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Foreword

This Trainer Guide that accompanies the Prevocational Core Skills Programme for the Garment
and Textile Sector in Ethiopia was developed and designed in response to national research
in Ethiopia that revealed that many Ethiopian workers in the sector are concentrated in entry-
level positions, with most workers coming from rural agricultural backgrounds. For most
Ethiopian workers, entering employment in a garment or textile factory is their first organized
indoor environment since primary school. Many of these new workers are overwhelmed by
the procedural and schedule-related requirements of working in a factory and, according to
industry research, have insufficient technical and non-technical skills to support their successful
transition into the workplace.

Particularly, employers find that employees’ lack of core skills (soft skills, employability skills
and basic vocational skills, such as functional literacy and numeracy) impacts on productivity
and results in a high turnover of entry-level workers. These workers are unable to access decent
work: because they left school at the primary school level, they are locked out of the formal TVET
system and unable to progress into further study or formal employment.

The minimum requirement for core skills at entry level is that workers have an understanding
of the workplace and their responsibilities and entitlements, along with a sense of personal
responsibility, reliability, the ability to work cooperatively with others and follow instructions,
and effective communication skills. As more productive workplaces tend to rely on greater
flexibility and collaboration, and often delegate more control over details in the working process
to the level of the team, they also require stronger core work skills.

The Prevocational Core Skills Training Programme provides a pathway into further training
for those who were previously debarred from accessing formal vocational training, thereby
increasing the types of training programme and the range of students catered for by training
providers. The programme is a 60-GLH (Guided Learning Hours) modular, entry-level prevoca-
tional core skills training course based on a holistic model of instruction and core skills acqui-
sition, ensuring experiential, inspirational and participatory learning. The materials are learn-
er-centred / directed, where appropriate, and include a broad range of approaches to learning

This Trainer Guide (and accompanying PowerPoint slide decks) are designed to support in-
country TVET trainers who have attended the Training of Trainers specifically for this programme.
The guide covers administrative details, pedagogical support for training learners with literacy
issues, full programme content, resources required, participatory facilitation methods, active-
learning events/activities and debriefing, and action planning as a reflective learning tool,
together with full mapping for assessment and certification purposes to:

* New ILO Core Skills Framework for the Garment Sector in Ethiopia at entry level

* Federal TVET Agency of Ethiopia (FTVETA) Generic Occupational Standards for the garment
industry at entry level
* FTVETA generic modules for the garment industry at entry level.
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Programme overview

Traditionally garment-sector workers in Ethiopia are concentrated in entry-level positions
with most workers coming from rural agricultural backgrounds. According to the Jobs
Creation Commission, 95 per cent of rural youth exit the formal education system at the
primary school level. For the majority of Ethiopian garment workers, entering employment
in a factory is their first organized indoor environment since primary school.

Many of these new workers are overwhelmed by the procedural and schedule-related
requirements of working in a factory and, according to industry research, have insufficient
soft, employability or other vocational skills to support their successful transition into the
workplace. Employers find that the lack of core skills (soft skills, employability skills and
basic vocational skills such as functional literacy and numeracy) impacts on productivity,
and also results in a high turnover of entry-level workers. These workers are generally
unsuccessful in gaining decent work. Because they left school at the primary school level,
they are locked out of the formal TVET system and unable to progress into further study or
formal employment. This core- / soft-skills need / mismatch is also reflected internationally.
In addition to the specific technical skills needed in these occupations, soft skills and
behaviours (or “core employability skills”) are also essential.

The minimum requirement of workers at entry level is an understanding of the workplace
and their responsibilities and entitlements, along with a sense of personal responsibility
and reliability, the ability to work cooperatively with others and follow instructions, and
communication skills. As more productive workplaces rely on greater flexibility and
collaboration, and often delegate more control over details in the working process to the
team level, they tend to require stronger core skills.

In response to these issues and further research on the importance of core skills in the
workplace, the International Labour Organization (ILO) has developed a comprehensive
prevocational training programme for workers who are new or returning to the garment
sector at entry level.







Programme structure and design

The Entry-level Prevocational Core Skills Modular Training Programme for Garment Workers
is a 60-GLH (Guided Learning Hours) modular prevocational entry-level core skills training
programme for workers who are new or returning workers to the garment sector in Ethiopia.

The Programme is based on a holistic model of instruction and core skills acquisition,
ensuring experiential and participatory learning. The materials will be learner-centred /
directed, where appropriate, and offer a broad range of learning opportunities, such as:

» Incorporating knowledge

» Learning by doing

» Reflecting on specific actions
» Cooperative learning

This allows for a conversation between self-driven activities and methods of facilitation that
include learners and groups and their diverse needs, experiences and expertise.

The following bullet points detail how the Programme will be developed to ensure
flexible delivery in a variety of educational settings. The length of the sessions has been
standardized to 2.5 hours within each module, so that each session can be delivered in a
half-day timeframe. The training provider can select how to build the sessions to deliver the
entire programme according to the needs of the organization and crucially, the learners
themselves.

Module titles and guided learning hours

Moduleno  Module title GLH / Sessions
1 Working in the garment industry in Ethiopia 10 GLH | 4 sessions of 2.5 hours each
2 Working professionally 10 GLH | 4 sessions of 2.5 hours each
3 Working safely and securely 20 GLH | 8sessions of 2.5 hours each
4 Working together 10 GLH | 4 sessions of 2.5 hours each
5 Working productively 10 GLH | 4 sessions of 2.5 hours each

» Each module has 4 x sessions of 2.5 hours each (apart from Module 3: “Working safely
and securely”, which comprises 8 x 2.5-hour sessions over 20 hours).
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» The entire programme could be delivered over two and a half weeks “full time” (5 hours
or 2 sessions per day).

