cami corm, Gip deta

Mmes.* IS

S

BEST COPY A/ALALE

Copyright 01996 by Coast Community College District

Handout 13, Transparency 7

end Caw Mop.

3. Is it mrrect? (Any murs in fomiat innnben, does, spelling grantintre, del)

2 Is it dear and specific? (Any yurzy =whirl)

I. Is

When you ere yoltIng. sok yourself:

3

Reread it fix:nil the point of view of your reader!

2. !tit your draft.

Use simple sentences.

I. Draft your message.
Ran what you're going to say
Say it as dearly as you can

Lamm 41 liqpirq

Lesson 4: Designing Gear and Condse Messages

Making Suggestions v

13i

Page 82
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13. Review the writing process to reinforce learning.

Remind the class about WIIFM.

133

writing suggestions or something else? Here it is! The secret of good writing is, Writefor your audience."

12. whisper to the class, "Would you like to know 'The Real Secret' of good writing? Whether you're

clarity, etc.

11. Review briefly the three questions on "The Writing Process". Emphasize the need for completeness,

Lesson 4: Designing Clear and Concise Messages

132

0111, T.7)

Ham:out
Traniparencl

Ask, "What happens when we are not clear about what we are saying?" (Students may respond by
saying, "Things get done incorrectly," "Things don't get done at all," "There are misunderstandings,"
and so on.)

Explain: "These words are used all the time, yet their meanings are confusing. What one person
thinks the word means is not necessarily what another person thinks it means. When you choose
one of these words, can you be sure that the person you are communicating with gives it the same
meaning that you give it?"

Ask, "Did you all agree on the meanings of these words?"
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10. Discuss students' answers. use their responses to emphasize the importance of using dear and
specific words to get an idea across.

9.

8.

7.

Third Activity: (continued)

1' Activities

Lesson 4: Designing Clear and Concise Messages

Making Suggestions

Lesson 4: Designing Clear and Concise Messages

134

What Is the idea?

Jolla*

Canty* IOW 1, Cod Gamut, Captains

Handout 15

Wry.

Ma 115

410

BEST COP' AV
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Desert, Ow ad Ca

menage?

3. What are the main points that you want to get across? How will you design your

2 What does he or she need and want to know? MUM

I. Whom am we presenting els idea to?

Lesson 4: Designing Gear and Concise Messages

Making Suggestions v

zo

g

1 rs4

r
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V

Encourage students to design clear and concise messages.

Walk around and help the groups design their messages.

2.

3.
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Group students into their Suggestion Teams. Distribute "What Is the Idea?"

1.

Fourth Activity: 15 Minutes

Activities

Lesson 4: Designing Clear and Concise Messages

-

Lesson 4: Designing Clear and Concise Messages

Making Suggestions

1. 3 7
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1111/

13 3

Lesson 4: Designing Clear and Concise Messages

molowg Id

r

Jobilnk

EST COPY AVM ABLE

Transparency 6

Gart/a Mad bp Or. CalowsPb caw Da

Specific - dear or precise.
7.

I,t Dalaagi Ow ad Caa Mao

Process - the steps it takes to do something.

133

Tammany&

Plan - to think about how things should be done before you
do it.

in writing
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Main Points - the most importart things you wart to include
when you are communicating with someone either orally or

Design - to make a plan.

Condse - simple, short, to the point.

Oear - easy to understand.

6.

5.

4.

3.

2.

I.

Glossary Words

mil=tavgg=im:
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Gap a*/ CA. Gaga Car Olala

Handout 16

La,a Maalrg Ow all Ca Ida.

Mak rid

Please let me know if you plan to attend

1.0CA11016

DATE

Ows reinsbdim odIcAule

I haw been participating on a team that has put together a suggestion that we
would like to present to you.

You am invited to attend our final dass on Maids, Seggstboil

ARCM

An Invitation

JoloUnk

Lesson 4: Designing Clear and Concise Messages

Making Suggestions V.

I
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ProJect 'Glossary Words' on the overhead. Review the definitions.

who would be impacted by their suggestions.

(for example, one to their supervisor and one to an engineer.) It is important that students invite people

Instructor: If two or more students report to the same supervisor, they can give one
invitation from all of them. Students may also give invitations to more than one person

If time permits, help students fill out their invitations and encourage them to give the invitations
to their supervisors, leads, managers, or engineers.

class.

Note: that students need approximately 30 minutes at the beginning of the last dass to prepare
before the visitors come; therefore, the visitors should be invited only to the last hour of the

Distribute "An Invitation".

6. Say good-bye.

5.

4.

3.

the groups to complete "What Is the Idea?" by the next class.

designing clear and concise messages.

Lesson 4: Designing Clear and Concise Messages

140

WV

Handout

Tiantpworay

(4
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Review the importance of including the information the receiver needs to know as well as

2. Ask

1.

Ending: 10 Minutes

Acthrities

Lesson 4: Designing Gear and Concise Messages

Making Suggestions V

Work

At

Winning

Job Link

Putting Ideas on Paper: Preparing Presentations

Lesson 5

Turning Ideas Into Action

Making Suggestions

Lesson 5: Putting Ideas on Paper

141

effectively.
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standard suggestion form). Then students follow a recommended outline to prepare their presentations

their company's suggestion form (this lesson includes a generic form for students whose companies have no

Page 90
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The purpose of this lesson is to prepare students to make their presentations. Students complete

Lesson Description

Lesson 5: Putting Ideas on Paper: Preparing Presentations

Making Suggestions

leads.

146
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"Presentation Outline" (Handout 19)

or company suggestion form

"What's the Idea" (Handout 15)
"Glossary Words" (Handout 17)
"Employee Suggestion Form" (Handout 18)

v Handouts

or company suggestion form

"Employee Suggestion Form" (Transparency 10)

"Glossary Words" (Transparency 9)

ITNWPWWILI

Overhead projector
Blank transparencies or flip chart paper
Transparency pens
Information on the company's
procedures for making suggestions.

Transparencies

4.

Suggestion Form.

Present their suggestions to their
supervisors, department heads, or

3.

2.

1.

Hardware

Materials Needed

Write a proposal for a suggestion
using a standard Employee

Lesson 5: Putting Ideas on Paper

2.

1.

By completing this lesson, students will
be able to:

V Objectives

Lesson 5: Putting Ideas on Paper Preparing Presentations

Making Suggestions

147

Page 91

10 min.
Opening- Large Group
35 min.
First Activity- Small Groups
Second Activity- Small Groups 40 min.
5 min.
Ending- Large Group

V. Total Time: 90 minutes

V Classroom Set-up

Jobtrik

V

wa Cam Maw.

Lesson 5: Putting Ideas on Paper

Lam Vativaq

message?

143

Handout 15

NW* OM W C. artamart, Car Meld

Employee Suggestion Form- a company form used to make

2

7ft.maysvmvey V

POPY AVALAW

149

Handout 17, Transparency 9

Carry* NM* c.ac.as5Cmasa

Tunely- ocanirks at a suitable time.
4.

i5 140,1114. C. Papa

Manner- a personal way of doing something; a style.

3.

suggestions.

Awards- a prize given to someone for winning or for doing
well.

iota*
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I.

