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	Workplace Literacy Funding Application 

Employers only


Employers wishing to apply for Workplace Literacy (WPL) funding are required to complete the application form below. 
When completing your application you should refer to the Workplace Literacy Fund – information for employers document. It contains information about literacy and numeracy, the WPL fund, the application process and reporting requirements. It also contains the WPL-employer programme requirements that you must address when designing your proposed programme. 

Included in the Appendix of this application form are the assessment criteria against which your application will be considered. 

Where specified, provide relevant evidence to support your application. 

1. Employer details

Please complete your company’s details below. 

	Name of company:
	

	Company address: (postal)
	

	Contact person:
	

	Contact person address: 
(physical)
	

	Role/position within the organisation:
	

	Telephone:
	

	Email:
	

	Mobile:
	

	Fax:
	

	Companies Office registration number:
Provide a copy of your company registration certificate.
	


2. Company context

	1.) State the industry area(s) in which your company operates (e.g. retail, manufacturing, etc).

	

	2.) List your company’s main activities (e.g. customer service, production, etc).

	

	3.) Briefly describe your company structure (e.g. single site, multi-site, franchise).

	

	4.) Briefly describe your internal organisational structure (e.g. organisational diagram, team structure).  

	

	5.) State the number of employees within each ethnicity group and the total number of employees at your company. 

	New Zealand Māori
	Pasifika
	New Zealand European
	Asian
	Other
	Total number of employees at the company

	
	
	
	
	
	

	6.) Describe your company’s current training system. This may include:
· qualifications made available to your employees through your company’s links to industry training organisations (ITOs) and tertiary education organisations (TEOs) 
· training your company provides to its employees (in-house training). 
Describe your links to ITOs and TEOs and also list the qualifications made available to the employees you intend to target for WPL funding. Provide evidence where possible of these links, as well as evidence of any current in-house training.

	

	7.) Describe any workplace literacy and/or numeracy issues at your company. 

	

	8a.) Explain your rationale for applying for Workplace Literacy funding. 
8b.) Describe what you hope to achieve from this funding.



	

	9.) Provide details of all previous funding for Workplace Literacy your company has accessed either directly and/or through a training provider. If your organisation has received Workplace Literacy funding previously you will need to provide rationale for applying for a second round.

	


3. Proposed programme

	10.) Briefly outline the content of your proposed programme, and describe how your programme will address the literacy and numeracy issues in your company and the needs of your employees. 

	

	11.) State your proposed programme’s delivery mode(s) (e.g. one to one, group, e-learning, size), location(s) (e.g. on-site, off-site, mixed) and delivery time(s) (e.g. during work hours, outside work hours, mixed). 

	Delivery mode(s)
	

	Location(s)
	

	Delivery time(s)
	

	12.) Describe how your proposed programme will be linked to your current training system.

	

	13.) Total number of employees participating in the proposed programme.
Note the minimum number of employees is 50.
	Employees

	14.) Expected number of hours of training per employee.
Note the minimum number of hours per employee is 40 hours.
	Hours / employee

	15.) Expected number of weeks of training per employee. 
Note the minimum number of weeks per employee is 10 weeks. 
	Weeks / employee

	16.) Expected start date of proposed programme.
	Expected end date of proposed programme (including any recess periods).
Note this should not exceed a 12 month period.

	
	

	17.) Highlight the delivery approach(es) of the proposed programme. 

	In-house personnel
	Yes / No
	Contracted third party
	Yes / No

	18.) Outline the process by which you will:
· identify and appoint in-house personnel to deliver the proposed programme
                                                               AND/OR
· identify and contract a third party to deliver the proposed programme.
Any in-house personnel or contracted provider must be approved by the TEC before they are contracted. Please see the Workplace Literacy Funding – information for employers document for further information.

	


4. Sustainability – Future Organisational Capability 

	19.) Describe how you expect this initiative will help your company build the infrastructure (systems and processes) required to ensure that the literacy and numeracy needs of your employees will continue to be addressed beyond the end of your proposed programme (e.g. embedding literacy and numeracy into your organisational practices, induction training and health and safety training).

	

	20.) Describe how you expect this initiative will help your organisation to develop the capability and capacity to support the infrastructure described above (e.g. building capability within the company to deliver training).

	


5. Budget 

	Budget
	Expenditure (GST exclusive)

	Total cost of project
	$

	Budget breakdown

	Activity/item
	Projected expenditure

	
	$

	
	$

	
	$

	
	$

	TEC funding sought
	$

	Company investment
	$

	Cost per employee
	$

	Percentage of TEC funding to be used on resources, including development of resources.
	%


6. Declaration and authorisation

Declaration

	I agree to use the Literacy and Numeracy for Adults Assessment Tool. 
I declare that I am authorised to make this application and that to the best of my knowledge the information given is true and correct.
Signature:                                                         Date:
Name:
Position:


Submitting this form 

You must sign and send a PDF of your completed funding proposal template and any accompanying evidence electronically to servicecentre@tec.govt.nz
Ensure that your email subject line contains: Workplace Literacy Funding Application for Employers – [Date of application].
If you are unable to send your application to the TEC Service Centre electronically, you can post or courier it to:
TEC Service Centre

1 Ash Road, Wiri

Private Bag 76928

Manukau City 2241

Appendix – Assessment criteria and requirements

	WPL – Employer Assessment Criteria

	Question number
	Criteria
	Requirement / standards

	
	The company is a legal entity.
	The company’s individual Companies Office registration number is stated and a copy of the company’s registration certificate is provided.

	1
	Industry area(s).
	The information states the industry area(s) in which the company operates. 

	2
	Company activities.
	The information lists the company’s main activities.

	3
	Company structure.
	The information describes the company structure (e.g. single site, multi-site, franchise).

	4
	Internal organisational structure.
	The information outlines the internal structure of the company and the inter-relationship of roles within the company. 