» The entire programme could be delivered flexibly as suits the training provider, the
demands of the garment sector and the learners themselves.

» Suitable for delivery in: FTVET institutes, centres of competence (COCs), private training
facilities, industrial park training centres, and other training centres as appropriate.



Programme components

The Entry-level Prevocational Core Skills Programme for the Garment Sector in Ethiopia
contains the following components:

The present guide covers administrative details, pedagogical support

for training learners with literacy issues, full programme content, the

resources required, participatory facilitation methods, active learning

events / activities and debriefing and action planning as a reflective

A Trainer learning tool. It also provides full mapping for assessment and

Handbook certification purposes to:

* the new ILO Core Skills Framework for the Garment Sector in
Ethiopia at entry level;

* the FTVETA Generic Modules for the garment industry at entry
level.

Largely pictorial and designed to support learner participation during
the training and afterwards. The Handbook includes a short summary
A Learner of the key information covered during each core-skills module, activities
Handbook and tips, and information and guidance on implementing core skills
that will be useful for the young people after they have concluded the
training and are entering employment.

Comprehensive slide decks for each session in each of the five modules,

PowerPoint
slide decks

designed to guide the trainer in delivery and provide pictorial and key
guidance to learners as they progress through the Programme.

How the Trainer Handbook is organized

Theinitial pages of the Handbook contains an overview of the Programme, the administrative
details and the basic requirements for running the Programme successfully, along with
some training tips for learners with literacy issues.

Module plans

The module plans for each of the five modules are snapshots to enable trainers to plan their
delivery. They contain the learning outcomes for the module, a module content overview
and the resources required to deliver the session effectively. Trainers are advised to consult
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the module plans prior to delivery and gather together the necessary resources well in
advance of delivering the sessions.

Detailed training guide

The detailed training guides provide the structure for the delivery of each module in the
Programme. They give an overview of the session and explain how it is mapped to the new
Core Skills Framework and the generic modules produced by the Ethiopian Federal Technical
and Vocational Education and Training Agency for the garment sector at level 1. They then
provide a step-by-step guide to the content and flow of the module. Each learning activity
the learner undertakes contributes towards achieving the learning outcomes of the module
and session. One of your key responsibilities as a trainer is to contextualize the content
to fit the audience, ensuring that a variety of garment-factory job roles are portrayed and
contextualized by applying the key themes outlined in the Programme in a manner that is
relevant to participating learners.

Planning for the sessions is time-sensitive, and careful management will be required to
ensure that all the learning objectives are completed and achieved and that sufficient time
is allowed for assessment, either directly after the sessions or at a dedicated assessment
point in the near future.

The detailed training guide explains the key aspects of delivering the Programme. These
include the purpose and details of activities, the key information and discussion points to
be covered, and the desired outcome for each activity in each module.

Each session in the five modules is structured as follows:

» Welcome: A recap on the previous module and the learning outcomes for the session

» Important notes to trainers: Where a session requires advanced planning and/or
extra resources, this will be detailed at the beginning of the session plan in red

P Session energizer: A short activity usually requiring movement and energy or a quiz
to practise some of the core skills learned or to be learned in the module. Some of the
energizer activities require resources such as string or blindfolds, but most do not

» Body of the session: either two distinct parts or a single part that specifically addresses
the learning outcomes for the session

» Reflection / Round-up and personal goals: At the end of each session, learners will
complete their personal action plans with a takeaway from each session: something
specific that they have learned from the session and will put into practice. The core skills
learned in the session will also be examined and discussed at this point



Programme assessment

The Prevocational Core Skills Programme for Garment Factory Workers in Ethiopia is
mapped against the new Core Skills Framework for Garment Factory Workers in Ethiopia
and the following generic core skills modules produced by the Ethiopian Federal Technical
and Vocational Education and Training Agency skills modules for garment factory workers

at level 1.

IND BOT1 16 0220 Demonstrate work values

IND BOT1 14 0220 Work with others

IND BOT1 15 0220 Receive and respond to workplace communication

Details of where Programme modules map over to the Core Skills Framework and the
FTVETA modules are detailed at the beginning of each module training guide. (Full coverage
of this Programme to both the Core Skills Framework and the FTVETA modules can be found
in Annex 1 of this Trainer Handbook). Trainers will require copies of the new Core Skills
Framework for Garment Factory Workers in Ethiopia, in addition to this Handbook.

Assessment of knowledge and skills

The FTVETA assessment criteria can be found in Annex 2 of this Trainer Handbook. For
formative and ongoing assessment of knowledge learning objectives, the following
assessment methods will be used:

» Oral or written questions

Due to the literacy levels of some learners undertaking the Programme, well-structured oral
guestions should be the preferred assessment method.

For the assessment of skills, the following assessment methods will be used:

» Observation of activities
» Oral questions
» Production of “products” (posters, flipcharts, etc.)

Observation should be the primary assessment method used by trainers to assess learners’
skills. See the next section for more information on both of these assessment methods.
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Observation of activities

When formally assessing an activity, trainers should ensure that learners are aware of the
observation objectives and should give learners information on the duration, location,
guidelines, requirements and assessment criteria, and items that are not to be included.
Trainers should also prepare a structured marking sheet for all observations with space to
record and provide feedback to learners after the assessment. It is recommended that, to
be considered competent in a practical activity, learners should achieve an overall score of
80 per cent or more from the observation.

Oral questions

Oral questions should be open in nature to allow learners to give detailed information and
fully answer the question.

