


MiHR Mining Workforce Transition Kit — A Tool to Support Employees at Mine Closure

MODULE 3: THE TRANSITION COMMITTEE

TABLE OF CONTENTS

About the Mining Workforce Transition Kit............ccooiieoiiiiiiiii e e e e e e e eeaaeees 3
The Transition COMMITIEE .......oviiiiiiiiii s 6
Standard Structure of @ Transition COMMITEEE ...........oiiiiiiiiiieie e e e 7
RV 4] o] g TS = = 1 =T o PP 8
Responsibilities and Objectives of a Transition COMMIIEE............uuuiuuriiriiiiiiiiiiiiiieeeeaaes 9
(70 110 L= 11 F= 1 11 Y 10
LT 1 0 To LT PSP PPPPPPPPP PPN 11
RS T UL = o PP PPPPPPPP 13
LI LIRS T= e (=] = PSSP 14
FOIrMAL OF MINUEES ...ttt e e e e e oottt et e e e e e s s bbb ettt e e e e e e e et e e e e e e e e e e nnnnbeees 14
Sample CommIttee MINULES .......cooiiiiieeee e 15
LI =3O £ =V 1= o o 1SS 17
The ACtion Centre COOITINALON ........uviiiiiiiiiiiiiiiiiie ettt ettt e e e e e e e e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeens 19
Action Centre Coordinator’s Duties and Responsibilities ..., 20
Needs ASSESSMENT... WHAL IS 112 ... s 21
T T = LN =TT o SR T Y=Y/ 21
Comprenensive NEEUS ASSESSIMENT ......coiiiiiiiiiiii e ettt e e e e e e e e e e e e r e e e e e e e s aaabbenreeeeaaaans 29
The ComMMUNICALIONS PIAN.........oiiiiiiiiiiiiiiiii ettt et e e et e e e e e e e eeeeeeeeeeeeens 39
The FINANCIAI PLAN .....oooiiiiiiiiiiiee ettt aa e e e as 42
TRE SEIVICE PIAN ...cciiiiiiiiiiiiiiiieiee ettt ettt ettt ettt e ettt ettt e et ereeeeaaaeeeeas 43
Worksheet... Plan the Transition ProjECT............iiii i i e e e e e eeanees 46
Schedule the TranSitioN ProJECT..........uuieiii e e e e e e eeas 48
THE BOMOM LINE ..ot 50
1
RM/ M-



Mining Workforce Transition Kit — A Tool to Support Employees at Mine Closure MiHR




MiHR Mining Workforce Transition Kit — A Tool to Support Employees at Mine Closure

About the Mining Workforce Transition Kit

The fact you are reading this likely indicates the
company you work for or represent is preparing for a
significant lay-off or a mine closure. Someone may
have suggested that you consider a workforce
transition support project to help the transitioning
workers. Like many people, you may have a limited
knowledge of workforce transition. Fortunately,
others who’ve been through this process have left a
legacy of advice and experience to guide you and
help you make good decisions.

We hope that this Workforce Transition Kit will help guide interested parties step-by-step
following layoff or mine closure announcements. It reviews all the basics, from the initial
discussions through the selection and training of a Transition Committee and setting up an
Action Centre - helping workers meet a variety of transition needs... and land on their feet.

Module 1 —

This module focuses on the key decision makers - management, union and/or worker
representatives. It explains who'’s involved in the initial decision making process and suggests a
way to begin a workforce transition support project. The module describes the unique,
invaluable supports that a project provides for transitioning workers and their families.

Module 2 -

Workers can use this module independently or in an Action Centre to help find the supports they
need to land on their feet after losing a job. These resources are intended to help workers cope
with the initial shock and any ongoing stress (financial or otherwise); to suggest ways to regroup
and review options; to come up with a plan of action and to succeed in a positive transition.
Unemployment can be stressful but supports are available. No employee needs to go through
this alone.

Module 3 -

The third module provides a road map for a new Transition Committee. It helps them get
organized and explains the roles and responsibilities of committee members. The module
includes resources such as a sample agenda for committee meetings, selection criteria for a
chairperson and other useful materials. It also reviews information to help determine the
requirements of transitioning workers and assessing if the services meet those needs.
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Module 4 —

The fourth module will be of use to the Transition Committee members and Action Centre staff.
It discusses the kind of transition services that a committee should consider offering workers
and suggests ways to introduce them. The module provides guidance and practical tools to help
with the efficient day-to-day running of an Action Centre, including communications with
workers, potential employers, government and community agencies and educational institutions.

Module 5 —

The fifth module provides a wealth of material to help Transition Committees.

It includes information on provincial programs, college and university training and so forth. It
also contains suggested web sites and books related to financial planning, job search
techniques and other information useful to committees and workers.

The Mining Industry Human Resources Council (MiHR), in conjunction with industry
stakeholders, produced this Support Kit, with financial support from the Government of
Canada’s Sector Council Program.

In addition to the Mining Workforce Transition Kit, MiHR offers the Canadian Mining Credentials
Program. The program provides all industry players with comprehensive, objective ways to
verify the skills, knowledge and experience of workers, target training requirements, and enable
workers from other industries to make smooth transitions to jobs in the Canadian mining
industry.

The Canadian Mining Credentials Program is the cornerstone of the mining industry's efforts to:

e recognize the skills, knowledge and experience of mining workers,

e provide workers with portable credentials,

e accredit training programs for mining workers,

e enable employers to accurately and consistently verify the skills and experience of job
applicants and support ongoing professional recognition for their employees.

Occupational certification under the Canadian Mining Credentials Program (CMCP) will give
workers from mines that are closing a validated record of all of their training, workplace
experience and demonstrated competencies. A Skills Passport that has been completed by a
trained and registered Workplace Assessor will document an individual worker’s skills so that it
is recognized by potential new employers, either at other mine sites or in other industries where
these skills are required. Similar to a trades qualification, CMCP certification will enable
employers to identify candidates who already have the required skills and experience to quickly
and efficiently transition into productive jobs.