Mossary Words

111111=12,1217,==...
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Is

Job!. Ink

3. What are the main points that you want to get across? How will you des* your

2 What does he or she need and want to know? WHEW

I. WIlom are sve presenting this idea to?

What Is the Idea?

pm tn.:4:2=17.;

Lesson 5: Putting Ideas on Paper Preparing Presentations

Making Suggestions

V

Greet students and welcome them back to class.

and
Explain, "Today we will be discussing (a) how you can use forms to make your suggestions

5.
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(b) how you can tell someone your suggestions'

Ask, "What are some different ways you can make suggestions?"

that you will be discussing these words during

4.

the lesson.

3. Distribute and Project "Glossary Words". Explain

class session.

from the last
2. Ask the Suggestion Teams to discuss their answers to "What Is the Idea?'

1.

Lesson 5: Putting Ideas on Paper

150

lendout

L04-151
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between classes to prepare for their presentations.
Instructor: Students often find it difficult to meet
time to prepare their
If possible, you may want to include an extra class to allow them ample
presentations.

Opening: 10 Minutes

Activities

Lesson 5: Putting Ideas on Paper Preparing Presentations

Making Suggestions

Lesson 5: Putting Ideas on Paper

152

Employee Suggestion Form
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0 HO to Ininfelsole

Ow*. SIM de Cod Comm* Coy IWO

Stpendors Siralutt/Dale

BEST COPY AVALAL.
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Handout 18, Transparency 10
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Lesson 5: Putting Ideas on Paper Preparing Presentations

Making Suggestions

153
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a discussion to show the form is designed to make it easy
for employees to submit suggestions to the appropriate people.

ProJect the company's standard suggestion form on the overhead (or substitute "Employee
Suggestion Form").

suggestions orally?"

Copyright C1996 by Coast Community College District

4. Ask, "When is it appropriate to make suggestions in writing? When is it appropriate to make

3. Ask, "How do you submit a written suggestion at (company namo?"

2. Ask, "Who knows what this is?" Lead

1.
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out the procedures for making suggestions at the
Instructor: To prepare for this activity, find
company where you are teaching and create a transparency of the company's standard suggestion
form. If the company has no standard suggestion form, use the generic form provided.

Lesson 5: Putting Ideas on Paper

15 4

Trunewetirf
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Tilniperency

Handout
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First Activity: 15 Minutes

Activities

Lesson 5: Putting Ideas on Paper: Preparing Presentations

Making Suggestions 7

Lesson 5: Putting Ideas on Paper
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Employee Suggestion Form

Joblink
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Making Suggestions
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Lesson 5: Putting Ideas on Paper

Copyright ©1996 by Coast Community College District

four classes. Help the groups fill out their forms.

13

8. Show students how to fill out the form. Tell them they will use all the information from the last

Say,

"You should already have all the information you need to make your suggestions. Now you
just need to put the suggestion on paper and present it7

form
6. Group students into their Suggestion Teams. Distribute a copy of the company's suggestion
to each team (or substitute the "Employee Suggestion Form").

5. Tell

Page 97
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students, "We have invited your leads, supervisors, and managers to attend the class. In that
class, you will be giving presentations about your suggestions. Today you will prepare for those
presentations7

First Activity: (continued)

Activities

Lesson 5: Putting Ideas on Paper Preparing Presentations

Making Suggestions 7'

Lesson 5: Putting Ideas on Paper

16 0

Naming 111,
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Handout 19

Carrion MON Iss Cass Cams.* Car Maks

How are you planning to present the information?

0.

Imon S hSq lbw .1,spe

Who is going to be presenting the informadon?

mix it dearer?

What visuals (ther ts. demonstrations, samples. ee) can you *ow to prow your poke or

What otter information would be important for the people in the audience to know?

Think about the WIIPM for the people in the audience What is the benefit to them their
departmort, or the company? What is the retum on investment] How did you figure it
otiO

7

ri

S.

4.

Mere did you get the information you needed to make Ns suggestion? What sources did
you use? How did you verify the accuracy of the information?

What happened (or is happening) that caused you to come up with this suggestion?

2

S.

What is the suggestion you are maldng?

Presentation Outline
I.

Lesson 5: Putting Ideas on Paper: Preparing Presentations

Making Suggestions
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Lesson 5: Putting Ideas on Paper

162
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to assist groups that need help.

163

Distribute blank transparencies or flip chart paper and pens for presentations. Ask student to
dedde how they want to present their suggestions to the dass and to the visitors. Recommend that
students use the "Presentation Outline" to guide them in preparing their suggestions.

5. Walk around

4.

3. Explain,

"How well you present your suggestion will have an impact on how the suggestion is
received. If the audience is impressed with your presentation, they will view your suggestions more
favorably. It is the same with a written presentation. If it is dear and simple and neat, it will make
a better impression!'

Distribute 'Presentation Outline". Review the important points to cover in the presentation.

L Explain

2.
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that students now have all the information they need; thus they can begin preparing their
presentations for the next class.

Second Activity: 40 Minutes

Activities

lesson 5: Putting Ideas on Paper: Preparing Presentations

Making Suggestions 7'

Lesson 5: Putting Ideas on Paper
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Handout 16
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Thank pm!
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Glossary Words

JobUnk

Employee Storstion Form- a company form used to make

'YANLAELE

Transparency 9

C.7r1/1119115 Iff Caul Canwey Car MN

Timely- occurim at a suitable time.

1 6.

Tharp...rya

Manna- a personal way of doing something; a style.

suggestiorn.
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Awards- a prize gWen to someone for winning or for doim

111 Rang Ws On bp.

4.

3.

2.

I.
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Osaka* la

I have been participating on a team that has put together a suggestion that we
would like to present to you

You am invited to attend our trial dass on Making Suggestimsf

PIPOUi

An Invitation

Lesson 5: Putting Ideas on Paper. Preparing Presentations

Making Suggestions

(T.S)

TnInsPaleney

1
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ProJect 'Glossary Words" on the overhead. Ask the class for definitions.

students to give out their invitations if they haven't already done so.

4. say good-bye.

3.

LE "
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say, "Now you are ready to make your suggestions!' Before the next dass you should practice your
presentation with your group!'

2. Remind

Lesson 5: Putting Ideas on Paper

G

(H-16)

Nindout

1.

Ending: 5 Minutes

Activities

Lesson 5: Putting Ideas on Paper: Preparing Presentations

Making Suggestions V

Work

At

163

Winning

dobLink

Selling Your Ideas

Lesson 6

Turning Ideas Into Action

Making Suggestions

1E3

Lesson 6: Selling Your Ideas
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Lesson 6 is the culminating lesson in this module, and it is also Supervisor Lesson 2. In this lesson,
the students present their suggestions to the dass and to the visitors. After the presentations the
after it has
group (including the visitors) will brainstorm ideas for following up on a suggestion
been made.

Lesson Description

Lesson 6: Selling Your Ideas

Making Suggestions V

17 2

3.

Follow up on suggestions that
they have made.

"P

-P-
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"Learner Assessment Form"

osttest"

Form

2.

Overhead projector
Flip chart
Flip chart pens

173

Ending- Large Group

Opening- Large Group
First Activity- Small Groups
Second Activity- Large Group
Third Activity- Small Groups

Page 105

5 min.

20 min.
10 min.
40 min.
15 min.

V Total Time: 90 minutes

Hardware \
1.

V Classroom Set-up

jobLink
Materials Needed

Present a suggestion.

Lesson 6: Selling Your Ideas

2.

1.