Trainers will often need to take notes during a formal oral assessment. These notes will be
an aid to memory at the end of the assessment when marks are awarded and can be used
in providing feedback at that point or later. It may be difficult to ask questions of a learner,
listen carefully to their answers, and take notes at the same time. If more than one trainer
is involved, one of them can make notes while the other leads the questioning.

A sheet with the headings from the marking guide or rubric is recommended. Trainers must
decide on the pass mark for each oral assessment. A pass mark of between 70 and 80 per
cent is recommended

Making an audio or video recording of the assessment is highly recommended. In the event
of a learner seeking a review, a record of this kind is essential.

On the whole, the FTVETA does not prescribe assessments. It is left to trainers to develop,
administer and record assessments in accordance with the criteria.



Learner literacy

Some of the learners accessing this Programme will face literacy challenges. The following

are recommendations for delivering the Programme in such a way that all learners have

equal access.

>
>

Instruction should be as clear and precise as possible.

Tasks and activities should be fully understood by learners, who are encouraged to ask
clarifying questions.

The learning outcomes and activities in this Programme are largely illustrated with
images on the PowerPoint slides. It is important that trainers use imagery and make use
of a multi-sensory approach when teaching this Programme.

Use collaborative learning approaches where learners with literacy issues work alongside
fully or more literate learners in group work tasks. It is your task as trainer to ensure that
everyone in the group participates in an activity and learning task.

The Learner Handbook and some of the Programme tasks and activities have been
designed so that learners can fill in details as learning records. An alternative is for
learners to have the option of recording their answers orally using a smartphone or
other recording device
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Training tips

As well as the points for training learners with literacy issues, the following tips are good
practice and will be helpful and relevant in training all types of learners.

Keep training as practical as possible.

Learners taking this Programme will need to hit the ground running when they enter the
world of work in garment factories. Keep activities and tasks as practical as possible. If
learners struggle with literacy issues, this training methodology may provide a more
attractive way for them to learn. Use and build on the role plays and creative tasks detailed
in this Trainer Handbook and add activities of your own that you know will engage this
cohort.

Use realia

As learners will have to learn about the roles and conditions involved in working in a
garment factory, it is imperative that trainers take the group on at least one comprehensive
visit to a working garment factory. (It is recommended that this activity take place as part
of Module 1). As learners will be learning about workers’ rights and responsibilities, it is
also important to point learners to documentation and procedures that are actually used in
garment factories, such as

contracts of employment,

standard operating procedures (SOPs),

factory policies and procedures on conduct and appearance,
warning and safety signs,

personal protective equipment (PPE),

fire and evacuation plans,

vV v v v Vv vV yYy

and so on.
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Invite garment factory staff to speak to the group.

Nothing brings a role to life more than someone who is currently performing it. For some
sessions in this Handbook, it is suggested that an active member of staff in a garment
factory be invited to come and speak to the group. This could be a member of the human
resources team or a factory supervisor or manager. However, sessions of this kind must be
well-organized and should not overrun the set time. It is a good idea to brief the speaker
on the desired focus or outcomes of the talk and give her / him a strict timeframe for
completion. To keep learners focussed, give them time before the guest arrives to think
of and make notes on questions they would like answered or points they would like to
be covered. At the end of the talk, allow time for learners to ask the questions they have
prepared.

Adapt materials to suit your learners.

The materials and suggested activities and tasks in this Trainer Handbook can and should
be adapted to suit your group of learners. If you have a cohort you know are going to
be working at a particular factory then adapt the training materials accordingly. You may
decide to:

» insert and include extra content to emphasize or give more detail to learning points;

» insert supplementary handouts.

Contextualize scenarios, role plays and group tasks to suit the type of work and environment
your learners will be working in.

Use role play to practise situations.
To ensure your role plays are successful, ensure you follow these tips:

Make the role plays as realistic and relevant as possible.
Assign clear roles to learners.

Set a time limit.

Be specific and give enough detail.

Make the role play situation important to the characters.
Target the learning outcomes.

Focus on a small, important aspect of work or a particular behaviour.

vV v v v vV VY

Use negative models to explore how things should NOT be done.

M



12

Prevocational Entry-Level Core Skills Programme for the Garment Sector in Ethiopia - Trainer Handbook
Training tips

Use positive reinforcement.

With learner cohorts that are not accustomed to work-based learning or have had negative
learning experiences in the past, saying “that’s not right” or “you’re wrong" is not going
to make for confident learning or learners. Foster an atmosphere in your training room
where it is OK to make mistakes. Give lots of praise when a learner gets something right and
encouragement and suggestions when they are not quite there yet. Always remember that
you were once an unconfident novice in staging an event.

Use energizers and icebreakers to punctuate the modules and sessions.

Taking time at the beginning of a training programme for learners to “break the ice” and
get to know one another is incredibly valuable for the group and for fostering collaborative
learning. Likewise, energizer activities can generate positive energy and are particularly
beneficial after an intensive learning session and when learners are tired. It is good practice
to relate icebreakers and energizers to the current learning objectives, but not obligatory. It
depends on your focus for the activity.
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» Training Room Setup Options

Horseshoe

Inclusive and good for group coherence with

smaller groups
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Exam

Useful for written assessment situations but
less inclusive for group work activities
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Boardroom

Inclusive and good for group coherence with
smaller groups
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Canteen
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Module plans

Trainers should use these plans as a snapshot of what each module contains, the learning

outcomes for each session and the resources required to run the sessions successfully.