For more information about MiHR and its programs, please visit their website at www.mihr.ca.
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Module 3-

(SOLID PLANNING AND GOOD LEADERSHIP can aid in making workforce \
transition a productive and successful process. Through a well-functioning

Transition Committee, you can investigate workers’ needs and design an Action

Centre that helps them move on to the next stage of employment or training. It takes
effort, of course, but also good planning. This module is designed to help you put
together the key elements for the transition project, schedule activities appropriately
and work together well as a transition team.

| J
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Meetings

The committee will meet often at the beginning of a project. Subsequently, meetings may only
take place every three to four weeks. Members may also be involved in sub-committee work (for
example, hiring a chairperson).

Committee meetings are usually held during working hours, and generally last two to three
hours during the start-up period. It's a good idea to schedule meetings at the same time each
month (e.g. first Wednesday of the month at 1 pm) which is much easier to remember and
schedule.

All members are equal partners in the committee and participate in the joint consultative
process. The committee normally reaches decisions after discussion and through consensus,
meaning everyone is in general agreement, rather than by a vote.

Members must keep all information in strict confidence. They can only release committee
information with the committee’s approval.

How to Ensure the Committee Is Functioning Well
Four main factors influence the quality of meetings:

1. An Effective Chairperson Who:

Understands and recognizes the skills and strengths of the committee;
Ensures committee members understand their roles and responsibilities;
Assesses the current situation and helps the committee set realistic goals;
Helps the committee determine the best method to accomplish its goals;
Plans the meetings and has agendas and materials copied in advance;
Chairs the meetings fairly, efficiently and guides the discussion;
Evaluates the meetings, seeks feedback from the committee; and
Provides regular feedback to the committee on its performance.

2. An Agenda and a Clear Purpose for Meetings
A good agenda:
e Sets practical starting times and, ideally, begins with some good news;
Offers a step-by-step outline of the points to be covered at a meeting;
Serves as a reminder to members of the date, time, and location;
Provides resources to support important items for discussion at the meeting; and
Acts as a memory jogger to ensure that the members cover all important items

3. A Process for Making Decisions

Decision making by consensus means the Chairperson and Committee should:
e Define the problem — issues must be clearly defined and separated,;
e Ask for alternatives — members must feel free to offer suggestions without criticism;
e Evaluate suggestions — the group should explore the pros and cons of an idea.

11
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e Choose the best route or an alternative through discussion. The committee attempts to
reach agreements that all members support. That's consensus.

At the end of the meeting, the Chair should review the discussion and make sure that all
committee members agree on actions, responsibilities and deadlines. The minutes should
record these agreements as action items to be reported on at the next meeting.

4. A Good Group Discussion

Effective group discussion requires the Chair and members to work together. They need do stay
on topic and follow the agenda, but be flexible with time limits. The Chairperson facilitates and
members need to actively participate in the discussion.

12
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The Treasurer

The committee may wish to appoint one of its members to act as Treasurer. This member will
perform the following functions:

e Set up a separate account to record committee transactions and expenses.

e Keep documents on file related to transactions.

e Submit claims for reimbursement on approved expenses at least every three
months or as the committee determines.

If government funding is involved, normally the employer pays for committee expenses up front.
(See Module 5, Resources for a listing of government programs by province.) Through the
claims procedure, the government reimburses the employer according to the cost-sharing
arrangement stipulated in the agreement. In certain situations such as a bankruptcy,
governments will advance funds to the committee to enable operations to begin.

All expenditures must be directly related to transition services and the committee must approve
them.

Examples of typical Committee expenditures:

e Reasonable rental costs for an Action Centre;

e Rental or lease costs of required equipment (such as computers, fax, photocopier, etc.).
Some government funders stipulate that committees cannot purchase equipment unless
they commit in writing to donate to an Action Centre, non-profit group or charity at the
end of the project;

Remuneration for attendance at committee meetings and other approved activities.
Mileage rates for approved travel,

Remuneration/expenses for a Chairperson and/or Action Centre Coordinator.
Honorariums/expenses for volunteers;

Cost of approved programs and services (specialized counseling, workshops, etc.);
Training for committee members and volunteers.

13
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The Secretary

The Transition Committee will usually appoint one of its members to act as Recording
Secretary. The Secretary’s main responsibility is to record the minutes of each committee
meeting. The Secretary will also make certain that the minutes are typed up and distributed to
everyone the committee decides to include on the distribution list.

Format of Minutes

Minutes are a record of the decisions and agreements the committee makes. They can be in
point form, but must state the important points of discussion. Minutes include proposals, all
decisions, recommendations, reports or undertakings along with financial estimates or agreed-
upon costs.

The Chairperson and committee members need the minutes to provide the proper authority to
proceed on proposed activities. The final committee report will include copies of the minutes of
all the committee’s meetings.

Minutes should include:

o e e e e e e e e e e e e

! e Date, time, and location of meeting; \
Names of those who attended the meeting, those who sent regrets;

Approval of previous meeting minutes;

Business arising from the previous minutes;

Financial report from the Treasurer;

Approval of all expenditures;

Receipt of sub-committee reports;

Receipt of any external consultants’ reports;

New business;

Decisions made and action to be taken before next meeting and by whom;

The time the meeting ended;

The date. time and location of the next meetina. /

_____________________‘
e 6 o o o o o

-
-
[

______________________________________________________________

Sample committee minutes are provided on the next page.

14
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Sample Committee Minutes

Transition Committee
Meeting #6 day / month / year

In Attendance:

Name Chairperson

Name Company

Name Company

Name Company

Name Union/ worker representative
Name Union/ worker representative
Name Union/ worker representative
Name Coordinator

Regrets:

Name Company

Name Union/ worker representative

Location: Board Room A
The meeting was called to order at 1:30 pm

Item 1 AC Coordinator completed a telephone survey of workers with whom we have had
no contact in the last month. 45 people were called. Two haven’t received any mail
from the Action Centre. We now have their correct addresses. Eight incorrect or
not-in-service numbers were corrected. The telephone script is on file. The
balance of the calls will be completed.

Item 2 The financial planning workshops are scheduled for March 26, 27 & 28
ltem 3 Business Information Network to be installed on our computers on March 22.
Item 4 The committee has agreed to purchase the disk version of the Provincial Scott’s

Directory of all manufacturers. The cost is $995.

