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Work Improvement in Small Enterprises (WISE) is an innovative approach to improving work-

ing conditions and productivity in small and medium-sized enterprises around the world. It is 

not simply a training package, but a process in which entrepreneurs and managers are empow-

ered and supported to address working conditions issues through the identifi cation, sharing and 

implementation of local and affordable good practices. In the long term, the improvements in 

working conditions achieved are sustained through the development of supportive networks of 

local entrepreneurs and trainers who continue to share ideas and practices, motivated by the 

measurable improvements in productivity that participants experience.

A series of training modules and guides, fi rst published in 1988, form the heart of WISE. Until 

now, these have provided guidance on nine technical areas of working conditions, all of which 

address the physical organization of the workplace and work processes and simple ways to alter 

these, so as to improve safety and health and increase productivity. These manuals have been 

used, adapted and translated into more than ten countries in Africa, Asia and Latin America, 

evidencing the fl exibility and effectiveness of the WISE approach. 

WISE-R (More Work Improvement in Small Enterprises) builds upon this success and is designed 

to meet the needs identifi ed by WISE trainers and entrepreneurs around the world to expand 

the WISE package to include other key dimensions of working conditions. WISE-R consists of 

six new modules and training guides that address not only the physical work environment, but 

also the more complex day-to-day challenges that entrepreneurs face when handling employee 

recruitment, management and motivation. 

WISE–R is a natural extension of the original WISE manuals. It refl ects the global recognition 

that the employees of a business are not only often a signifi cant investment, but that their per-

formance holds the key to the success of the business. WISE-R refl ects this reality and takes on 

the issues that are central both to workers’ recruitment, retention and motivation, and to maxi-

mizing individual productivity in a safe and healthy way: wages, working time, maternity protec-

tion, work-family balance, management and motivation, and workplace relations. 

As with WISE, the suggestions made in WISE-R are both practical and low-cost. The focus of 

these ideas is, in fact, to introduce simple working practices and measures that can make a huge 

difference to the motivation and the ability of employees to perform their job and, consequently, 

to the productivity of the business. 

The concept of combining WISE and WISE-R into a WISE+ package arose in the course of a six-

month period of pilot testing carried out in Mozambique and the United Republic of Tanzania 

in 2009. Following the development of the WISE-R modules, a decision was taken to pilot the 

WISE and WISE-R training modules in tandem.  The implementation phase was carried out with 

the cooperation and participation of a range of local and national actors, including local entre-

preneurs, employers’ and workers’ organizations, labour inspectorates, ministries of labour, , 

training institutions and others. The feedback received following this exercise has suggested that 

combining WISE and WISE-R is an effective and effi cient approach. 

This WISE+ binder brings together the WISE Package for Trainers (2004) with the new WISE-R
Trainers’ Guide, to create a complete WISE+ Trainers’ Guide. This binder accompanies the 

WISE+ Action Manual, which comprises the original WISE and new WISE-R Action Manuals.

Foreword
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In the longer term, further work will need to be undertaken to fully integrate the WISE and 

WISE-R modules, and their respective guides. This WISE+ package is thus presented as a pro-

totype, which is ready for use, but will also provide a solid starting point for future work. The 

ILO would welcome any feedback from WISE and WISE-R practitioners who will use and adapt 

WISE+ to the multiple realities faced by entrepreneurs around the world. 
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Good working conditions provide the foundation of productive and successful enterprises. The 

Work Improvement in Small Enterprises (WISE) methodology is an established and much appre-

ciated ILO training approach that encourages and support efforts by entrepreneurs and managers 

to improve both working conditions and productivity in their enterprises.

The WISE-R Action Manual and the modules within it extend the reach of WISE beyond the 

physical work environment, and take on issues that are central to employee recruitment, reten-

tion and motivation, and to maximising individual productivity in a safe and healthy way. This 

WISE-R Trainers’ Guide is designed to be used by those acting as facilitators on a WISE-R
training courses or supporting entrepreneurs in making WISE-R improvements based upon the 

WISE-R Action Manual and Checklist.

As WISE-R is based on a participatory and action-oriented methodology, this WISE-R Trainers’ 
Guide aims to maximize the active participation of those being trained. 

The WISE-R Trainers’ Guide is divided as follows. 

Section one: This contains a set of training guides comprising an introduction to a WISE-R
training programme and an individual training guide for each WISE-R module. Each of these 

individual guides includes essential information about the length of time and approach to be 

used in delivering training on that module, a list of resources needed, and guidelines for training 

exercises. It also includes step-by-step plans for the training, together with the text of presenta-

tions that trainers can use to support their training sessions. PowerPoints containing these texts 

can be obtained upon request. 

Trainers will fi nd that the Guide incorporates a number of interactive sessions, including role 

plays, discussions, and group activities, which can be used to ensure that participants both under-

stand and internalize the key WISE-R messages in a participatory and dynamic fashion. 

Section 2: This section incorporates the WISE-R Checklist together with guidelines on using 

the Checklist, organizing an enterprise visit, preparing an Action Plan, and ensuring appropriate 

follow-up work. 

The guide to each WISE-R module is presented in a standardized format that makes the guides 

easy to read and use. We have learned from experience with WISE and WISE-R, that there will 

be occasions when a training course will be held, but not all modules will be taught - due to lack 

of time or to suit the particular needs of the participants. Though we strongly encourage trainers 

to teach all of the WISE-R modules together, we have designed a specifi c training guide for each 

module, so that it can be used independently of the others. 