Module 1: Working in the garment industry in Ethiopia
(4 x 2.5-hour sessions)

» Module 1: Working in the garment industry in Ethiopia (4 x 2.5-hour sessions)

Session Learning outcomes

Content overview

Resources required

number
1 -« Togettoknow group members  « This first module introduces + Training room
* To agree group rules for the ltiaemae:?nt:ntthseegg?d ofworkin .+ sign-in / attendance sheet
duration of the programme 9 ' * PPTslide deck for Module 1
« To define core skills and the core ~ * Learners will gain an overview ~ * Learner handbooks
skills framework for garment- of working life in a garment * Laptop / PC
factory workers in Ethiopia faTtoryt, ex;t)lor/ing thetdiflferelnt « Projector / Smartboard
. roles at entry / operator leve . _
PSP PO s ety g 274 e one e
9 for progression and self-
improvement. * Pens
* Space for learners to circulate
* Learners will explore what * Flipchart / Whiteboard
a working culture is and the « Markers
attitudes and behaviours )
required for working in a * Flipchart paper
garment factory, including work  « Post-it notes
ethics, discipline, punctuality,
compliance, honesty and
- integrity. —
2 * Todefine garment or apparel * Sign-in / attendance sheet
production * Discipline and perseverance * Laptop
* To describe the production (coping in a difficult work * Projector / smartboard
functions in a garment factory environment), dedication, « PPTslides for Module 1
) ) productivity and respect for
* To explore job roles in a garment the job will all be introduced * Learner handbooks
factory and gently explored in this first ~ « Pens for learners
* To detail important information module. * Ethiopia Industrial Park Guide
about the garment industry in http://ethioembassycanada.org/
Ethiopia docs/IndustrialparksGuide.pdf
(in English)
3+ Toexplore atypical working day in + Sign-in / attendance sheet

the life of an Ethiopian garment-
factory worker

To detail the benefits of working
in a garment factory

Laptop

Projector / smartboard

PPT slides for Module 1
Flipchart paper for each group
Marker pens for each group
Speakers for video / audio

15
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Session Learning outcomes

number

Content overview

Resources required

4

To visit a local / national garment
factory

To describe:

Specific factory machinery and
what it does

Roles and responsibilities of
certain factory workers

Clocking-in and out procedures
Security procedures

A typical working day

Duties and tasks

Opportunities for promotion -
career options or paths

Rules and regulations
Reporting

Personal appearance and
presentation in and around the
factory

Personal conduct in and around
the factory

Benefits of working in the factory

What workers would have liked to
have known before they started
working in the factory

+ Garment factory

* Access to contact person for

arranging the visit, security staff,
member(s) of staff who will
facilitate the tour and at least two
workers: one sewing machine
operator and one supervisor or
manager to explain roles and
duties
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» Module 2: Working professionally (4 x 2.5-hour sessions)

Module plans

» Module 2: Working professionally (4 x 2.5-hour sessions)

Session Learning outcomes
number

Content overview

Resources required

1+ Toreflect on the factory
visit from the previous
module

* To describe the “top ten
takeaways” from the
factory visit

* To list what must and could
be included in an Ethiopian
contract of employment

2  * Todescribe appropriate
personal appearance and
presentation in a garment
factory

* To design a poster on
personal appearance and
presentation at work

3 * To detail the meaning
and importance of good
personal conduct in
garment factories

During this second module,
learners will explore basic
standards of professional
behaviour in the garment
manufacturing workplace,
including, employer
expectations, positive and
negative behaviours, and
standards of conduct

Additionally, learners will
consider their personal values
and how they impact on their
conduct and relationships
with co-workers, supervisors
and managers, as well as the
organization they represent

* Learners will also consider

acceptable standards of dress
and how personal grooming
and positive first impressions
influence success in the
workplace.

Learners will further explore
the industrial work culture and
mindset, discovering how a
company'’s values influence the
culture of the organization and
how personal values contribute
to this.

Sign-in / attendance sheet
Laptop

Projector / smarthoard
PPT slides for Module 2

Authentic contract of employment for a
garment factory in Ethiopia, and/or

Member of factory staff who can
explain the suggested dress code to the
group and answer questions

Small piece of paper or sticky note for
each learner

Pens
Large jar or container

Sign-in / attendance sheet
Laptop

Projector / smartboard
PPT slides for Module 2

Dress code policy from one of the
factories, or

Authentic information from one of
the factories on personal appearance,
presentation and hygiene guidelines

Enough space for learners to be able to
form a large circle

Flipchart / whiteboard
Learner Handbook

Sign-in / attendance sheet
Laptop

Projector / smartboard
PPT slides for Module 2

Member of HR team from one of the
factories to come and talk about the
personal conduct expected in and
around the factory and why this is an
important part of working in a factory

Real or sample codes of conduct /
conduct guidelines from garment
factories

Flipchart

Flipchart paper
Coloured markers
Learner Handbook
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Module plans

Session Learning outcomes Content overview
number

Resources required

4+ Todescribe organizational
values that influence
employee conduct

* To detail personal values
and their importance in the
workplace

* To list personal values
that impact on workplace
conduct

* Sign-in / attendance sheet
* Laptop

* Projector / smartboard

* PPT slides for Module 2

+ Space for learners to move around and
form small groups

¢ Learner Handbook
 Pens for learners

* Core values of local garment factories
(if using)

* Flipchart paper and coloured markers
for pairs / group
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Module plans

» Module 3: Working safely and securely (8 x 2.5-hour sessions)

» Module 3: Working safely and securely (8 x 2.5-hour sessions)

Session Learning outcomes

number

Content overview

Resources required

1

To become familiar with key
workplace safety and health
terminology

To list the parts of the Ethio-
pian Labour Law (2019) that
pertain to the OSH obligations
of employers and employees

To state the most common
hazards found in a garment
factory

To describe how hazards can
cause harm or damage

To list the parts of the
Ethiopian Labour Law (2019)
that pertain to the OSH
obligations of employers and
employees

To discover the warning and
safety signs in the training
facility and their meanings

To become familiar with
chemical warning signs and
their meanings

To learn about the most
common chemicals used in
garment factories and the
ratios they are used in

This large module equips
learners with knowledge
and understanding of the
importance of working safely
and securely in a garment
factory.