Item 5 The Coordinator verified reports that ABC Industries may be hiring. No dates or
numbers were available. They may be interested in looking at displaced
employees. Discussions are ongoing.

Item 6 The Action Centre will be transferring data from the current Labour Transition
Management Information System to MS Access which is used by the company.
In-house training is available for the MS Office programs.

15
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Item 7

[tem 8

Iltem 9

ltem 10

[tem 11

[tem 12

[tem 13

16 people attended the Career Planning Workshop at the Centre. It was facilitated
at no charge by Career Services. Results of the evaluation forms were excellent.
Additional workshops are being considered (Examining Your Interests, Labour
Market Information, The Changing Economy) at about $400 for a half day.

The committee discussed their role in relatio to the announcement of further
layoffs.

ABC Community College will be offering a Computers in Industry and Their
Applications course. Tentative start date is April 1. An information session is
scheduled for March 26. We have referred 22 people to the information session.

87 out of a total of 412 laid-off workers attended resumé workshops. It was agreed
that the Action Centre will offer another resumé workshop.

The Action Centre with Literacy Link is currently developing a questionnaire to
identify individuals with an interest in developing basic reading, writing and
numeracy skills. It will be mailed to all displaced workers.

A Landing on Your Feet workshop (healthy routines, dealing with stress, etc.) will
be held at the Action Centre on March 26 at 9.00 am. 20 people have registered.
The workshop will be facilitated by R. Smith, consultant.

The committee agreed to mail a letter to all other mines in the region. The letter
will introduce the committee and outline a skills inventory of displaced workers.

The next meeting is scheduled for April 22 at 1:30 pm in the Action Centre. Meeting
adjourned at 3 pm.

Minutes taken by
Signed by Chairperson

and Recording Secretary

16
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The Chairperson

The primary responsibility of the Chairperson is to guide and assist the parties to
develop and implement their own transition program. He or she should be an advocate
for the workers and a support to the Transition Committee. Committee members provide
the Chairperson with direction and information. The Chairperson should be familiar with
provincial transition guidelines.

The Chairperson will plan, call and chair regular meetings that are well-organized and results-
oriented. He or she builds confidence within the committee and encourages the members to
work together and actively participate in meetings. He or she helps guide the committee towards
achievable goals.

The Chairperson will also ensure that all administrative matters are carried, including minutes of
committee meetings. Where applicable, the Chair makes certain that the committee submits
claims for government reimbursement on a regular basis, together with the necessary
documentation and invoices.

The committee may ask the Chairperson to carry out other duties, especially if the Chair is
knowledgeable in ancillary fields (such as community contacts and services, education and
training programs, or the regional job market). If requested, the Chairperson may also
participate in the selection and hiring of Peer Helpers or contracting with appropriate service
providers.

When the transition project concludes, the Chairperson will prepare a final report and
recommendations, in consultation with the committee.

Selecting a Chairperson
One of the first responsibilities of the newly formed Transition Committee is to select a
chairperson. How do you find a Transition Committee Chairperson?

The starting point could be to ask the committee if they know anyone who has chaired other
committees. You might be surprised to find this can generate a short list of suitable candidates.
MiHR and unions have experience in transition and may be able to suggest other potential
candidates.

The next step is to contact the candidate, ask if they are interested and suggest they submit a
resumée for the committee to review. At this point, it may make sense to form a Selection Sub-
Committee of two or three members to review the resumés, make a short list, and conduct the
interviews. They can then make a recommendation on a suitable candidate to the committee.

Schedule the interviews about one hour apart on the same day, allowing time for a 40-minute

interview followed by 20 minutes to discuss the candidate’s answers. Members of the Selection
Sub-Committee should conduct these sessions. After the interviews, members can discuss the
candidates and make a recommendation to the committee. Ideally the recommendation should

17
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be unanimous.

Qualities to Seek in a Chairperson
The Chair must play a neutral role and be an external person not currently on the payroll of any
party involved in the committee.

malities of a good Chairperson: \

e Has time to commit

e Knowledge of transition process, practices and assessment of needs of
displaced workers

Trustworthy and discrete

Remains neutral

Manages potential conflicts and build group consensus

Builds, or has the confidence of the employee and employer representatives
Runs effective meetings

Encourages the full involvement of all committee members

Extremely organized

\§ /

Sample Questions for Chairperson Interviews

Following are some sample questions that you may wish to ask the candidates for Chairperson.
Tailor the questions to suit your needs. To ensure fairness and the most appropriate evaluation
of candidates, the Selection Sub-Committee should ask the same or similar questions of each
candidate.

What labour transition experience do you have? \
[ How would you define the role of a Chairperson?

: What are the difficulties that face the average displaced worker?

l What is the difference between dealing with unionized and non-unionized
: workers?

l e What type of challenges do you foresee for this committee and how have
: you helped to resolve these problems in similar situations?

: e How would you work within a consensus environment?

i ¢ If you had to make a list of tasks for the committee, can you prioritize the
1

|

|

|

1

1

1

|

|

|

1

:

\

top five?

e We have a relatively new committee that lacks experience. How can you
help us?

¢ In your past experience with transition committees what was the most
challenging situation and how did you resolve it?

¢ What services and contacts do you know of that would assist the

committee?
: e We have workers getting laid-off on Friday. What do you think would b
N be realistic (and unrealistic) goals for the committee? /,’
18 \\ __________________________________________________________ -
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The Action Centre Coordinator

If the size of the project warrants it and funding is available, you may need an Action Centre
Coordinator, on a full-time or part-time basis. The role of the Coordinator is a unique one.

Several ways exist to fill the position of Action Centre Coordinator. You could select someone
from the workplace who has the skills and abilities to do the job, or can learn them quickly. This
person could be one of the workers losing their job or an active employee who can be cleared
from work to do the job. The committee can also hire an experienced person on contract, that
can be renewed or extended as needed. Sometimes a committee can hire an external
Coordinator to start the process, while mentoring and teaching an internal coordinator-in-
training.

