Work Habits 101 - Tips and Suggestions for Facilitators

Here are some tips and suggestions for facilitators who plan on presenting the “Work Habits 101” PowerPoint to a group. 

Before the Presentation

· Become familiar with the OSP tools and resources that are referenced in the PowerPoint presentation.  This will help you field questions or comments from participants.  Some suggestions are listed below.

	Go to the Getting Started section on the Ontario Skills Passport (OSP) homepage to get an overview of the tools and resources that are available. 
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	Go to the Essential Skills and Work Habits section.  .  Scroll down the page to view descriptors for each work habit.  Then click on the “work, learning and life” icon to see how people use their Essential Skills and work habits everyday.  Choose a video that may appeal to the group.
	


	Go to the Resources section to access the OSP Action Plans, OSP Tracker, “Skills ZONE“ and other resources designed for use in a wide range of educational and training contexts.  There also some helpful Links to information on Essential Skills research, education and training as well as Essential Skills assessment tools. 
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	Review tools and resources such as the OSP Work/Training Plan and the OSP Check-Up Tools.
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	Go to the OSP Check-In Tool to access sample work habits tasks sheets in everyday life. The Action Plan may also be of interest to participants.
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· If you have Internet access, consider visiting some of these sections of the OSP site as you progress through the presentation. 

· Review the PowerPoint to see if you would like to enhance any sections by referencing specific programs or resources that would be of interest to the group.  Facilitators are encouraged to adapt the presentation to meet the needs of the group.

Materials/Handouts for Participants

· Order free copies of OSP Promotional Materials for participants such as the OSP Tracker and OSP Brochure.  Orders should be received at least 2 to 3 weeks before the presentation to ensure that the materials arrive on time. 

Print copies of the following for each participant:

· Essential Skills and Work Habits Reference Sheets from the OSP website.  Participants may find it helpful to have a list of the work habits they can refer to as you progress through the presentation together. 

· OSP Action Plan for Learners or OSP Action Plan for Job Seekers (depending on the group).  These action plans are located in the Resources section of the OSP website.  Please see the “post presentation” ideas listed below.

Post Presentation Activity Ideas

· Distribute a copy of the OSP Action Plan for Learners or the OSP Action Plan for Job Seekers to each participant.  If the group has access to the Internet, participants could explore sections of the website featured in the action plans or this could be an independent activity after the presentation. 

· Choose an OSP Check-Up Tool self-assessment and/or activities that may be of particular interest to the participants.  If you plan on using the OSP Check-Up Tools in a computer lab situation, please test this out prior to the session.  These applications require a large amount of “band width” so it may not be possible to have all of the participants on the application at the same time.

· Choose work habits sheets from the OSP Check-In Tool to discuss tasks in everyday life.
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