Learners will gain an
understanding of the benefits
of good health and safety and
the consequences and impact
of poor health and safety on
themselves and others.

They will learn how to spot
hazards and understand the
risks associated with them.

Learners will also gain
an understanding of how

garment production employers

keep staff and visitors safe
under local, national and
international laws and
regulations.

They will also consider the
actions they personally can
take to minimize risks and
keep themselves and others
safe while training or working.

Sign-in / attendance sheet
Laptop

Projector / smartboard
PPT slides for Module 3
Learner Handbook

Pens for learners

Sign-in / attendance sheet

* Laptop

Projector / smartboard
PPT slides for Module 3
Training facility

* Health and safety code of conduct or

procedure / policy from local garment
factory or training facility - enough
copies for each learner

Enough space in the training room for
learners to sit in a big circle

Learner Handbook
Pens for learners

* Sign-in / attendance sheet

Laptop

Projector / smartboard

PPT slides for Module 3

Training facility

A broad selection of warning and safety
signs within the training facility
Learner Handbook

Pens for learners

Sign-in / attendance sheet

Laptop

Projector / smartboard

PPT slides for Module 3

Training facility

Chemicals either used in a factory or in
the training facility (cleaning chemicals)

Example of Materials Data Safety Sheet
- Photocopy enough for each leaner

PPE used with chemicals
Learner Handbook
Pens for learners
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Module plans

Session Learning outcomes
number

Content overview

Resources required

5 + To become familiar with
personal protective
equipment (PPE), its function
and how to use it effectively

* To be able to lift and carry
heavy items correctly without
damaging the back

6 * Toknow and understand what
todointheeventofafireina

garment factory

* To practise a fire drill to
evacuate safely from the
training facility building

7 * Toknow and understand the
environmental impact of the
textile and clothing industry

* To become familiar with
the different types of waste
generated in a garment
factory and how to reduce
and reuse waste

* To discover how apparel
brands reuse and recycle
fabric and clothes

8 * Toknow and understand the
environmental impact of the
textile and clothing industry

* To become familiar with
the different types of waste
generated in a garment
factory and how to reduce
and reuse waste

* To take steps to prevent
hazards in a garment factory

* To carry out a simple risk
assessment in the training
facility

* Sign-in / attendance sheet

* Laptop

* Projector / smartboard

* PPTslides for Module 3

» Training facility

* Agood and varied selection of PPE

* A medium-sized empty box or small roll
of fabric

* Learner Handbook
* Pens for learners
* Aselection of PPE

* Sign-in / attendance sheet

* Laptop

* Projector / smartboard

* PPTslides for Module 3

* Training facility

* Training facility evacuation map

« Training facility evacuation procedure
* Learner Handbook

* Sign-in / attendance sheet
* Laptop

* Projector / smartboard

* PPTslides for Module 3

« Training facility

* Internet connection

* soleRebels website for case study:
https://www.solerebels.com

¢ Learner Handbook

* Sign-in / attendance sheet
* Laptop

* Projector / smartboard

* PPTslides for Module 3

* Training facility to carry out risk
assessment

* Staged “hazards” and potential risks
* Learner Handbook
* Pens for learners
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Module plans

» Module 4: Working together (4 x 2.5-hour sessions)

» Module 4: Working together (4 x 2.5-hour sessions)

Session Learning outcomes

number

Content overview

Resources required

1

To know and understand why
communication is important
to succeed at work

How we communicate
verbally, vocally and non-
verbally

What the communication
process is and how it works

To understand the
importance of listening as a
communication skill

To discover how good
learners are at listening

To describe how to become a
better listener

To describe what non-verbal
communication is

To list how we communicate
non-verbally

To design a poster for positive
non-verbal communication
at work

To examine why asking
questions at work is a positive
thing

To discover the use of open
and closed questions

To carry out a series of role
plays to put asking questions
into practice

To examine how teams work
together successfully

To discover the various roles
within teams

To examine one's own role in
a teamwork activity

The fourth module equips
learners with knowledge
and understanding of

the importance of good
communication skills in the
workplace.

Learners will first study the
theory of the communication
process, then explore how
much of our face-to-face

communication is verbal, vocal

or non-verbal.

They will then go on to
discover the importance of
having good listening skills
and ascertain how good they
are at listening.

Through a series of interactive

activities, learners will discover

the importance of listening

and asking the right questions,
and how they can do this in the

working environment.

Learners will gain an
understanding of what a team
is and how it functions.

Learners will also learn about
the importance of being able
to work harmoniously in a
team so as to succeed in the
working environment.