Qualities to Seek in a Coordinator

A variety of skills are desirable in a Coordinator, and each committee will have different
expectations. General qualities include:

-

Respectful, caring attitude to the needs of laid-off \
workers

Outgoing, energetic personality

Persuasive and willing to be an advocate

Discreet, non-judgmental

Reliable, can set and achieve goals and priorities

Can work independently

Innovative and flexible

Participative leadership style

\ Commitment to high-quality services for workers j

19
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MiHR

Action Centre Coordinator’s Duties and Responsibilities

~

e e e e e e e e e e e e ==

N e e e e e e e e e e e e e e e e e e = e e e e e e e e e =

o e e e e e e e - ———

Help set up the Action Centre. This may
include negotiating lease agreements for
rental office space and equipment.

Plan, coordinate and monitor services provided to
laid-off workers.

Contact community services and establish working
relationships.

Research information required by laid-off
workers and pass it on to those that need it.

Manage the day-to-day operations of the centre.

Maintain accurate, confidential records for each
worker involved in the project.

Organize needs assessment interviews for
laid-off workers, so that appropriate and timely
services and programs can be delivered.

Communicate with the laid-off workers to
encourage their involvement in the program.
Keep them informed.

Assist displaced workers in every way
possible. Provide support through the Action
Centre or services available in the community.

Provide written activity reports to the Transition
Committee.

Attend Transition Committee meetings and liaise with
its members.

N e e o e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e =
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Needs Assessment... What is it?

In a layoff situation, workers face many challenges. They may be in shock and
concerned about the future. They may doubt their ability to find a new job and be
hesitant to start a search. Many have no idea what to do, when to do it, or even their
available options.

The committee’s task is to plan and implement relevant services for the workers.
Without a clear picture of the workers’ needs, the committee can only guess at what the
workers need and want.

Gathering accurate information about workers is where needs assessments come
in. A needs assessment is a process to collect information about workers’ needs. Here
are some questions the committee will need to discuss:

1. What information does the committee want to collect? On an initial survey? On a
comprehensive needs assessment? Can the committee customize model forms?

2. Is the employer prepared to allow some paid time so that workers can participate
in a one-on-one comprehensive needs assessment/counseling session with a
professional counselor? If they're still at work, participation increases.

3. Who will do the comprehensive needs assessment/counseling and prepare a
summary report for the committee? What funds are available to pay for this?

Initial Needs Survey

To be effective, the committee needs to get a majority of the workers to promptly fill out
the Initial Needs Survey and then tally the results. The committee can then answer
guestions such as:

-

Who needs help right away? \

e Are there urgent information needs (Employment Insurance (El),
pensions, benefits, etc.)?

e Who needs help to learn English or get a high school diploma?

¢ What skills does the group have that can be marketed to regional
employers?

e Who already has a job or is willing to relocate?

e How many are interested in exploring retraining or upgrading their

skills?

\_ J

21

15
<L




Mining Workforce Transition Kit — A Tool to Support Employees at Mine Closure MiHR

You will learn quickly that each worker deals with the aftermath of job loss in their own
unique way and in their own time. It may be a real roller-coaster ride of ups and downs.
Workers will require different types of help at different times throughout the transition
process. One person may already have another job and seem well-adjusted to the change.
Another may be deeply distressed. Four months down the road, their circumstances may be
reversed. It happens. Needs assessment is a moving target — a continuous process.

On the following pages, you will find sample surveys and a cover letter you can adapt to fit
the profile of your workforce. After you hand out the survey, highlight everyone who returns it
on a master list of employees. Then call the workers who did not return it and ask if they
want to do the survey over the phone, meet one-on-one with a committee member or come
to the Action Centre. The more surveys returned, the more accurate the results.

22
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SAMPLE 1

EMPLOYMENT TRANSITION - NEEDS ASSESSMENT - COVER LETTER AND
QUESTIONNAIRE

An Action Centre has been established to assist our laid-off workers or those “at risk” of lay-
off with job search activities and related training.

In this regard, your Action Centre needs your assistance in preparing the information
needed to:

4 _ )
Plan job search programs

Arrange assessment and career planning programs as needed
Organize skills-training programs

Make presentations to potential employers

\. J

To help us obtain this information, please complete the attached Employment Transition
Needs Assessment Questionnaire. If you have any questions or concerns about this
guestionnaire or would like assistance in preparing some of the information requested (e.g.
previous positions held) please contact the centre at the number listed below.

Please be assured that all information provided will be kept strictly confidential.

Thank you in advance for your assistance. Please return in the attached, addressed
envelope or bring it in person to the centre.

Employment Transition Coordinator

Phone#:
Fax#:

23
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A. General Information
The information you provide in this survey will help us to identify the
employment transition support needs of you and your fellow workers. All
information will remain confidential.

Name
Date
Address
Phone
Number of years employed at the company
Position at the time of layoff/termination
Previous positions How long?
Have you already located a new job?
Position
Full time Part time
Salary with benefits
Salary without benefits
9. Do you have dependents at home?
10.How many?
11.What percentage of the total household income does your salary
represent?
12.How many years of schooling have you completed?
1-8 9 10 11 12 more than 12
13. Certificates Date completed
14.  Degrees/Diplomas: Date completed

©ONOoO O ODNRE

B. Future Plans

To provide support to you in the transition between jobs, we would like to ask a
few questions about your future plans.

1. When you are laid off, do you plan to: (number your choice 1%, 2™, 3"
____Look for another job?
____Seek further training?
____Start your own business?
___Retire?
____ Other (specify):

2. If you plan to look for work right away, do you plan to:
(number your choice 1%, 2" 3%
___Look for a job in another occupation in the industry?

24
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Look for a similar job in a related industry?
Change careers and industries?

. When seeking work, do you plan to:

(number your choice 1%, 2" 3%
____Seek work in same community?
____Relocate in the province/territory?
____Move to another province/territory?
____Leave the country?

___I'lgo anywhere to find a job

. What type of work are you seeking?

