Program Processes Planning Worksheet
Program Information:  Employment Preparation Program

Program Goals: 

1) To aid international students in the development of employment readiness skills such as career planning, job search strategies, resume and cover letter writing, interview skills and company/internet research;
2) To provide an opportunity that will assist international students to develop a better understanding of the expectations of the Canadian workplace.
3) To work collaboratively with international students in the development of a career plan related to their individual needs, interests, and goals.
Program Structure:

1) Tier 1: Career Planning

a. Career Planning Workshop

b. Career Mapping Assignment

c. Career Advising Appointment 

d. Interest Testing (if desired or necessary)

2) Tier 2: Employment Preparation 
a. Canadian Culture Workshop

b.  Job Search Workshop

c. Job Search Plan Assignment

d.  Resume/Cover Letter on line tutorial

e . Resume/Cover Letter  Workshop 
e. Specialized job search clinic (to review job search plan assignment, resume & cover letter)
f. Interviewing skills workshop

g. Mock Interview 
3) Tier 3: Practical Experience 

a. Canadian Workplace Job Shadowing 

b. Volunteer Internship Program 

Process Variable Planning Worksheet
	Quality Service Factors 
	Possible Assessment Methods 


	Possible Assessment Level



	
	By what mechanisms will you capture assessment data?
	At what level should this assessment take place (for an individual component, for a specific tier or for the program as a whole)?
	On which portions of the service should specific assessment data be gathered?

	Student Satisfaction
	· Post-participation satisfaction survey

· Post participation focus group
	· Program as a whole and by tier (to facilitate comparisons of the entire program vs. individual tiers as well as tier-to-tier comparisons) 
	· For tier:  on each  intervention that is included in that particular tier
· For entire program:  for each tier (broader picture)

	Satisfaction of Job Shadow Hosts
	· Post-participation satisfaction survey

· Post participation focus group
	· Individual component (Job Shadow Program)
	· Information /guidance provided prior to shadow

· Actual shadow experience

	Usage Numbers
	· Number of students participating each year

· Number of students successfully completing each year

· Number of available job shadow hosts
	· Program as a whole and by tier (to facilitate comparisons of the entire program vs. individual tiers as well as tier-to-tier comparisons)


	· n/a

	Generic Interventions
	
	
	

	Positive relationship with Coordinator
	· Post-participation satisfaction survey
	· Program as a whole and by tier (to facilitate comparisons of the entire program vs. individual tiers as well as tier-to-tier comparisons)
	· All (generic interventions cross all components of the program)