Sign-in / attendance sheet
Laptop

Projector / smartboard
PPT slides for Module 4
Flipchart and pens

* 3 pieces of scrap A4 paper for each

learner
Learner Handbook

Pens for learners

Sign-in / attendance sheet

* Laptop

Projector / smartboard

* PPTslides for Module 4

Photocopies of a variety of simple
photos, e.g. of a house, a cat, a dog -
enough for one per pair of learners

* Learner Handbook

Pens for learners

Sign-in / attendance sheet

* Laptop

Projector / smartboard
PPT slides for Module 4

Space for learner pairs to face and walk
towards each other

 Learner Handbook

Flipchart paper
A selection of marker pens

Sign-in / attendance sheet

Laptop

Projector / smartboard

PPT slides for Module 4

2 x Ad sheets of paper for each group

Space in the training room for learners
to fly paper airplanes to one focal point

Learner Handbook
Pens for learners

Space for learners to carry out role
plays in pairs
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Module 5: Working productively (4 x 2.5-hour sessions)

» Module 5: Working productively (4 x 2.5-hour sessions)

Session Learning outcomes

number

Content overview

Resources required

1

To take a self-inventory of
their own time management
skills and identify how to
improve

To learn to distinguish urgent
tasks from important tasks
and plan accordingly

To identify common barriers
to time management and
how to overcome these
barriers

To complete a personal time
study in order to achieve
personal goals

To identify typical problems
or issues at home and at
work

To recognize steps to solve
workplace problems and
issues

To use a problem-solving
method to resolve a
workplace issue

This session will explore
methods to enable learners to
manage their time efficiently
and effectively, in both the
personal and professional
contexts.

Learners will look at their
current time management
skills, how they spend their
time and how their time will

be affected by taking up work.

They will consider how to
prioritize tasks and how to
plan a work diary.

This session will also cover
the importance of effective
problem-solving and good
decision-making, in learners’
personal and working lives.

Learners will work through
the step-by-step process of
how to solve problems using
an organized and logical
approach, including how

to identify and define the
problem, explore options and
find solutions.

Learners will also gain an
understanding of the process
they need to follow to help
them make good decisions at
work.

Sign-in / attendance sheet

Laptop

Projector / smartboard

PPT slides for Module 5

Task prioritization pack, cut up and
collated - one for each group

Space for learners to form and work in
small groups

Learner Handbook

Pens for learners

Sign-in / attendance sheet

Laptop

Projector / smartboard

PPT slides for Module 5

Training room

Space for learners to form and work in
small groups

A piece of ribbon or string, 100cm long
A pair of scissors

Aruler to measure the ribbon / string
Learner Handbook

Pens for learners

Sign-in / attendance sheet

Laptop

Projector / smartboard

PPT slides for Module 5

Training room

Space for learners to form and work in
alarge group

Along piece of rope or string

Learner Handbook

Pens for learners

To practise the key core

skills of working together,
positive communication and
problem-solving by taking an
active part in practical group
activities

Sign-in / attendance sheet
Laptop

Projector / smartboard

PPT slides for Module 5
Training room

Space for learners to form and work in
a large group

For each team:

20 sticks of uncooked spaghetti
1 roll of masking tape

1 metre of string

1 marshmallow

Blindfolds for each learner (You could
ask the group to bring in an old T-shirt
for this purpose)

Learner Handbook
Pens for learners
Learner certificates




Detailed training quides

Trainers can follow the detailed training guides to know and understand how to deliver
each module.

The guides give the trainer information about:

Module name

Module timings
Training modality
Assessment of module

Content summary

vV v ivvyvVvyy

Mapping to:

* ILO Core Skills Framework for the Garment Sector

* Generic Occupational Standards

* FTVETA Units of Competence for the Garment Sector at Level 1

* FTVETA Learning Outcomes and Assessment Criteria

Individual activity or section timings

Trainer and learners’ activity details

Important notes for trainers

Mapping to PPT slide numbers and Learner Handbook page numbers

Resources / location

vV vvvyvVvyy

Activity assessment (how the trainer can assess
learning of the activity)
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Annex 1: Prevocational Core Skills
Programme mapping

Mapping to the ILO Core Skills Framework for the Garment
Sector

The purpose of the Prevocational Core Skills Programme for the garment sector in Ethiopia
is to upskill the core skills of new and returning workers to the garment sector. The entry-level
occupations and performance statement from the new ILO Core Skills Framework for the
Garment Sector are detailed below. There follows a snapshot mapping table that clearly
shows which entry-level core skills from the new framework are covered in the Prevocational
Core Skills Programme.

Entry- level occupations Entry-level (Performance level 1) demonstrates:

Sewing and stitching P The application of core skills to routine
e . . tasks under direct supervision with
Knitting-machine operation e o )
limited responsibility using a range of
Fabric receiving known procedures in day-to-day life and

) ) entry-level positions
Fabric cutting

P Foundational core skills knowledge (or
Embroidery and screen-printing the ability to acquire this knowledge)
Hredding el auzlisy aeniel for everyday life; further learning and
preparation for entry-level work

Spot cleaning and laundry p Limited autonomy and judgement in

identifying and reporting simple issues
and problems

Fusing and pressing

Packing and shipping
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Category Skills

Entry level: Performance level 1 Prevocational core skills
mapping

M1 M2 M3 M4 M5

Self- Reading
performance

Locates and understands familiar, simple workplace signs,
symbols and text (including in foreign languages, such as
English, when necessary)

Interprets and acts on information in signs, symbols, and
text

Checks that interpretation and response to signs, symbols
and text is correct

Writing

Records or copies basic information in familiar workplace
format

Writes short, simple text in familiar workplace format

Using
mathematical
ideas and
techniques

Estimates, measures and performs simple calculations
with routine measurements for familiar workplace tasks

Uses familiar 2D and 3D shape and angle properties to
complete familiar workplace tasks

Personal
conduct skills

Demonstrates politeness and confidence in the work
environment

Contributes efficiently to work and quality of outputs

Self-
management

Displays the required standards for workplace attendance,
commitment, attitude and focus

Takes responsibility for own actions

Applies consistent level of effort to achieve work-unit or
production-process goals