] Full time

[] Part time

[] Contract

[ ] Permanent

] I'll take whatever | can get

. What are your minimum salary requirements? (complete one)

Per/hours month per/year

. On a scale of 1-5, how confident are you about your prospects for

re-employment?
Very confident Not confident
1 2 3 4 5

Do you require any skills upgrading?
In what areas do you feel you require training?
How would you prefer to acquire this training?

(number in order of 1%, 2" 3" choice)
____Onthe job (at my new job site)

____On the job but without a job commitment at the end (I can find my own job)

____At school. (Community College, Institute, Community Skills Centre)
____ Other (specify)

25
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C. Employment Transition Support

1. Do you require support looking for work?

2. What sort of support do you require? (Check more than one)
11 don’'t know what I’'m going to do
| would like:
[] help planning my next move. (Career/Job Exploration)
[] help deciding what interests, skills and abilities | have
[ 1 help researching job opportunities
[1 help preparing my resumé
[1 help with a job interview
[1 help developing my confidence in contacting prospective employers
[1 help researching job opportunities
[ referrals to job openings
[ ] training in a new occupation or skill
[ financial counseling
[ ] health and lifestyle (stress counseling)
[ ] family counseling
[1 alcohol/drug-abuse counseling

Other comments:

Thank you for your assistance

26
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Sample 2-Initial Needs Survey

Please return this survey to the Transition Committee so they can help address your needs. Personal
information is confidential and will not be shared with agencies. Please print clearly.

Name | Clock Number
Home Address Postal Code
E-mail Address
Home Phone ( ) | Cell Phone ( )
INFORMATION Are you interested in WORKSHOPS on:
Yes No Yes No
1. Do you have a resumé? [] [ ]| 11. Resumé Writing [] []
. o : _ 1 0O
2. Do you have immediate job prospects? ] L1 | 12. Interview Skills
3. Do you have a Grade 12 diploma? ] [] | 13. Career Planning [ [
4. Do you have other education? L] [ ] | 14. Job-Search & Labour-Market Info [ ]
i 2
5. Do you have a Skilled Trade~ [ [ | 15. Grade 12 “Fast Track” ] ]
If so, name trade
6. Are you willing to consider more training or ] [] 16. Improving Basic Skills ] ]
education? (reading, writing, math)
7. Are you_lnterested in job or personal ] [ | 17. College or university courses ] ]
counseling?
8. Do you have a computer with Internet ] [] 18. Other skills workshops ] ]
access? Type?
9. What languages do you speak? 19. Basic Computer Training [ [
10. Other concerns? Other workshop suggestions? 20. Advanced Computer Training [] [
21. Training Opportunities/Supports [ [
22. Starting Your Own Business [] [
23. Unemployment Benefits [ [
24. Personal Finances [] [
25. Well-Being & Coping with Stress [ [
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Sample Report Results

Results of the Initial Needs Survey will provide clear direction for the Transition Committee.
Members can then identify priorities and calculate the numbers of workers interested in a
particular activity or with specific needs. Below is a sample report.

Sample Report on an Initial Needs Survey

Workers on Seniority List 222
Workers who completed assessment 119 54%
Workers still to be contacted 103 46%

General Information

Have a current resumeé 77 65%
Have a job 4 3%

Interested in job training 85 71%
Has a grade 12 Diploma 71 60%
Comfortable using computer 64 57%
Second language 31 26%
Skilled trade 22 18%
Need help immediately 51 43%

Information Workshops

Resumé 62 52%
Interview Skills 69 58%
Career Planning 71 60%
GED 41 34%
Basic Computer Training 69 58%
Advanced Computer Training 51 43%
Starting Own Business 52 44%
Unemployment Benefits 75 63%
Dealing with Stress 21 18%
Family Counselling 12 10%
Other: Pension Benefits 59 50%
Comments 10 8%

Recommendations
Immediately contact those who indicated a pressing need for help.
Organize career planning, resumé-writing and job-search workshops
Schedule an information session about El & pension benefits

What else would you recommend?
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Comprehensive Needs Assessment

Choosing a Needs Assessor/Counselor

The Chairperson or others may have the names of consultants or local agencies that can
conduct Needs Assessments following the announcement of workplace closures or layoffs. If
possible, the committee should interview at least two service providers. A good service provider/
assessor will offer:

( e Counseling and interviewing experience, including strict \
confidentiality principles

¢ Knowledge of the vocational and personal needs of displaced
workers

e Cultural and other sensitivities appropriate to the workplace

e Ability to do interviews at locations and times convenient to the
workforce

e Ability to analyze the results and report back quickly to the

k committee. j

Needs assessors should have computerized information systems to analyze the information
they gather and to keep track of the information. A word of caution: If the assessor suggests the
use of a software program, ask for a demonstration and take the time to determine the
program’s usefulness and its compatibility with the committee’s computer system.

Identifying a Location for the Interviews
Interviews might take place at the Action Centre — one way to introduce workers to the centre -
or in a site office.

The primary criterion is to ensure that confidentiality is maintained. Ideally, you will want small
private offices with comfortable chairs, a writing surface for the counselor and a telephone
(optional).

Encouraging Workers to Participate
The committee should take every step necessary to encourage workers to participate in the
personal assessment and counseling session.

You could promote it as a “free personal planning session” that lets the committee know the kind
of services needed, while providing individual workers with a chance to find out more about
available assistance. Emphasize that the assessment is confidential and that only total numbers
and general information will be released to the committee.

Committee members may even decide to go first.
Sample Interview Template

On the next few pages, there is a sample interview template that a committee can adapt to fit
the profile of their workforce.

29

15
<L




Mining Workforce Transition Kit — A Tool to Support Employees at Mine Closure MiHR

Sample Comprehensive Needs Assessment (Long)

This information is confidential. Personal information will not be given out without your permission. The
Action Centre will use it to help plan transition programs. Answer only those questions you feel
comfortable with.

Personal Information

Clock/Serial Number Department

First Name Last Name

Street Address

City Postal Code
Home Phone Cell Phone

E-Mail Address

1. What country were you born in?

2. Please list any language that you can understand, read or write and check the boxes to indicate
your skills in the language.

Language Speak Read Write
English L] L] []
Other ] L] L]
Other L] L] L]

3. To what ethnic or cultural group(s) did your ancestors belong? (English, German, Italian, Chinese,
Aboriginal, East Indian, Jamaican, etc.)