By completing this lesson, students will
be able to:

Objectives

Lesson 6: Selling Your Ideas

Making Suggeslions

A derision agreed upon by the entire group or team
Voting for a decision
Tossing a coin to make a derision

Recreate

c

True or False When hoeing a disagreemeti . it is sometimes necessary to 'agree to disagree'

Dominate

b

Which of the following is tot a conflict rmoluson style,
a Avoid

To find a Win-Win solution you have to
Let the other person ton
a
b Be dear about Ihe issue and be willing to discuss it
Give in
o

b
c

Consensus is

JobLink

igsegrer
-strongly clisagrse

1

Lesson 6: Selling Your Ideas

12

11

4

1

2

5

2

3

2

5

1
4

174

Form

I use different straterpm to prevent conflicts in the workplace
1
4
2
1

I

When I arn having a confbd I try to see the other persons point of vtew

I

4

1 undetstand how to manage the inner conflict I have
3
4
2
1
I ny to read+ a win-win agreement when resolving a conflict

3

10 When 1 on in a conflict I fight fan

9

/3

2

1

4

I think it is important not to pve up when trying to resolve a conflict

3

7

2

1 thiVt I am a goocinommunicator

1

The barna

Address:

I

Dobbin-Solvay

BEST COPY MA

Form
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A course in using English (such as ESL)
A computer course
A GED course or the GED exam
Courses to get an occupational certificate
A job training course
Courses leading to a 2-year or 4-year college degee
A home-study course

Plan to Take

(Mark ont 'for nub find

the future, do you plan to take any ot the following courses?

A basic skills course in reading writing or math

In

Social Securttv Number:

Problem-Solvkg

5.

4.

Phone Number: I

Name:

Date item completed

2.

3.

Mods&

lIgos Schedule

Instructor

Page 2

ink

Page 106

JobLink
JobLink

The learner watt asgatanoe from instivoor *rimed gaff
O An matnictor or pmfect staff member with Informal= prowled by the tamer
O Other Itleme wrecryt

o

Who coughed gus forng WARE ONE SOO

Sale (Dragon

Comte Number

1.

C

13,

A

reur snsuuster w motets these questions

NEILearner Assessment Form
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1 understand the difference between strateoes that help conflict resolunon and stratemes that hinder conflict
resolution

6

5

2

-Agree-

1

TIMIlgry agree'

best represents your answer

How well do you agree or disagree with die questions before? Using the following malt at* the number that

4

2

I

Date

Pretest/Posttest

on the tuns fint awn CND inter of On DOITOCt

Name

s

Pretest/Posttest -

Lesson 6: Selling Your Ideas

Making Suggestions

Lesson 6: Selling Your Ideas

176

/71

Distribute the "Posttest" Tell students to take their time in filling it out.

the agenda for the day.
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4. Distribute "Learner Assessment Form". Have student fill out the form.

Fan3.

2. Discuss

Welcome students.

Opening: 20 Minutes

IP' Activities

Lesson 6 : Selling Your Ideas

Making Suggestions

177

Page 107

Jobb/7k

Lesson 6: Selling Your Ideas

173

Walk around and help any group that needs your assistance.

2.

Copyright C1996 by Coast Community College District

Group students into their Suggestion Teams. Finish any last-minute preparations.

1.

First Activity: 10 Minutes

Activities

Lesson 6: Selling Your Ideas

Making Suggeslions V

173

Page 109

jobLink

five weeks. FOCUS on the
Spend some time reviewing the information covered in the last
suggestion process.

Welcome the visitors. Introduce yourself.

Lesson 6: Selling Your Ideas

180
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visitors. Keep the feedback constructive.

181

4.. Ask each group to make its presentation. Elicit feedback and questions from both students and

involve visitors and get them to participate.

Page 111

Job' Link

the impact on the company. If possible,
11,00i 3. Discuss the importance of making suggestions. Explain

2.

1.

Second Activity: 40 Minutes

Activities

Lesson 6: Selling Your Ideas

Making Suggestions

Lesson 6: Selling Your Ideas

182

2.

'What do you think is the next step after you have made your suggestion?"
b. "What do you do if your suggestion is not accepted?"

Copyright C1996 by Coast Community College District

After the groups are finished, tell each group to present its answers.

a.

183

Page 113

joitink

Group the class, including visitors, into teams of 4 or 5. ASk each group to answer two questions:

Third Activity: 15 Minutes

Activities

Lesson 6 : Selling Your Ideas

Making Suggeslions

Lesson 6: Selling Your Ideas

181

2.
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Thank everyone for participating, and say good-bye.

Review the steps in making a suggestion.

Ending: 5 Minutes

Activities

Lesson 6: Selling Your Ideas

Making Suggestions

185

Page 115

jobLink

Pretest/Posttest V

JobLink

Making Suggestions

An5Wer

Name

Date

Pretest/Posttest
Circle the letter that represents the correct answer.
1.

2.

Return on investment (ROI) is:
CDI the savings you get from implementing an idea.
b. the money you get back from buying a new product.
c how you feel when you make a suggestion.

You should think about WII FM when you are developing your suggestions because:
a. it makes the information more factual.

0 everyone wants to know how he or she will benefit.
people don't care about the details.

c.
3.

When you are writing, you should :
a. choose your words carefully so that you write perfectly the first time you put it on paper.
b. listen to what everyone tells you and write it exactly.
apt write a draft first, and then edit and proofread your draft.

4.

Information you get orally is:
a. always accurate.
b. never accurate.
CD often unreliable and/or inaccurate.

How well do you agree or disagree with the questions below? Using the following scale, circle the number that
best represents your answer:
1

2

3

4

"Strongly agree"

"Agree"

"Disagree"

'Strongly disagree"

5.

I think that I am good at making suggestions.

6.

I know how to identify areas of improvement and how to look for better ways of doing things.

1

1

2
2

3
3

4
4

7.

I feel confident that I can find the information I need to support my suggestions.

8.

I think the messages I design are dear and concise.

9.

I make suggestions when I have an idea of how to improve something.

10.

I verify the information I use when putting together my suggestion.

1

1

1

1

2
2
2
2

3
3
3
3

4

4
4
4

11.

I make sure I target the right audience for my suggestion.

12.

I make sure and include the WII FM (What's in it for me) when I put together a suggestion.

1

1

2
2

3
3

4

4

186
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Pretest/Posttest ir

joblink

Making Suggestions
tame

Date

Pretest/Posttest
Circle the letter that represents the correct answer.
1.

Return on investment (ROI) is:
the savings you get from implementing an idea.
b. the money you get back from buying a new product.
a.

c how you feel when you make a suggestion.
2.

You should think about WII FM when you are developing your suggestions because:
a. it makes the information more factual.
b. everyone wants to know how he or she will benefit.
c. people don't care about the details.

3.

When you are writing, you should :
a. choose your words carefully so that you write perfectly the first time you put it on paper.
b. listen to what everyone tells you and write it exactly.
c. write a draft first, and then edit and proofread your draft.

4.

Information you get orally is:
a. always accurate.
b. never accurate
c. often unreliable and/or inaccurate

How well do you agree or disagree with the questions below? Using the following scale, circle the number that
best represents your answer:
1

2

3

4

"Strongly agree"

"Agree

-Disagree"

-Strongly disagree-

5.

I think that I am good at making suggestions.

6.

I know how to identify areas of improvement and how to look for better ways of doing things.

7.

I feel confident that I can find the information I need to support my suggestions.

1

1

1

8.

9.
10.