Follows workplace or community code of conduct

Personal health
and wellbeing

Displays basic hygiene skills

Applies knowledge of nutrition

Understands personal health and family planning
measures

Demonstrates knowledge of complaints processes and
basic workers' rights

Social Communica-
performance tion

Follows simple instructions

Asks relevant questions for clarification

Interprets simple non-verbal cues such as tone of voice
and facial expressions

Makes routine oral reports according to pre-established
instructions

Communicates in a way that is cognisant of cultural and
language differences




Prevocational Entry-Level Core Skills Programme for the Garment Sector in Ethiopia - Trainer Handbook

Annex 1: Prevocational Core Skills Programme mapping

Category

Skills

Entry level: Performance level 1 Prevocational core skills
mapping

M1 M2 M3 M4 M5

Social
performance

Teamwork

Operates as an active member of the team

Contributes with suggestions and effort

Follows rules and procedures set by team

Takes responsibility for doing own share of work necessary
to achieve team goals

Demonstrates respect for others

Problem-
solving

Recognizes that problems can arise

Anticipates routine problems

Implements familiar procedures to resolve routine
problems

Takes initiative and thinks creatively to solve problems

Informs supervisor of problems as they arise

Contributes appropriately to solving complex problems

Learning to
learn

Asks basic questions to source information

Can identify and access sources of information

Demonstrates motivation and willingness to learn

Demonstrates perseverance and resilience when learning
and applying new knowledge

Asks questions and follows instructions to adapt to new
workplace systems or processes

Environmental
awareness

Recognizes what items can be recycled, both in the
workplace and at home

Knows how to correctly place items for recycling, both in
the workplace and at home

Takes measures to reduce water use, both in the workplace
and at home

Names the different types of waste generated in the
workplace

Identifies sources of environmental pollution in the
workplace and at home

Reports spillages and other environmental hazards
immediately

Working
with cultural
diversity

Accepts difference between self and others

Is respectful and open to learning about different cultures

Listens and makes adjustments to communication
strategies in order to work effectively with others from
different cultural backgrounds
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Category Skills

Entry level: Performance level 1 Prevocational core skills
mapping

M1 M2 M3 M4 M5

Work Understanding
performance work culture

With guidance, learns about and adapts to industrial work
culture

Understands expectations in relation to behaviour in the
factory environment, including work ethics, discipline,
punctuality, compliance, honesty and integrity

Learns to cope in a difficult work environment

Understands the promotional ladder

Accepts and responds to constructive feedback on work
performance

Evaluates superiors fairly when required and provides
constructive feed-back

Planning and
managing
resources

Uses time and resources as efficiently as possible

Adheres to kaizen principles

Ensures that quality requirements are met

Minimizes waste

Job safety skills

Complies with workplace health and safety policies and
procedures

Reports unsafe behaviour or equipment to supervisor

Using
technology

Learns to use familiar machines effectively to complete
workplace tasks

Monitors for problems

Solves routine problems or notifies supervisor when more
complex problems arise

Adapts to new technology when required

Data
management

Records basic data when required and with support

Leadership

Accepts responsibility for own actions

Logically communicates thoughts, feelings and ideas to
justify a position

Contributes to motivating fellow team members

Maintains a positive attitude to work, even in difficult
circumstances
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» Mapping to the FTVETA Generic Modules for Basic Textile

Operations at Level 1

The following level-1 garment-sector generic modules devised by the FTVETA were

considered when developing and mapping the Prevocational Core Skills Programme:

1. Demonstrate work values

2. Work with others

3. Receive and respond to workplace communication

Prevocational core skills

AT Learning
Generic GLH Performance criteria
Module outcomes
M1 M2 M3 M4 M5
Demonstrate 9 LO7:Define 1.1 One's purpose for working and the “whys” of work
work values the purpose of are identified, reflected on and clearly defined for

work

one’s development as a person and as a member of
society.

1.2 Personal mission is achieved in harmony with
company’s values.

LO2: Apply
work values/
ethics

2.1 Work values/ethics/concepts are classified and
reaffirmed in accordance with transparent company
ethical standards, policies and guidelines.

2.2 Work practices are undertaken in compliance with
industry ethical standards, organizational policy and
guidelines.

2.3 Personal behaviour and relationships with co-
workers and/or clients are conducted in accordance
with ethical standards, policies and guidelines.

2.4 Company resources are used in accordance with
transparent company ethical standards, policies and
guidelines.

3.1 Company ethical standards, organizational policy
and guidelines on the prevention and reporting of
unethical conduct are accessed and applied; work
incidents/situations are reported and/or resolved in
accordance with company protocols/guidelines.

3.2 Resolution and/or referral of ethical problems
identified are used as learning opportunities.

LO4: Maintain
integrity of
conduct in the
workplace

4.1 Personal work practices and values are
demonstrated consistent with acceptable ethical
conduct and company core values.

4.2 Instructions to co-workers are provided based on
ethical, lawful and reasonable directives.

4.3 Company values/practices are shared with co-
workers using appropriate behaviour and language.
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FTVETA

Prevocational core skills

i mappin
Generic GLH Learning Performance criteria L
Module outcomes
M1 M2 M3 M4 M5
Work with 9 LO1:Develop 1.1. Duties and responsibilities are performed in a
others effective positive manner to promote cooperation and good
workplace relationships.
relationshi . .
elationships 1.2. Assistance is sought from work group when
difficulties arise and problems are addressed through
discussion.
1.3. Feedback on performance provided by others in
the team is encouraged, acknowledged and acted
upon.
1.4 Differences in personal values and beliefs are
respected and acknowledged.
LO2: 2.1 Support is provided to team members to ensure
Contributeto  work group goals are met.
work grou - -
T group— 5 7 Constructive contributions to work group goals
activities ) A
and tasks are made according to organizational
requirements.
2.3 Information relevant to work is shared with team
members to ensure designated goals are met.
Receive and 9 LO%:Follow 1.1 Required information is gathered by
respond to routine listening attentively and correctly interpreting or
workplace spoken understanding information/instructions.
communica- messages S .
tion 9 1.2 Instructions/information are properly recorded.
1.3 Instructions are acted upon immediately in
accordance with information received.
1.4 Clarification is sought from workplace supervisor
on all occasions when any instruction/information is
not clear.
LO2: Perform 2.1 Written notices and instructions are read
workplace and interpreted correctly in accordance with
duties organizational guidelines.
following . oo . .
written ;2 Rg:(t:le ne written instructions are followed in
notices guence.