4. Do you have a disability or persistent health problem that Yes [ ] No []
limits your ability to work?

If Yes, in what way is your ability to work limited?
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Work Profile

5. What is your current job title?

6. If you have performed other jobs at this company, please specify

7. Did you transfer from another company location? Yes [] No []

8. What is your seniority date?

What are your total years of service with the company? years

9. Please list any jobs you have held before being employed with this company which could
provide experience or skills that might help you to find a new job

Employer Title and duties What year did you leave this
job?

10. What are your plans immediately after layoff?

a. Start a job that is already arranged [ 1 Type of job?

b. Start a business that is already arranged [ ] Type of business?

c. Plan to look for a specific kind of work, but no job yet []  Type of work?

d. Start an educational or job-training program in which u
you are already enrolled

What type of program?

e. Plan to enrol in an educational or job training program [ | What type of program?

f. Other definite plans [l What plans?

g. No definite plan but a good idea of what you'll be : ;
doing [ ] What will you be doing?
h. At this time, not exactly sure what you will do []

11. Thinking ahead 6 months from now, do you:

a. Expect to have found a specific type of work? [ ] What type of job?

b. Expect to be in an education or job training program? [] What type of program?

c. Have other plans? [ ] What other plan?

d. Not exactly sure what you will be doing? L]

12. How much difficulty do you think you will have finding the kind of job you want?
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No difficulty ]
Some difficulty []
A great deal of difficulty L]
Not sure L]

13. In finding a new job, do you think that you face any specific

b?rr)isrs (such as your age, education, experience, gender, Yes [ ] No []
etc.)?
If yes, what barriers?
14. cl?rol ggg tgaf\llﬁur:gl?[?;?:i r?g; ’;nterests that could be job related Yes [] No []
If Yes, specify hobby/interest
15. Are you interested in part-time work? Yes [] No []
16. Can you relocate to find work? Yes [ ] No []
17. Can you commute to a new job? Yes [ ] [ 1 Howfar?
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Education & Training

18. Check one or more of the following that describes your education

Attended or completed grade school ]
Completed at least one year of high school, but did not graduate L]
Graduated from high school L[]

Finished at least one year of university What major subject?

Completed some college [l What course?
Obtained a college diploma [l What course?
Did part of an apprenticeship [l What trade?
Completed an apprenticeship [l What trade?
[
[]

Graduated from university What major subject?

Other (please specify)

21. In what year did you complete your highest level of education

22. If part of your education was completed outside of Canada, have you had difficulty getting this
education recognised?

No, had no difficulty getting my education recognized []

Yes, had difficulty getting my education recognized []

If “Yes” please specify the difficulty:

23. Are you currently enrolled in any education or training
programs? ves [] No [
If yes, please specify course and institution
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Computer Skills

Please check the boxes below to describe your present computer skills in each area

None Basic Intermediate  Advanced
1. Using E-mail & the Internet O] ] [] []
2. Word processing (Word, WordPerfect, etc) ] O] O] ]
3. Spread sheets (Excel, 1-2-3, etc.) O O ] ]
4. Database management, access ] O] ] ]
5. Web-page design O O ] ]
6. Computer-based design, CAD O O ] ]
7. Microsoft certified ] ] ] ]

Other, please specify

Other Skills

8. What skills have you acquired through your work and life experiences such as hobbies, volunteer
work and other interests?

[0 Organizational 0 Trades [0 Teaching
[l Leadership [0 Maintenance [l Elder Care
[l Problem Solving [0  Welding 1 Child Care
0 Public Speaking [0 Mechanic [0 Cooking
1 Writing [1 Driving [] Landscaping
[0 Teamwork [0 Tow Motor [l Counselling
[0 Customer Service [0 Bus Driver ]
Other please specify
34
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Educational Information

Please check boxes that indicate educational information you want to know more about.

Not Might be Very

Interested ~ interested 0 ociag
1. English as a second language ] ] []
2. Basic skills: reading, writing, math O] O] ]
3. Getting a high school diploma (GED) O] O] ]
4. Basic computer skills O O ]
5. Computer O O ]
6. Advanced computer courses O] O] ]
7. Information about apprenticeships ] O] ]
8. Skills: CNC machining, blueprint reading ] ] O]
9. Skills: Welding O O ]
10. Tow Motor training O O ]
11. Truck Licences courses, AZ,DZ ] ] ]
12. Information about college programs ] ] O]
13. Information about university courses ] O] ]
14. Education funding assistance O] O] ]
Other education or training information?
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Support Services

Please check the boxes to indicate the support services that would assist you
:\rlwct)érested mlt%?ést{gd I\ﬁgested

1. Resumé-preparation workshop O] O] []
2. Job search and interview skills workshop ] ] O]
3. Job-finders club, informal meeting with co-workers L] ] ]
4. Labour market information session ] ] L]
5. Employment Insurance information session O] ] ]
6. Retirement planning and CPP ] ] ]
7. Career-planning workshop O] O] ]
8. One-to-one career advice, counselling ] ] O]
9. Workshop on school, training: opportunities, funding ] O] ]
10. Workshop on budgeting and financial planning ] O] ]
11. Counselling on budgeting and financial planning ] O] ]
12. Stress-management workshop O] O] ]
13. General information and updates newsletter ] O] ]
14. Action Centre website ] ] ]
15. Social events and meetings with co workers O] O] ]
Other support services?
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Thank you for taking the time to complete this survey.
We will keep all information confidential and in your personal file.

If you need immediate help, please speak to the Action Centre Coordinator. They can either
help or refer you to someone who can.

If you have a current resumé please attach it and we will include it in your file.

If you have suggestions, questions or comments please use the space below.
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Coordinating the Interviews

An interview schedule should be coordinated so things flow smoothly for everyone. If the
assessment is conducted on work time, employer cooperation will be required to release
workers from their work stations.

A committee member, the Coordinator or a member of the Peer Helper Team should be
available at the interview site to greet workers, document who has come in for an interview, call
for other workers if there are interview time slots available, provide support to the counselors,
answer questions about the assessment, reassure workers who are nervous or reluctant, and
generally ensure that workers have a satisfactory interview.