2
2
2

3
3

3

4
4
4

I think the messages I design are clear and concise.
1
2
3
4
I make suggestions when I have an idea of how to improve something.
1
2
3
4
I verify the information I use when putting together my suggestion.
1

2

3

4

I make sure I target the right audience for my suggestion.
1

12.

2

3

4

I make sure and include the WIIFM (What's in it for me) when I put together a suggestion.
1

2

3

4

187
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Learner Enrollment Form V

JobLink

Making Suggestions
Instructor

9.

Class Schedule

Is English the language that is spoken most
often in your home?

10.

Your Instil/dor will complete these questions
A.
Course Number
Site Lao ltion
completed this form7

How many years of school have you
completed?
Of these, how many in the U.S.?

In any other country?
11.

Are you a union member?
Yes- What is the name of your union?

(MARX ONE BOX)

The learner
The learnet with assistance from
instructor or project staff
An instructor or project staff member with information;prOAded by

ID

12.

the -learner
Other (Please specify)

.

No

Please rate your ability to perform each of
the following activities.
(Please mark one response for every activity)

Poor Fair Good Excellent
Read English
Understand English
Speak English
Write in English

Date form completed:
Name:

2.

UNo

Yes

Module

0
0
D

0

Work as part of a team
Use math

U
U
Solve problems/use reasoning 0

Address:

13.

Phone Number: (

4.

Social Security Number:

)

5.

Age-

6.

Were you born in the United States?
Male

Sex:

8.

Race: (Mark One Box)
White

ID

CI

Do you have a job?
lo nem
page

No

0 Female

Black (African American)

Mian or Pacific Islander
American Indian or Alaskan Native
Hispanic
Other (Please specify):

Making Suggestions

0

O No, retired
O No, not employed

IN

7.

0
0

O Yes, employed
O Yes, on temporary layoff

3.

0 Yes

0
0

EST COPY AVALASLE

Thank you. You have completed this form.
Please return it to your instructor.

Copyright ©1996 by Coast Community Collt
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JobLink

Making Suggestions

lease answer questions 14-18 for the job that
allows you to take this course.
14.

20.

At your Job, do you need to do any of the
following?
(Mark one for each line)

Name of company or employer:

No

Yes
15.

16.

Job Title:

On average, how many hours per week do
you work on this Job?
Hours per week

17.

How much do you eam at this Job?
(Write amount and mark one box)

0 Per hour
18.

Read instructions
Receive spoken
instructions in English
Speak English
Work as part of a team
Write in English
Use math
Solve problems/use
reasoning
21.

0
0

Do you work at more than one job?

0 Per year

ID

Yes

UNo

Do you get any of the following benefits at
this Job?
(Mark one for each line)

Yes

No

Paid vacation
Paid sick leave
Paid holidays
Health insurance
19.

Thank you. You have completed this
form. Please return it to your instructor.

How long have you worked at this job?
and
years

months

189
Making Suggestions
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Learner Assessment Form V

JobLink

Making Suggestions

your instructor will tompiete these questions
Inst t uctor
A.

Course Number
Class Schedule

Site Location

completed this trm?4
C:1
C:3

Cl

0
C

K ONE SOX)

Module

The learner
The learnet with assistance from instructor or pmject staff
An instnictor or project staff member with information. provided try the learner
Other (Please specify)

Date form completed:
..................................

.......

1.

Name:

2.

Address:

S.

Phone Number: (

... ... .....

)

4.

Social Security Number:

5.

In the future, do you plan to take any of the following courses?
(Mark one for each line)

Plan to Take
A basic skills course in reading, writing, or math
A course in using English (such as ESL)
A computer course
A GED course or the GED exam
Courses to get an occupational certificate
A job training course
Courses leading to a 2-year or 4-year college degree
A home-study course

0

U

U

CD

0

CI

U

U
U

0
0

0
0

190
Making Suggestions

Do Not Plan to Take

0

U

U

BEST COPY AVALABLE
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Learner Assessment Form V

Joblink

Making Suggestions

Since this course began, have you:
(Mark one for each line)

YES

NO

Learned what you wanted to learn in this course?
Changed your educational or career goals?
Had more responsibility added to your job?
Moved to a shift you prefer?
Switched from part-time to full-time?
Received a pay raise?
Been promoted?
Received an award, bonus, or other special recognition on your job?

0
0

Received your GED?
Applied for a new job?

0
0

Started a new job at another company?

CI

CI

Been laid off?
Left your job for any other reason? (Please Specify)

0

0

CI

0
0
0
Oi
CI

0
Ci

0
0
0
0
0
0
1=1

0

Please rate your ability to perform each of the following activities.
(Please mark one response for every activity)

Poor
Read English
Understand English
Speak English
Write in English

0
0

Work as part of a team
Use math
Solve problems/use reasoning

Fair

Good

Excellent

CI

ID

ID

0
0
0

CD

CI

0
0

0
0
0

0

CI

0
0
0
0

CI

CI

ID

0

0

1:3

ID

Thank you. You have completed this form.
Please return it to your instructor.

Making Suggestions
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Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

Job Link

Glossary Words
coming up with as many ideas as you can.

1.

Brainstorming

2.

Customer

someone to whom you hand off something.

3.

Eliminate

to get rid of

4.

Improve

to make better.

5.

Process

6.

Resources

7.

Suggestion

8.

Supplier

9.

Task

10.

Waste

the act of carrying out or going through a series of actions.

4110

assets, materials

an idea or a plan.
someone who hands something off to you.

a job, an amount of work which must be done.
trash or rubbish.

Lesson 1: Looking For Better Ways Of Doing Things
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Making Suggestions V
Lesson 1: Looking For Better Ways Of Doing Things

dobLink

9 Dots

193
Lesson L Looking For Better Ways Of Doing Things
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Making Suggestions V

Job Link

Lesson 1: Looking For Better Ways Of Doing Things

Improving Our Jobs
There are lots Of ways you can improve your jobs.
For example, you might think about ways to:

Eliminate unnecessary steps in work processes.
Eliminate wasted resources.
Eliminate or correct steps where errors or problems are occurring frequently.
Make your job easier.
Help your customers or suppliers.
Improve quality.
Save money.
Save time.

What are some specific ways you can think of to improve your job?

List one or two key suggestions to improve your jobsuggestions that you could present to
your lead, supervisor, or manager.

184
Lesson 1: Looking For Better Ways Of Doing Things
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Making Suggestions 'V

Job Link

Lesson 2: Getting The Information You Need

Glossary Words
to begin using a new process.

1.

Implement

2.

Information

3.

Sources the place where something comes from, the person
information comes from.

4.

"Through the Grapevine"
network.

5.

Oral- expressed in spoken words.

6.

Verify

facts, knowledge, an explanation of something.

through an informal communication

to prove that something is true.

185
Lesson 2: Getting The Information You Need
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Making Suggestions V

doblink

Lesson 2: Getting The Infomiation You Need

Getting the Information You Need
For each question below, write down (a) the information you would need and (b) where you
would find that information. Follow the example:
Example: What information would you need if you were going to pay your phone bill?
Where would you find that information?
Answer:

You would need your telephone bill. You could wait until you get it in the mail,
or you could call the tdephone company to find out how much you owed.

1.

What information would you need if your child needs a computer for school?
Where would you find that information?

2.

What information would you need if you want to make your mothers famous tamales?
Where would you find that information?

3.

