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Workplace adult education and literacy activities

Collaboration with employer or employee organization (e.g. union)

Designed to meet the employer’s goals and improve efficiency of the workforce

Curriculum generally contextualized, task-based, English for specific purposes (ESP)

Result in employees gaining skills that may make them eligible for pay raises or promotions

MSG 4 progress milestones are verified by the employer (letter, progress report, completed 
training checklists, workplace assessments, etc. uploaded to student portfolio in ADVANSYS)



Ideally…

• Employees are 
paid to attend 
and have input 
into course 
design

•Collaborative & 
participatory

•Career ladder is 
clear

•Milestones are 
celebrated

•Data is useful for 
both company & 
provider

•Program leads to 
measurable 
improvements in 
productivity, 
promotions, 
retention, safety, 
etc. 



Benefits

• Improves follow-
up outcomes for 
employment & 
earnings after exit

• Reduces NRS 
testing burden if 
you use Alternate 
Placement

• Serves employers

• Students gain 
recognition, skills, 
and advancement 
opportunities

• MSG 4 outcomes



Literacy Together

• ELA class at Mills 
Manufacturing

• Two hours once a week, led 
by volunteer tutors

• Curriculum is both general & 
workplace English, including 
safety, record keeping, 
industrial sewing equipment, 
processes & patterns



A-B Tech

• ELA class at System Logistics

• 12-week class, Thurs. 
mornings

• Curriculum includes 
essential English grammar, 
workplace safety, 
company policies, and 
career growth 
opportunities



Surry Community College

• ELA class at Applied 
Polymerics

• Curriculum designed 
around skills checklist 
and selected NC 
ABE/ASE Content 
Standards

• Outlined with MOU

• Certificates given to 
recognize student 
achievement 
milestones



Blue Ridge 
Community College

• ELA class 3-8 hrs/wk in 4-8 
week sessions

• General ELA + company-
specific vocabulary, safety 
protocol, HR processes, etc.

• Company commitment to 
growing internal talent 
through training, 
mentorship, stretch 
assignments, etc. 

• Company goal for 70% of 
new positions to be hired 
from within.



Fayetteville Tech

• 1-month class
• Helps soldiers 

improve GT scores 
to be eligible for 
promotion
• Math, reading, 

vocabulary
• Basic Skills 

Education Program 
(BSEP) :: Fort Bragg

https://home.army.mil/bragg/services/all-services/army-continuing-education-system/basic-skills-education-program-bsep
https://home.army.mil/bragg/services/all-services/army-continuing-education-system/basic-skills-education-program-bsep
https://home.army.mil/bragg/services/all-services/army-continuing-education-system/basic-skills-education-program-bsep
https://home.army.mil/bragg/services/all-services/army-continuing-education-system/basic-skills-education-program-bsep


Which providers have offered 
Workplace Literacy recently?

A-B Tech Community College
Blue Ridge Community College
Edgecombe Community College

Fayetteville Tech Community College
Guilford Tech

Literacy Together
Mayland Community College

McDowell Community College
Surry Community College

Wilkes Community College



Surry Community College ran a  
Workplace Literacy 
advertisement in the college’s 
Workforce/ConEd 
Catalog/Mailer.

Attend local HR Association 
lunch & learn events to network.

Spread the word to NCEdge and 
ApprenticeshipNC connections.

Lean on your Local Workforce 
Development Board to help you 
get the word out.



Designing the Program
❑Tour the workplace & talk with HR, supervisors, and employees. 

What do they hope to achieve with this class? Are they also 
working with another partner (e.g. NCEdge Customized Training, 
ApprenticeshipNC)? What is the potential career ladder? What 
skills would employees need to develop in order to be 
competitive for the next promotion?

❑Agree upon program length, timing, location, how employees 
will be recruited/selected, whether or not they’ll be paid, and 
what the agreed-upon learning outcomes should be. Establish 
MOU. 

❑Complete IET Template for Workplace Literacy (MSG 4) and 
submit it to the Career Pathways Moodle Portal. Include 
employer letter on letterhead and/or MOU.



Designing the Program, Continued

❑Gather relevant artifacts from the workplace (photos, sample 
dialogues, job descriptions, employee handbooks, etc.)