Reporting Back to the Committee
The counselor/needs assessor should have a report for the committee within two weeks of
completing the interviews. The report should include:

e General demographic information about the work force;

e Recommendations to the committee about services and programs to be implemented by
the committee, including the identification of priority areas;

¢ Individualized data on the service needs of each worker; and

e Alist of names indicating who is interested in participating in which services, programs or
training opportunities.

The committee should schedule enough time to study the report and to discuss how and when
they will implement the recommended services. The workers’ expectations will have been raised
through the interview process. It is important that the committee act quickly.
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The Communications Plan

Effective communications is a very important committee
function and a key to the program’s success.

The committee, after training, will need to develop a
communications plan. It will outline when, how and with
whom they will communicate. An effective
communications strategy will help the committee do its
job, ensure workers are kept well informed and attract
workers to the Action Centre.

When? — Communications should be accurate, concise and carefully timed. Examples of when
to make announcements might include: following the signing of a Transition Agreement; when
the Action Centre opens; when interviews for needs assessments will begin; when workshops
will be held, etc.

How? — The committee can use various communications tools: leaflets, bulletin boards, letters,
phone calls, meetings, faxes, e-mails, websites and newsletters.

Who? — There will be a need to communicate with laid-off/displaced workers, potential
employers, management, union (if applicable), government representatives, training /service
providers and media.

The committee will need to determine who is authorized to communicate on its behalf. For
example, the Chairperson may be the main liaison between the company, employee
group/union and government representatives. The Coordinator may be authorized to contact
training and service providers. Peer Helpers may asked to communicate with displaced workers,
provided they’re trained in that work and have been provided with accurate information to pass
on.

Communicating with Workers: The First Meeting

Once a transition committee has been formed, the first communication should be to inform all
affected workers that there is a transition program available. Arrange for a general information
meeting allowing everyone to gather, hear the same information and have an opportunity to ask
guestions.

The most effective way to inform everyone about the meeting is to post notices on bulletin
boards and hand out leaflets. If some workers have already been laid-off, ask the company to
mail invitations a week prior.

The meeting can be held in the plant cafeteria, a community centre or union hall — as long as
the space is large enough to accommodate everyone.

The committee will need to decide on an agenda for the meeting. For example:
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e Introduce the new Transition Committee and explain its purpose;

e Explain the type of services the Action Centre can provide and where it is located;

e Provide updated information on severance, pensions, benefits and employment
insurance; and

¢ Distribute the initial needs survey and encourage workers to take part.

A meeting with workers who are losing their jobs or headed out on a long layoff can be a heated
one. Frustration can lead to anger. Now is not the time to dwell on transition issues. Just let
people know you're there to help if help is needed.

They should be told as clearly as possible what the committee’s next step is and when they will
be getting more information. Hopefully workers leave the meeting knowing there are some
supports for them.

Committee members, the Action Centre Coordinator and Peer Helpers should follow up with
phone calls. A call to a displaced co-worker requires forethought as well as sensitivity.
Communicate only the facts; avoid spreading rumours and be accurate.

On the next page, a sample communications plan is provided as a guide.
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Communications Plan

By
Purpose of Announcement To Whom How When Whom

Labour Transition Program

Coordinator Posting

Committee Meeting

Equipment Needed

Action Centre Opens

Information Meeting

Initial Needs Survey

Benefit Seminar

Needs Assessment/Counselling

Pension Seminar

Resumeé-Writing Workshop

Job Search

Training Fair

Training

Stress Course
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The Financial Plan

The Transition Agreement will provide a general outline
of what committee funds can be spent on. The
committee will develop an initial budget which will be
: 3 refined and amended as the committee gains a clearer
: L\ 7 understanding of the workers’ needs and the services

o that are available.

1. The first step is to determine your fixed costs.

These can usually be projected fairly accurately over the life of the project. Occasionally, there
may need to be a transition. For example, a committee may seriously underestimate its space

needs and need to move mid-contract. Such a situation would be discussed with the Transition
Advisor.

Fixed costs may include:
e Rental costs for the Action Centre and insurance
Lease for a photocopier and computers
Basic telephone and internet charges
Contract fee for a Chairperson (if applicable)
Wages/contract fee for a Coordinator
Honorariums for Peers Helpers (based on the anticipated centre schedule)

2. The second step is to estimate regular but variable costs.
This includes costs such as office supplies, utilities and communications activities (meetings,
newsletter mailings, etc.)

3. Finally, estimate costs associated with services and activities.

Consider the services and workshops you plan to provide and the likely cost of each. This varies
and depends on workers’ needs and what is available within the community. Costs might
include: service contract for comprehensive needs assessment; workshops or seminars; one-
time events such as a holiday gathering for families and the Grand Opening for the Centre.

The committee can save money in various ways. If you don’t have the ability to provide a
service or if the facilities offered are not suitable or convenient, don’t make the decision on cost
alone. It is legitimate to use the budget for these purposes. The priority must be the quality of
the service provided to the workers.

At each committee meeting, a financial report will be given by the Treasurer. It is essential that
the committee be aware of all expenditures, the account balance and budget.
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The Service Plan

Following the needs assessment and before you offer
services, the committee should research the services
available within the community. You’ll want to see if there
are brochures, books or other materials that can be used
in the Action Centre resource area.

Start by reviewing the needs survey/assessment reports; they

will help you predict the type of questions workers will be asking.

Yes, | need a resumé. How do | get one?

Can | collect EI and go back to school?

Yes, | need better English-writing skills. Where should | go?

Who will pay for my training course?

Do | have coverage for day care?

I’'m really worried about my mortgage and support payments. What do | do?
I’'m arguing all the time with my wife and kids now. | need to talk to someone.
| need to get a job right now, even if it's temporary. Can you help?

| am so stressed | don’t know what I'll do. Can you help?

How will you handle these questions? Where can you find the answers? Is there someone in the
community that does this work?