What information would you need if your supervisor wants you to report how many parts
you produced today? Where would you find that information?

4.

What information would you need if an OSHA inspector asks you how many injuries there
were in your department in the last year? Where would you find that information?

5.

What information would you need if there were a chemical spill in your area? Where would
you find that information?

196
Lesson 2: Getting The Information You Need
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Making Suggestions V

Job Link

Lesson 2: Getting The Information You Need

Identifying Information
1.

What suggestion does your team plan to make?

2.

What information do you need to support your suggestion?

3. Where can you go to find the information you need?

Find the information you need to make your suggestion. Write the information below.
Attach any additional sheets, if necessary.

197
Lesson 2: Getting The Information You Need
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Job Link

Lesson 3: The Importance Of Planning

Glossary Words
suitable for a purpose or use.

1.

Appropriate

2.

Objection

a disagreement or complaint against something.

3.

Overcome

to defeat or get the better of someone or something.

4.

Persuade

5.

Presentation

6.

WIIFM Whats In It For Me?

to talk someone into doing or believing something.

something that is offered in front of a group.

193
Lesson 3: The Importance Of Planning
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Making Suggestions V

doblink

Lesson 3: The Importance Of Planning

WIIFM Exercise for Group A
Your goal is to persuade someone in group B to make a presentation at next week's class. The

subject of the presentation is that person's job. The presentation length is 2 or 3 minutes.
Each presentation should address:
1. How will this presentation benefit them? (Check all that apply)

O Speak more English
O Practice speaking in front of a group

O Teach everyone about his or her job
O Tell everyone what he or she does

O Other
2. Why would he or she want to give this presentation?

3. What objections could he or she have about giving this presentation?

4. How are you going to overcome those objections?

189
Lesson 3: The Importance Of Planning
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doblink

Lesson 3: The Importance Of Planning

WIIFM Exercise for Group B
Someone from group A is going to try to persuade you to make a presentation about your job
during the next class session.
Please answer the following questions:

L How do you feel about making a presentation about your job during the next class?

2. What are your objections to making a presentation during the next class?

200
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Job Unk

Lesson 3: The Importance Of Planning

Case Study

Return on Investment
You work in a manufacturing company. You operate a machine that shapes small pieces
of plastic. The machine automatically bags the pieces correctly by number and then seals the
bags.

When each bag is full, it falls into a bin. When the bin is full, you have to stop the
machine and empty the bin into a bigger bin in the front of the room. After you empty the
bin, you must start the machine and begin again. This takes about 5 minutes.
Recently the engineers in your company fixed the machines in your area so they would
produce more parts than before. You are spending more and more time emptying out the
bins. In fact, you have been emptying the bins at least 10 times a day.
Right now you are making about 120 bags an hour. You think that if you had bigger
bins, your productivity would be higher because you wouldn't be spending so much time
emptying the bins. You want to make this suggestion to your supervisor.

1. How much time do you spend each day emptying the bins? (10 empties a day x 5
minutes for each)

2.

If you had to empty the bins only 5 times a day, how much time would you save?
(10 x 5)

3.

(5 x 5)

If you had to empty the bins only 5 times a day, how many more bags could you
produce in one day?

4. How many more bags could you produce in one year if you worked 250 days?

5.

If there are 5 people in your department and you all produce about the same number.
of bags, how many more bags could your department produce in one year?

201
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Job Link

Lesson 3: The Importance Of Planning

The Next Step
1. Who is the appropriate person(s) for your suggestions?

2. How will this suggestion benefit that person you are making the suggestion to, the
department or the company?

3. Why would the person you are making the suggestion to want to implement
this suggestion?

4. What objections could the person you are making the suggestion to have about
this suggestion?

5. How are you going to overcome those objections?

6. What is the Return on Investment or cost savings for implementing this suggestion?

202
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Lesson 4: Designing Clear and Concise Messages

Glossary words
easy to understand.

1.

Clear

2.

Concise

3.

Design

4.

Main Points the most important things you want to indude when
you are communicating with someone either orally or in writing.

5.

Plan

6.

Process

the steps it takes to do something.

7.

Spedfic

clear or predse.

simple, short, to the point.

to make a plan.

to think about how things should be done before you do it.

203
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jobLink

Lesson 4: Designing Clear and Concise Messages

The Writing Process
1. Draft your message.
Plan what you're going to say.
Say it as dearly as you can.
Use simple sentences.
2.

Edit your draft.
Reread it from the point of view of your reader!

3.

Proofread the final copy.
Check for errors.

When you are writing, ask yourself:
1.

Is it complete? (Any "main points" missing?)

2. Is it clear and specific? (Any 'fuzzy meanings"?)

3. Is it correct? (Any errors in format, numbers, dates, spelling, grammar, etc.?)

20 4
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Lesson 4: Designing Clear and Concise Messages

Job Link

What Is Important?
You have a suggestion to improve the way your product is made. Specifically, you want
to combine some of the steps you take to make the product.
You think your suggestion will have a number of benefits. You think that it will:
Save time producing the product.
Make the process easier.
Increase productivity.
Increase quality (because there are fewer steps, there should be less of a chance to
make mistakes).
Increase morale in your department.

You decide to present this idea to a couple of different people. Which of the above
benefits would you want to include if you were presenting the idea to:
A co-worker?

A supervisor or lead?

Human Resources?

Quality Assurance?

Lesson 4: Designing Gear and Concise Messages
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Lesson 4: Designing Clear and Concise Messages

What Is the Idea?
1. Whom are we presenting this idea to?

2. What does he or she need and want to know? (WHEW

3. What are the main points that you want to get across? How will you design your
message?

206
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Lesson 4: Designing Clear and Concise Messages

An Invitation
TO:

FROM:

You are invited to attend our final dass on Making Suggestions!
I have been participating on a team that has put together a suggestion that we
would like to present to you.

Our presentation schedule is:
DATE:

TIME:
LOCATION:

Please let me know if you plan to attend.
Thank you!

207
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Job Link

Lesson 5: Putting Ideas On Paper: Preparing Presentations

Glossary Words
1.

Awards- a prize given to someone for winning or for doing well.

2.

Employee Suggestion Form- a company form used to make
suggestions.

3.

Manner- a personal way of doing something; a style.

4.

Timely- occuring at a suitable time.

4)

203
Lesson 5: Putting Ideas On Paper
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jobLink

Lesson 5: Putting Ideas On Paper: Preparing Presentations

Employee Suggestion Form
Please type or print. Use a separate form for each suggestion, and submit the completed form to your
supervisor. All suggestions will be acknowledged in a timely manner. If your suggestion is implemented,
an appropriate award will be given.
Employee's Name

Phone or ext. number

Position Title

Supervisor's Name

My suggestion may: (please check appropriate box or boxes)
0 Save work time
LI Save money
0 Save equipment/supplies
LI Improve service
LI Improve working conditions

0 Improve safety
0 Help to train/educate

0 Other (please explain)

State the existing problem or condition:

What is your suggestion? (Provide as much detail as possible. Use additional paper if necessary, and attach any
extra sheets to this form.).

What benefits do you expect as a result of this change?

Have you ever submitted this idea before?

0 Yes

LI No

If yes, when?

I have read the rules and understand that all suggestions become the property of the company.
Supervisor's Signature/Date

Employee's Signature/Date

COMpany.use oniY :
:Date notified.
:CI Rejected-Reason:

'Pate recewed

D Approved-Award:

ignatdre:

ipate:
.