This may include an organisational diagram.  

	5
	Total number of employees and ethnicity of employees. 
	The information specifies the number of employees in each ethnicity and the total number of employees at the company.

	6
	Company’s current training system in place for employees. 
	The information must describe current training arrangements the company has in place for employees targeted for this initiative.

It should detail the type (content) of training that is delivered and the mode of delivery. For example, whether training is delivered by the company (in-house) or through associations/relationships with ITOs and/or TEOs. If qualifications are made available to targeted employees through any mode of delivery, they should be listed. 

A description of the associations/relationships that exist between the company and ITOs and/or TEOs should be outlined – with associated evidence where applicable. Evidence should also be provided to demonstrate the type and mode of delivery.

	7
	The company has workplace literacy, language and/or numeracy issues that demonstrate employee skills are low. 
	The information must describe the literacy and/or numeracy learning needs of the employees at the company. 

The information should also identify areas of the company where literacy and/or numeracy skills are low; therefore a barrier for employees when performing their duties. 

The information may also identify other employee issues that may be contributing to low literacy and/or numeracy skills. e.g. low qualification levels, English as a second language.    

	8
	The company has a valid rationale for funding and clear expectations of the outcomes sought from the initiative. 
	The information should detail the reasons that the company is applying for Workplace Literacy funding.

This should not only be limited to the improvement of individual literacy and/or numeracy skills but also describe how literacy and/or numeracy improvements can impact the company’s activities in the areas of need described above. 

It is expected that companies will detail the organisational outcomes they expect from increasing the literacy and/or numeracy skills of employees. 

	9
	Previous Workplace Literacy funding.
	The information describes any previous Workplace Literacy funding the company has accessed. 

If the information shows that Workplace Literacy funding has been previously accessed in a previous funding round the information should also provide rationale for the applying for a second round and how the employer plans to build on any previous programmes and provision delivered.

	10
	The content of proposed programme is appropriate for the organisational structure and will address the particular literacy and/or numeracy learning needs of employees. 
	The content of the proposed programme described is relevant and relates to the industry in which the company operates.

The information demonstrates a clear connection between the proposed programme and the literacy and/or numeracy needs of employees. 

	11
	Proposed programme delivery mode(s), location(s) and delivery time(s).
	The information states the delivery mode(s), location(s) and delivery time(s).

	12
	The proposed programme will link appropriately with the company’s current training. 
	The information demonstrates that the company will be able to incorporate the proposed programme to strengthen its current training system. 

The information may also refer to any Workplace Literacy funding previously accessed. If so it should include any experiences with that funding and describe how this experience will be used to strengthen the outcomes they are seeking for this funding round. 

	13
	A minimum of 50 employees receive literacy and/or numeracy training.
	The information states that 50 employees or greater will be participating in the proposed programme. 

	14
	Each learner receives a minimum of 40 hours of literacy and/or numeracy training. 
	The information states that 40 hours, or greater, of training will be delivered to each learner. 

	15
	Each learner receives a minimum of 10 weeks literacy and/or numeracy training. 
	The information states that 10 weeks, or greater, of training will be delivered to each learner. 

	16
	The proposed programme does not exceed a 12 month period. 
	The information states the dates in which the proposed programme is to occur. The period must not exceed a 12 month period.

	17
	Delivery approach(es) must fit within the organisational structure and the literacy and/or numeracy learning needs of employees.
	The information specifies which delivery approach(es) will be used to deliver the proposed programme.  

	18
	Appropriately specialised providers/tutors and/or in-house personnel deliver the literacy and/or numeracy training.


	The information details how the company will:

· identify and appoint in-house personnel 

AND/OR 

· identify and contract a third party (e.g. a provider).

If a provider/tutor and/or in-house personnel have already been identified, the information will also demonstrate that they already have, or have plans in place to be appropriately specialised/qualified in teaching literacy and/or numeracy in a workplace setting. 

Evidence should be provided about the experience and/or qualifications of the provider/tutor and/or in-house personnel. E.g. curriculum vitae, evidence of previous employment in such a role.   

Rationale should also be provided to explain the reason for selection of a particular provider/tutor and/or in-house personnel.

Any in-house personnel or specialist provider must be approved by the TEC before they are contracted. 

	19
	Development of a sustainable employee literacy and/or numeracy support programme with the infrastructure to make a contextual literacy and/or numeracy programme sustainable beyond the end of the funded proposed programme. 
	The information describes how the company will build and maintain systems and processes to ensure literacy and/or numeracy provision beyond the end of the proposed programme. 

The information will also include strategic consideration of current business processes and systems to support ongoing provision. 

NB: This may include embedding literacy and numeracy into organisational practices such as induction training and Health and Safety training. 

	20
	Development of a sustainable employee literacy and/or numeracy support programme that will help the organisation to develop the capability and capacity to support the infrastructure to make a contextual literacy and/or numeracy programme sustainable beyond the end of the funded proposed programme.  
	The information provided describes how the company will develop the capability to support the systems and processes described above. 

NB: This may include providing employees with training to gain teaching qualifications, such as National Certificate in Adult Literacy and Numeracy Education (NCALNE) (Vocational) Level 5, so that they may deliver in-house provision beyond the end of the proposed programme. 

This may also include developing embedded training resources and reviewing documents.

	Budget section
	TEC funding sought for the proposed programme is reasonable.
	The budget provided in the application is reasonable and does not include items or activities that are outside the use of the funding.

	
	Funding per employee of up to $3,650 (GST exclusive). 
	Information provided demonstrates that the proposed programme will be delivered at a cost of up to $3,650 (GST exclusive) per employee. 
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