2.3 Feedback is given to workplace supervisor based
on the instructions/information received.
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Annex 2: FTVETA Generic Modules
assessment criteria

The following tables show FTVETA assessment requirements for the Generic Modules

mapped to the Prevocational Core Skills Programme for the garment sector. The FTVETA

guidance gives the trainers freedom to develop their own assessments.

Demonstrating work values: 9 GLH (IND BOT116 0220)

Evidence Guide

Critical aspects of
competence

Assessment requires evidence that the candidate:

+ Defined his or her unique sense of purpose for working
Clarified and affirmed work values/ethics/concepts consistently in the workplace

Demonstrated work practices satisfactorily and consistently in compliance with industry
ethical standards, organizational policies and guidelines

Demonstrated personal behaviour and relationships with co-workers and/or clients consistent
with ethical standards, policies and guidelines

Used company resources in accordance with company ethical standards, policies and
guidelines.

Followed company ethical standards, organizational policy and guidelines on the prevention
and reporting of unethical conduct/behaviour

Underpinning
knowledge and
attitudes

Demonstrates knowledge of:

* Occupational health and safety

+ Work values and ethics

+ Company performance and ethical standards

Company policies and guidelines

Fundamental rights at work including gender sensitivity
Work responsibilities/job functions

Corporate social responsibilities

+ Company code of conduct/values

+ Balancing work and family responsibilities

Underpinning skills

Demonstrates skills in:

« Interpersonal relations

+ Communication

+ Self-awareness, understanding and acceptance
+ Application of good manners and right conduct

Resource implications

Access is required to real or appropriately simulated situations, including work areas, materials
and equipment, and to information on workplace practices and OHS practices.

Methods of Competence may be assessed through:
assessment * Interview / Written test
* Observation / Demonstration with oral questioning
Context of assessment Competence may be assessed in the workplace or in a simulated workplace setting.
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Work with others: 9 GLH (IND BOT114 0220)

Evidence guide

Critical aspects of Assessment requires evidence that the candidate:
competence * Provided support to team members to ensure goals were met
+ Acted on feedback from clients and colleagues

* Accessed learning opportunities to extend personal work competencies to enhance team
goals and outcomes

Underpinning Demonstrates knowledge/understanding of:
I;?t(i)tvl\:geedsge and * Relevant legislation that affects operations, especially with regards to safety

Reasons why cooperation and good relationships are important

* The organization’s policies, plans and procedures

How to elicit and interpret feedback
+ Work group member’s responsibilities and duties
+ The importance of demonstrating respect and empathy in dealings with colleagues

* How to identify and prioritize personal development opportunities and options

Underpinning skills Demonstrates:

Ability to read and understand the organization’s policies and work procedures

Ability to write simple instructions for particular routine tasks

Ability to interpret information gained from correspondence

Communication skills to request advice, receive feedback and work with a team

Planning skills to organize and arrange work priorities

Technology skills, including the ability to select and use technology appropriate to a task

Ability to relate to people from a range of social, cultural and ethnic backgrounds

Resource implications  Access is required to real or appropriately simulated situations, including work areas, materials
and equipment, and to information on workplace practices and OHS practices.

Methods of Competence may be assessed through:

assessment ¢ Interview / Written test

* Observation / Demonstration with oral questioning

Context of assessment Competence may be assessed in the workplace or in a simulated workplace setting.
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Receive and respond to workplace communication: 9 GLH (IND BOT115 0220)

Evidence guide

Critical aspects of Assessment requires evidence that the candidate:

mpeten - : .
competence + Demonstrated knowledge of organizational procedures for handling verbal and written

communications
* Received and acted on verbal messages and instructions
+ Demonstrated competence in recording instructions/information

Underpinning Demonstrates knowledge of:
I;?t(thvl\J/Leenge and + Organizational policies/guidelines in processing internal/external information

« Ethical work practices in handling communications
* The communication process

Underpinning skills Demonstrates:

+ Conciseness in receiving and clarifying messages/information/communication
* Accuracy in recording messages/information

Resource implications  Access is required to real or appropriately simulated situations, including work areas, materials
and equipment, and to information on workplace practices and OHS practices.

Methods of + Competence may be assessed through:
assessment + Interview / Written test
* Observation / Demonstration with oral questioning

Context of assessment Competence may be assessed in the workplace or in a simulated workplace setting.

Activity 5.3: Priority matrix

Photocopy enough of these sheets for each group taking partin the activity. Cut them up along
the dotted lines and issue them to the groups for them to place on their priority matrices.

}( """" P P

| Check the hourly and daily production ! Ensure that sewing machine is . :
- ; Talk to supervisor about doing some
targets of current style from equipped with an eye guard or needle overtime
: supervisor : guard or puller cover ;
Write down a list of tasks you must Work on a priority order that needs to i Get specific instructions and daily
complete at home at the weekend go to the client tomorrow target from your supervisor

Chat to a friend on the phone during
issue the lunchbreak

Check the machine needle to see if it
is blunt

Clean own machine and surrounding | Check the performance of the sewing
area machine
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