Lesson 5: Putting Ideas On Paper
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JobLink

Lesson 5: Putting Ideas On Paper: Preparing Presentations

Presentation Outline
1.

What is the suggestion you are making?

2.

What happened (or is happening) that caused you to come up with this suggestion?

3.

Where did you get the information you needed to make this suggestion? What sources did
you use? How did you verify the accuracy of the information?

4.

Think about the WIIFM for the people in the audience. What is the benefit to them, their
department or the company? What is the return on investment? How did you figure it
out?

5.

What other information would be important for the people in the audience to know?

6.

What visuals (charts, demonstrations, samples, etc.) can you show to prove your point or
make it clearer?

7.

Who is going to be presenting the information?

8.

How are you planning to present the information?
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Lesson 1: Looking For Better Ways Of Doing Things

Glossary words
coming up with as many ideas as you can.

1.

Brainstorming

2.

Customer

someone to whom you hand off something.

3.

Eliminate

to get rid of.

4.

Improve

to make better.

5.

Process
actions.

6.

Resources

7.

Suggestion

8.

Supplier

9.

Task

10.

Waste

the act of carrying out or going through a series of

assets, materials

an idea or a plan.
someone who hands something off to you.

a job, an amount of work which must be done.
trash or rubbish.
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Lesson 1: Looking For Better Ways Of Doing Things

9 DOtS
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Lesson 2: Getting The Information You Need

Glossary Words
to begin using a new process.

1.

Implement

2.

Information

3.

Sources the place where something comes from, the person
information comes from.

4.

"Through the Grapevine" through an informal
communication network.

5.

Oral- expressed in spoken words.

6.

Verify

facts, knowledge, an explanation of something.

to prove that something is true.
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Lesson 3: The Importance Of Planning

Glossary Words
suitable for a purpose or use.

1.

Appropriate

2.

Objection

3.

Overcome to defeat or get the better of someone or
something.

4.

Persuade to talk someone into doing or believing
something.

5.

Presentation

6.

WIIFM Whats In It For Me?

a disagreement or complaint against something.

something that is offered in front of a group.
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Lesson 3: The Importance Of Planning

Case Study

Return on Investment
You work in a manufacturing company You operate a machine that shapes small pieces
of plastic. The machine automatically bags the pieces correctly by number and then seals the
bags.

When each bag is full, it falls into a bin. When the bin is full, you have to stop the
machine and empty the bin into a bigger bin in the front of the room. After you empty the
bin, you must start the machine and begin again. This takes about 5 minutes.
Recently the engineers in your company fixed the machines in your area so they would
produce more parts than before. You are spending more and more time emptying out the
bins. In fact, you have been emptying the bins at least 10 times a day.
Right now you are making about 120 bags an hour. You think that if you had bigger
bins, your productivity would be higher because you wouldn't be spending so much time
emptying the bins. You want to make this suggestion to your supervisor.

1. How much time do you spend each day emptying the bins? (10 empties a day x 5
minutes for each)

2.

If you had to empty the bins only 5 times a day, how much time would you save?
(10 x 5)

3.

(5 x 5)

If you had to empty the bins only 5 times a day, how many more bags could you
produce in one day?

4. How many more bags could you produce in one year if you worked 250 days?

5.

If there are 5 people in your department and you all produce about the same number.
of bags, how many more bags could your department produce in one year?

Lesson 3: The Importance Of Planning
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Lesson 4: Designing Clear and Concise Messages

Glossary Words
easy to understand.

1.

Clear

2.

Concise

3.

Design

4.

Main Points the most important things you want to include
when you are communicating with someone either orally or
in writing.

5.

Plan to think about how things should be done before you
do it.

6.

Process

the steps it takes to do something.

7.

Specific

clear or precise.

simple, short, to the point.

to make a plan.
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Lesson 4: Designing Clear and Concise Messages

The Writing Process
1.

Draft your message.
Plan what you're going to say.
Say it as clearly as you can.
Use simple sentences.

2. Edit your draft.
Reread it from the point of view of your reader!
3.

Proofread the final copy.
Check for errors.

When you are writing, ask yourself:
1. Is it complete? (Any "main points" missing?)

2. Is it clear and specific? (Any 'fuzzy meanings"?)
3. Is it correct? (Any errors in format, numbers, dates, spelling,
grammar, etc.?)
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Lesson 4: Designing Clear and Concise Messages

Fuzzy Meanings
How much time does each word below represent? Express your answer
in a percentage from 0% to 100%.

Word

Time (%)

Rarely

Occasionally
Seldom
Sometimes

Usually
Always

Frequently
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Glossary Words
1.

Awards- a prize given to someone for winning or for doing
well.

2.

Employee Suggestion Form- a company form used to make
suggestions.

3.

Manner- a personal way of doing something; a style.

4.

Timely- occuring at a suitable time.
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Lesson 5: Putting Ideas On Paper: Preparing Presentations

Employee Suggestion Form
Please type or print. Use a separate form for each suggestion, and submit the completed form to your
supervisor. All suggestions will be acknowledged in a timely manner. If your suggestion is implemented,
an appropriate award will be given.
Employee's Name

Phone or ext. number

Position Title

Supervisor's Name

My suggestion may: (please check appropriate box or boxes)

0 Improve safety
0 Help to train/educate

0 Save work time
O Save money
O Improve service
0 Save equipment/supplies
O Improve working conditions
O Other (please explain)

State the existing problem or condition:

What is your suggestion? (Provide as much detail as possible. Use additional paper if necessary, and attach any
extra sheets to this form.).

What benefits do you expect as a result of this change?

Have you ever submitted this idea before?

CI Yes

0 No

If yes, when?

I have read the rules and understand that all suggestions become the property of the company.
Supervisor's Signature/Date

Employee's Signature/Date

For Company use only
Date, rectwed

ApprovtdAwarcl:

Date:
Lesson 5: Putting Ideas On Paper

Date notified
Rejected- Reason:

ir.3

Signature:
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need to make effective suggestions.

22,6

then prepared to assist their employees by providing them with the tools and information they

Supervisors are introduced to the concepts taught in the making Suggestions Module. Return on
Investment is determined and supervisors are then given a summary of the lessons. Supervisors are
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suggestions in their company and are then given suggested ways to help their employees overcome

Page 6

JobLink

This Supervisor Lesson is designed to give the supervisors the information they need to help their
employees make effective suggestions. The supervisors are asked to think about obstacles to making

Lesson Description

Supervisor Lesson

Making Suggestions

Understand what is included in
the Making Suggestions module.

Supervisor Lesson I

V Key

231

Hardware

1

supenow

trouproncir

Large Group

JobLink

01

Discussion

20 min.
20 min.
10 min.

10 min.

Page 7

Sign-in Sheet

Opening- Large Group
First Activity- Small Groups
Second Activity- Large Group
Ending- Large Group

v Total Time: 60 minutes

Classroom Set-up

Small Groups

Copyright 01996 by Coast Community College District

Handouts

"Supervisor Guidelines" (Supervisor
Handout 1)
"Supervisor's Role in Training" (Supervisor
Handout 2)

Handouts

"Objectives" (Supervisor Transparency 1)
"Supervisor Guidelines" (Supervisor
Transparency 2)
"Supervisor's Role in Training" (Supervisor
Transparency 3)

Transparencies

1.