❑Select or design curriculum and assessments. Consider task-
based assessments. Are results meaningful to employer? Could 
results be added to employee’s rѐsumѐ or file, providing 
evidence of skills for potential future promotion? Examples:
➢HSE subtest or diploma
➢WorkKeys CRC subtest at bronze, silver, or gold
➢Demonstrating speaking & listening skills in real communication task like 

sample interview, reverse job fair, training new hire, assessing staged 
accident and completing incident report, handling fake customer 
complaint. Use rubric.



Designing the Program, Continued

❑Identify & orient instructor to the teaching site, class requirements, 
and the plan for achievement and documentation of measurable 
outcomes. Share the company’s “why” for the program.

❑Discuss ideas for program culmination – graduation party, reverse job 
fair, student presentations, opportunities for promotion, students 
highlighted in company newsletter/bulletin board, connection with 
pre-apprenticeship or apprenticeship opportunities.

❑Launch the class! 

❑Anticipate natural times for reflection, updates to employer, and 
program improvement planning based on data.



Student enrollment notes
•Consider using Alternate Placement in lieu of NRS 

pre-testing (described in the Assessment Manual)
•What role will the company play in student 

enrollment? Will their HR team help with student 
selection, communicating with supervisors, 
advising and career counseling?
•On LEIS & ADVANSYS demographics, remember to 

mark “Workplace Literacy.”
• In ADVANSYS add IET secondary registration type.



Sample employer verification of milestone 
achievements for MSG 4

Opportunity for pay 
raise or promotion

Classes being held on site 
at employer – not at 
college site

Progress milestones set in 
collaboration with employer and 
specified in company letter, 
checklist or MOU



Documenting MSG 4 Results
Ensure student has Workplace Literacy in demographics and an IET secondary registration type in 
ADVANSYS. 

Verify and document student achievement of previously agreed upon milestones with the employer.

Put evidence from employer in student’s file.

Upload copy of evidence to student’s portfolio in ADVANSYS.

Report outcome in ADVANSYS (IET/WP MSG Type 4: Progress towards milestones).

Remove Workplace Literacy and IET secondary enrollment, if appropriate.



1 2 3

Panel Discussion

Best success

What are you most 
proud of?

A hiccough

What was 
something that 
didn’t go as you 
expected?

To improve

What would you 
change if/when you 
re-run this class or 
launch a new one?



Resources
• COABE Beyond the First Meeting A Guide for Beginning and 

Cultivating a Thriving Workplace Education Program – PDF 
resource from Sept. 2023

• COABE Workforce Learning Special Collection – PDF resource 
from Oct. 2025, free but requires registration & log-in

• COABE Behind Every Employer campaign (podcast, articles, 
web resources)

• Utilizing MSGs 3, 4, & 5 to Capture Performance – CCR PD 
Archives Webinar from April 19, 2023

• State of NC Policy on MSGs 1-5 2024-2025 – PDF resource

https://behindeveryemployer.org/wp-content/uploads/2026/03/Beyond-the-First-Meeting-new-FINAL.pdf
https://adultedresource.coabe.org/resources/workplace-learning-special-collection/
https://adultedresource.coabe.org/resources/workplace-learning-special-collection/
https://behindeveryemployer.org/
https://www.nctitle2.org/event/utilizing-msg-3-4-5-to-capture-performance/
https://www.nctitle2.org/event/utilizing-msg-3-4-5-to-capture-performance/
https://www.nctitle2.org/wp-content/uploads/State-of-NC-Policy-on-MSG-1-5-2024-2025.pdf
https://www.nctitle2.org/wp-content/uploads/State-of-NC-Policy-on-MSG-1-5-2024-2025.pdf
https://www.nctitle2.org/wp-content/uploads/State-of-NC-Policy-on-MSG-1-5-2024-2025.pdf
https://www.nctitle2.org/wp-content/uploads/State-of-NC-Policy-on-MSG-1-5-2024-2025.pdf
https://www.nctitle2.org/wp-content/uploads/State-of-NC-Policy-on-MSG-1-5-2024-2025.pdf
https://www.nctitle2.org/wp-content/uploads/State-of-NC-Policy-on-MSG-1-5-2024-2025.pdf


Questions
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