The Action Centre should research all community services related to the transition process.
Compile a detailed list of agencies, services and programs, including addresses, services
provided, phone and fax numbers, e-mail addresses, websites and, most importantly, contact
names. Examples of possible resources are:

Public libraries

Employment Ontario office and its funded service providers

Service Canada including Employment Insurance services

Labour market information listed on Job Futures at www.jobfutures.ca
Small business support centre

Labour community services

School boards

Adult and Continuing Education training providers

Ontario Literacy Coalition for literacy and basic skills

. Community colleges and universities

United Way or Family Services agencies/organizations

. Centre for Addiction and Mental Health or Canadian Mental Health Association

Housing Help Centre (food banks, shelters, online housing search)
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14.
15.
16.
17.
18.

19.

Ontario Trillium Drug Program
Ontario Association of Credit Counseling Services

Legal Aid
Municipal services

Government officials (City/ town councillors, Members of Provincial and Federal

Parliaments)

MiHR staff and resources, including the Canadian Mining Credentials Program

(CMCP) www.mihr.ca
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Make sure you investigate the hidden costs of some services advertised as “free”. For example,
a person offering free financial advice may actually be on commission and profit if you invest

with them.

Once the information and resources have been gathered, you may choose to bookmark useful
websites in a “RESOURCES” file on all Centre computers. This will make for easier access by
workers using the Action Centre.

Below are specific examples of services provided by Action Centres.

Workers’ Issues

Now that I'm laid-off,
what am | going to do?
What are my options?

Help you to find another job or consider other types of work.

Look at other options such as apprenticeships, re-training,
self-employment, early retirement or relocation.

What am | going to
do? I had a hard time
getting by before | lost
my job!

Provide information about and help you register for EI.
Provide referrals for financial advice or counselling.
Arrange workshops and seminars on budgeting.

What support is there
to help me cope with
being unemployed?

Offer you a place where you will not feel judged and can be
comfortable talking with others who understand your work
situation and share your predicament.

Provide referrals to professionals who can help you.

Arrange workshops on coping with stress and landing on your
feet.

How am | going to find
ajob?

Arrange workshop on job-search techniques, help you identify
your transferable skills and how to market them.

Post new job opportunities and help with job searches.
Assist with a new resumé and help forward applications.
Listen to you.Guide you through the job-search process.

What if | want to
change to another line
of work?

Arrange Career Exploration workshops so you can find out
more about other occupations.

Provide information about areas of employment growth.

Information on how to start your own business.

Offer information on vocational counseling, training and
upgrading programs in the community.

On-site help with applications for training approvals and
supports, as well as referrals.

45

15
<L




Mining Workforce Transition Kit — A Tool to Support Employees at Mine Closure MiHR

Worksheet - Plan the Transition Project

Here is a worksheet to help you plan your transition project.

What is it?
To Plan the Transition Project means providing a detailed work plan, control mechanisms and
performance indicators to measure progress.

Why do it?
To establish a process to direct and measure progress and effectiveness.

Who does it?
The Transition Committee and/or Planning Sub-Committee

How to do it?

1. Name the Transition Project:
As concisely as you can, state the task plan you are writing and who is accountable
for it.

2. Select overall metrics:
Decide what to measure and how to measure it (e.g.. How many found work? How
many retired? How many became self-employed?)

3. List the sequence of activities:
Collect all the activities of the Transition Project Plan. They should be written starting with
an action verb and then sequenced in their chronological order.

1. Ildentify target dates:
The dates by which to accomplish each activity.

2. ldentify accountability:
Who will be called to account for accomplishing each activity?

3. Identify deliverables:
Which activities have a clear deliverable associated with them and what is their
measure of success?
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TRANSITION PROJECT PLANNING WORKSHEET

1. Name the Transition Project:

Overall accountability:

2. Select overall metrics:

3. List the sequence of activities:

4. |dentify 5. Identify 6. Identify
target dates: accountability: deliverables:
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Schedule the Transition Project

Key Activities to Schedule

Following formation of the Transition Committee, some things require scheduling:

When will your committee meetings be held and how often?
When do the Needs Assessment forms go out to all employees?

What is the best way to ensure interested employees and their spouses or partners have
received and seen the Needs Assessment forms?

When will you require the Needs Assessment forms be completed and returned?

When will the results from the Needs Assessment be evaluated and discussed at a Town
Hall meeting?

How many Town Hall meetings will be needed to involve all interested employees?
When will the Action Centre be required? Where will it be located?
What hours will the Action Centre be open and who will be there to assist?
What date will the Action Centre open?
What counseling will be required? If needed, when will the following be brought on site:
o Financial advisor(s)
0 EAP advisor(s)
o Others

When will assistance be scheduled at the Action Centre for resumé writing, letters for job
applications, etc.?

Will workshops be required? If so, what type and when?

What will the target date be to ensure all interested employees have been notified of the
Transition Committee and Action Centre and that the centre is open?
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Checklist of Key Activities to Schedule

Identify a chairperson and/or Project Coordinator

Orientate and train Transition Committee

Create vision statement for Committee

Determine Committee functioning and meeting schedule

Create a communications plan

Create and disseminate Needs Assessment

Decide if there will be an Action Centre (use Module 4 to plan the Action Centre)
Select an Action Centre Coordinator (if you are planning an Action Centre)
Determine location and hours of Action Centre

Purchase/locate supplies and equipment for Action Centre

Open the Action Centre

Organize workshops and other activities for the Action Centre

Close Action Centre

Evaluate the overall transition process

i 4
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The Bottom Line

Good Transition Committees need to operate from a common vision and set of objectives.

P e e e e e e

e You'll need an independent Chairperson to run meetings, a Treasurer to !
keep track of the budget and a Secretary to record meeting minutes. !
e A good Action Centre Coordinator is critical. |
o A well-designed Needs Assessment will help your committee determine
the needs of the majority of workers. With this information, you can |
them plan appropriate workshops and programs for the Action Centre. |
If funding allows, the best type of Needs Assessment is to have an !
individual counselor meet one-on-one with a transitioning worker. !
e Your committee will also benefit if you develop Communication, :
Financial and Service Plans and schedule activities appropriately. )

e = = e e e e =

____________________________________________________________
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