Overhead projector
2. Flip chart
3. Flip chart pens
4. Masking tape

Hardware

Materials Needed

Transparencies

attempts to make suggestions.

2. Support their employees'

1.

By completing this lesson, supervisors
will be able to:

Objectives

Supervisor Lesson

Making Suggesfions

Supervisor Lesson 1

233

Supervisor Lesson

Maldng Suggestions
1

Objectives

Joblink

Ceimiet 01004 to, Ca. Camosmay C.I. DM.
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Supervisor Transparency 1

Syw4a Wen I

Propose formal suggestions to managers, supervisors, and
co-workers.

written format

Design clear and concise messages in both an oral and a

Formulate and present their suggestions.

ideas.

Find information they need to support their suggestion

IdentVy areas of improvement and develop ideas for
better ways of doing things.

By the end of the modu le. participants will be able to:

11/r-`"e'ffT:4.1:-

ABLV

234
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(1.1)

Supervtior

MingOrency

Supervisor Lesson 1

1

Welcome the group and introduce yourself.

Project "Objectives" on the overhead. Explain that by the end of the module their employees will
be able to:
Identify areas of improvement and develop ideas for better ways of doing things.
Find information they need to support their suggestion ideas.
Formulate and present their suggestions.
Design dear and concise messages in both an oral and a written format.
Propose formal suggestions to managers, supervisors, and co-workers.

4.

6.

Copyright ©1996 by Coast Community College District

Explain, 'We will be covering a lot of this information in the module!'

2

5. Ask the supervisors, "What do you want your people to get out of this training?" Write their
responses on a flip chart or the whiteboard7

Explain the purpose of the next hour: to become familiar with the materials that their employees
will use in class the next few weeks.

Page 9

JobLink

3.

2. Ask the supervisors to state their names and to identify their departments or areas.

1.

Opening: 10 Minutes

Activities

Supervisor Lesson

Maldng Suggestions

237

.1.00i

Supervisor Lesson 1

1

4.

3.

2.

1.

at (name of company).

Copyright ©1996 by Coast Community College District
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invite each group to present its ideas. DISCUSS why it is difficult for employees to make suggestions

company)?

Question 2: What makes it difficult to make and/or implement suggestions here at (name of

not implemented?

Question 1: What do you think is the principal reason why your employees' suggestions are

Explain that each group will be answering a question and presenting that group's answers to the
others. Assign Questions ito half the group, and Question 2 to the other hall Give each group a
sheet of flip chart paper, pens, and masking tape, and instruct them to hang their sheet on the wall
when they are through. Allow the groups 5-10 minutes to work on their answers.

Divide the supervisors into groups of 2 to 4.

supervisors the suggestion process for that company

Page 11

Joblink

ASk, "What happens here at (name of company) when an employee has a suggestion?" EliCit from the

First Activity: 20 Minutes

Activities

Supervisor Lesson

Maldng Suggestions

Supervisor Lesson 1

233

Supervisor Lesson

Making Suggestions
1

Sometimes you may need to guide the employees to the right source for

5.

lepondaye

BM COPY MARA
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Supervisor
Handout 1, Transparency 2

Comiel 0104 by Cc. Como* Cagy Dbfriet

Attmd the last day of dass when employees present their suggestions.

Ape.. Iron I

4.

Ask the employees how you can help them get the information they need.

2.

informatiin.

Employees must have access to information.

I.

Supervisor Guidelines

Joblint

240

Page 12

jobLink

Supervisor Lesson 1

1

114.1. T41

7.

241

010

PIV100111

ILIPPVIN

6.

5.
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halfway through the last class).

242

Distribute "Supervisor Guidelines". Discuss the guidelines with the group. Explain the last
guideline; tell supervisors that they will be invited to the presentations on the last day (about

objectives7
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JobLink

Explain, "These are our objectives in this module, but we need your help in order to meet those

(d) supplied some cost savings figures?"

Ask, "How would you like it if your employees
(a) came up with ideas,
(b) presented them to the right people,
(c) figured out "What's In It For You" and for the company, and

First Activity: (continued)

Activities

Supervisor Lesson

Making Suggestions

Supervisor Lesson

Looldng for Better Ways of Doing Things

Jobalk

suggestions.

Help empioyees find the information they need to make their

'What suggestion is your team working on? 'What information do you
think you need to make your suggestion?
Where you can go to find information in your company. People you
can talk to if you need information.

suggestions.

Suprnruor lenen

243

Cappav 01955 by Co. Connnundry Cobrp Dona

benefits and obstacles for a suggestion.

Designing dear and Condse Messages

(continued)

Supervisors Role in Training

putdng ideas on Paper Preparing Presentations

suggestion. What is important to the success of a suggestion at our
company.

How to find out what is important to indude when making a

suggestion?

'What information do you have to support your suggestion?' 'What
information do you think is important to indude with your

employees will present their suggestion&
Talk through the suggestions with the employee. Make your cwn
suggestions of important information to include.

Discussion topics:

BEST COPY AVAMLE
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implemented.

24 4

3.pewriror Slararls.

How to follow up on a suggestion What to do if your suggestion is not

your suggestion along?'

What to riatCh for The presentation of the suggestions
What can you do: Mend the last class, when employees will present their suggestions.
Questions to ask: 'What are you going to do next?' 'What help do you need to move

Lesson & making sueeestlani

What can you do: Provide suggestion forms and encourage employees to fill them out.
Hdp the employees fill out the form&
Questions to ask: "Have you filled out a suggestion form?' 'What on I do to help you fill
out the suggestion form?'
Discussion topics: What happens to a suggestion at our company after it is turned in.

suggestion forms.

What to watch for Employees preparing to make their suggestion& Employees turning in

Lesson S:

Discussion topics:

Questions to ask:

What you can do:
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What to watch for Employees trying to figure out what is important to the people they
want to present their suggestion to. An invitation to the last class where

Lesson 11:

Supervisor
Handout 2, Transparency 3

1oper.1... OW* 2

What to watch for Employees trying to figure out who is the appropriate person to make
their suggestion to. Trying to come up with objections to their
suggestion and gathering information to determine a cost savings for
their suggestion
What you cart do: Direct them to the appropriate people in the company. Help them find
the information they need
'What are the benefits of your suggestion?' 'How much money will
Questions to ask:
I/the company save by your suggestion? 'How can I help you figure
out a cost savings for your suggestion?"
Discussion topics: How to figure out a cost savings. Why it is important to look at

Lesson & me Importance of Planning

Discussion topics:

Questions to ask:

What to watch for Employees will be looking for the information they need to make their

What you can do:

21122011 I Getting 5510 information YOU Need

What you can do:

Encourage any improvement ideas from your employees. Ask what you
can do to help.
What to watch for Employees will be looking for something in their work area that they
want to improve
Mihat ideas do you have for improving the way we do things around
Questions to ask:
here?
Have a brainstorming session on ways to improve your work arta.
Discussion topics:

Lesson 1:

I

1

Supervisors Role In Training

Sup lllll or Lesson

=Makin Sagmestioas

Supervisor Lesson

Making Suggestions

Supervisor Lesson 1

1

245

Handout
Transaanncv

kuurviaor

04.2.141

3.

"Are there any particular areas that you would like the suggestions to focus on?" write down
any suggestions.

assistance.

Copyright ©1996 by Coast Community College District
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DiSCUSS the importance of supervisor support and reinforcement to the success of this module.
Explain that in order for the suggestion to be useful, the employees may need feedback and
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Distribute "Supervisor's Role in Training". Review the information on the handout. Ask the
supervisors to add any information they feel is important.

2. Ask,

1.

Second Activity: 20 Minutes

Acthrities

Supervisor Lesson

Making Suggestions

Supervisor Lesson I

247

1

Copyright ©1996 by Coast Community College District

for their time and participation.

4. Say good-bye.

3. Thank them

the supervisors of the importance of their attending the last class.

classes go smoothly.

243
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Ask if the supervisors have any questions; ask too if they have any suggestions for making the

2. Remind

1.

Ending: 10 Minutes

Activities

Supervisor Lesson

Making Suggestions

24 3
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Supervisor Lesson 2

Turning Ideas Into Action

Making Suggestions

250

Supervisor Lesson 2

251
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See Lesson 6 in the Making Suggestions module for the rest of the instructor materials.

through the system at their company.

asked to give feedback on the suggestion and to discuss how employees can move their suggestions

should attend the dass (or classes) in which their employees are involved. Each supervisor will be
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The second hour of the Supervisor Lesson is combined with the employees' last class. Supervisors

Lesson Description

Supervisor Lesson 2

Making Suggestions v

Making Suggestions

Supervisor Lesson

Job Link

1

Supervisor Guidelines

1.

Employees must have access to information.

2.

Ask the employees how you can help them get the information they need.

3.

Sometimes you may need to guide the employees to the right source for
information.

4.

Attend the last day of class when employees present their suggestions.

253
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1

Supervisor's Role in Training
Lesson 1:

Looking for Better Ways of Doing Things

What you can do:

Encourage any improvement ideas from your employees. Ask what you
can do to help.
What to watch for: Employees will be looking for something in their work area that they
want to improve.
Questions to ask:
"What ideas do you have for improving the way we do things around
here?"

Discussion topics:
Lesson 2:

Have a brainstorming session on ways to improve your work area.

Getting the Information You Need

What you can do:

Help employees find the information they need to make their
suggestions.

What to watch for: Employees will be looking for the information they need to make their
suggestions.

Questions to ask:
Discussion topics:

Lesson 3:

"What suggestion is your team working on?" "What information do you
think you need to make your suggestion?"
Where you can go to find information in your company. People you
can talk to if you need information.

The Importance of Planning

What to watch for: Employees trying to figure out who is the appropriate person to make
their suggestion to. Trying to come up with objections to their
suggestion and gathering information to determine a cost savings for
their suggeston.
What you can do: Direct them to the appropriate people in the company. Help them find
the information they need.
Questions to ask: "What are the benefits of your suggestion?" "How much money will
I/the company save by your suggestion?" "How can I help you figure
out a cost savings for your suggestion?"
Discussion topics: How to figure out a cost savings. Why it is important to look at
benefits and obstades for a suggestion.
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Supervisor Handout 2

Supervisor's Role in Training
(continued)
Lesson 4:

Designing Clear and Concise Messages

What to watch for: Employees trying to figure out what is important to the people they
want to present their suggestion to. An invitation to the last class where
employees will present their suggestions.
What you can do: Talk through the suggestions with the employee. Make your own
suggestions of important information to include.
Questions to ask: "What information do you have to support your suggestion?" "What
information do you think is important to include with your
suggestion?"

Discussion topics:

How to find out what is important to include when making a
suggestion. What is important to the success of a suggestion at our
company.

Lesson 5:

111/

Putting Ideas on Paper: Preparing Presentations

What to watch for: Employees preparing to make their suggestions. Employees turning in
suggestion forms.
What can you do: Provide suggestion forms and encourage employees to fill them out.
Help the employees fill out the forms.
Questions to ask: "Have you filled out a suggestion form?" "What can I do to help you fill
out the suggestion form?"
Discussion topics: What happens to a suggestion at our company after it is turned in.
Lesson 6:

Making Suggestions

What to watch for: The presentation of the suggestions.
What can you do: Attend the last class, when employees will present their suggestions.
Questions to ask: "What are you going to do next?" "What help do you need to move
your suggestion along?"
Discussion topics: How to follow up on a suggestion. What to do if your suggestion is not
implemented.

25 5
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Supervisor Lesson
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1

0 bj ectives
By the end of the module, participants will be able to:

Identify areas of improvement and develop ideas for
better ways of doing things.
Find information they need to support their suggestion
ideas.

Formulate and present their suggestions.
Design clear and concise messages in both an oral and a
written format.
Propose formal suggestions to managers, supervisors, and
co-workers.
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1

Supervisor Guidelines

1.

Employees must have access to information.

2.

Ask the employees how you can help them get the
information they need.

3.

Sometimes you may need to guide the employees to the right
source for information.

4.

Attend the last day of class when employees present their

410

suggestions.
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1

Supervisor's Role in Training
Lesson 1:

Looking for Better Ways of Doing Things

Encourage any improvement ideas from your employees. Ask what you
can do to help.
What to watch for: Employees will be looking for something in their work area that they
want to improve.
"What ideas do you have for improving the way we do things around
Questions to ask:

What you can do:

here?"

Discussion topics:
Lesson 2:

Have a brainstorming session on ways to improve your work area.

Getting the Information You Need

What you can do:

Help employees find the information they need to make their
suggestions.

What to watch for: Employees will be looking for the information they need to make their
suggestions.

Questions to ask:
Discussion topics:

Lesson 3:

"What suggestion is your team working on?" "What information do you
think you need to make your suggestion?"
Where you can go to find information in your company. People you
can talk to if you need information.

The Importance of Planning

What to watch for: Employees trying to figure out who is the appropriate person to make
their suggestion to. Trying to come up with objections to their
suggestion and gathering information to determine a cost savings for
their suggestion.

What you can do: Direct them to the appropriate people in the company. Help them find
the information they need.
Questions to ask: "What are the benefits of your suggestion?" "How much money will
I/the company save by your suggestion?" "How can I help you figure
out a cost savings for your suggestion?"
Discussion topics: How to figure out a cost savings. Why it is important to look at
benefits and obstacles for a suggestion.
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Supervisor's Role in Training
(continued)

to

Lesson 4:

Designing Clear and Concise Messages

What to watch for: Employees trying to figure out what is important to the people they
want to present their suggestion to. An invitation to the last class where
employees will present their suggestions.
What you can do: Talk through the suggestions with the employee. Make your own
suggestions of important information to indude.
Questions to ask:
"What information do you have to support your suggestion?" "What
information do you think is important to indude with your
suggestion?"

Discussion topics:

How to find out what is important to include when making a
suggestion. What is important to the success of a suggestion at our
company.

Lesson 5:

Putting Ideas on Paper: Preparing Presentations

What to watch for: Employees preparing to make their suggestions. Employees turning in
suggestion forms.
What can you do: Provide -suggestion forms and encourage employees to fill them out.
Help the employees fill out the forms.
Questions to ask: "Have you filled out a suggestion form?" "What can I do to help you fill
out the suggestion form?"
Discussion topics: What happens to a suggestion at our company after it is turned in.
Lesson 6:

Making Suggestions

What to watch for: The presentation of the suggestions.
What can you do: Attend the last class, when employees will present their suggestions.
Questions to ask:
"What are you going to do next?" "What help do you need to move
your suggestion along?"
Discussion topics: How to follow up on a suggestion. What to do if your suggestion is not
implemented.
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