Experience has also shown that, for many reasons, trainers may wish to deliver the modules in 

a different order to that envisaged by the writer. The stand-alone nature of the training guide 

for each module means that this is wholly possible. However, whatever order is chosen, it is 

suggested that Module One, Measuring your productivity, is covered at the beginning of any 

WISE-R training course. This introductory module explains the concept of productivity and it 

is important that participants have a basic understanding of productivity and how this can be 

improved through positive action to address working conditions, before they are introduced to 

other WISE-R modules. 

Foreword
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This Guide is complementary and additional to the WISE Trainers’ Manual, which is included 

in the WISE+ Trainers’ Guide binder, and provides more detailed guidance on planning and pre-

paring for WISE (and WISE-R) training and setting up the classroom. Trainers are encouraged to 

refer to this for additional guidance.

The WISE-R Modules and Trainers’ Guide were developed in the course of an ILO eighteen-
month long project (2008-2009) on “Improving Job Quality in Africa, through concerted efforts 
by Governments, Employers and Workers”. This project was supported by Danish International 
Development Assistance and carried out in Mozambique and the United Republic of Tanzania.
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 Key activities Method Tools Time

1. Welcome participants and introduce yourself. 
Invite participants to introduce themselves.

Present the title and objective of the WISE training 
session. Ensure that each participant understands 
the objectives.

Mention the 6 modules that will be included in the 
training and the order of the sessions. 

Presentation Presentation 10 mins

2. After opening the training session, the checklist 
exercise is the fi rst training activity of the course.

It has been placed fi rst for several reasons. Point 
out the following: 

• To emphasize the practical orientation 
of course activities;

• To show participants that their knowledge and 
experience are respected by the trainers;

• To provide a common source of examples;

• To introduce the main subjects covered 
by the course;

• To give a start to group work and more generally 
to encourage involvement;

• To demonstrate that WISE-R is action oriented;

• To promote the use of practical tool with many 
applications.

Refer to the “Checklist and User Guide” 
for guidance.

Briefi ng on 
the checklist

10 mins

Guide to Introducing 
a WISE–R and briefi ng 

on the WISE-R Checklist

Introduction to WISE-R training programme
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1. Objective, duration, approach and tools

Objective: By the end of this session, participants will be able to: 

• Understand what productivity means; 

• Calculate the productivity of their enterprise; 

• Analyse the impact that different workplace practices and policies can 

have on productivity. 

Duration: Session of approximately 2 hours (120 Minutes):

• 1 hour of presentations; 

• 1 hour exercises and questions.

NOTE: Additional time is required for an enterprise visit prior to the 
training, in order to provide training participants with an initial shared 

experience of looking at workplace organization and practices, and com-

pleting the WISE-R Checklist. The time required for this activity is about 

one hour plus transportation time to/from the training site.

Outputs: Participants able to calculate and analyze productivity issues that will 

allow them to make wise and strategic business decisions that improve 

working conditions and productivity.

Methods: Presentation / Small Group Discussion 

Training Tools: Practical exercise, WISE-R Checklist, PowerPoint slides or transparen-

cies, and the WISE-R Action Manual. 

2. Session design 

Pedagogic strategies:

– Introduce the notion of productivity; 

– Identify the benefi ts of continuously analysing productivity; 

– Distinguish short term and long term impacts on productivity.

Trainers’ Guide to WISE-R Module 1
Understanding Productivity
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3. Division

This session is divided into six sub-units. Almost half of the training time is allocated to dis-

cussion and group work.

 Sub-unit Time available

1. Introduction   5 minutes

2. What is productivity?  10 minutes

3. Calculate your productivity  30 minutes

4. Ensure increased long term productivity  40 minutes

5. Make WISE-R Decisions  10 minutes

Total technical topics:  95 minutes

6. Conclusion  25 minutes

Total: 120 minutes

4. Preparation for the training session

Read through all the training materials and prepare yourself for potential questions. Make sure 

that computer equipment and projectors are available and functioning. If not, print the PowerPoint 

presentation on transparencies and use an overhead projector. If there are no facilities, prepare 

fl ipcharts or handouts in advance. 

5. Equipment needed:

– A computer with PowerPoint programme or an LCD projector; 

– 4 calculators;

– A screen or a white wall;

– Flip chart and respective paper;

– Transparency pens for each work groups;

– Some A4 papers and pens for each participant; 

– Copies of Annex 1 for the exercises.

6. Exercises (see Annex 1)

Solution to Exercise 1:

Shoemaker B : Productivity =1,500/1,500 =1

For every coin she invests she gets 1 back so her profi t is 0.

Shoemaker C : Productivity =1,200/1,000 =1.2

For every coin she invests she gets 1.2 back so her profi t is 0.2 or 20%.
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Solution to Exercise 2:

Previous Prod New Prod Change

Shoemaker A 1.5 2400/1500 =1.6 +0.1

Shoemaker B 1 1200/1300 = 0.9 –0.9

Shoemaker C 1.2 2100/1200 =1.75 +5.5

7. Potential questions and answers

The following are potential questions that may be asked by participants in the course of running 

this session, together with sample answers. There may be other questions, but most of them will 

be relatively easy to answer by studying the WISE-R Action Manual.

Question 1: How often should I calculate my productivity?

Answer 1: As often as you are able to. Productivity is always calculated for a specifi c period, so 

you need to have the required data (input and output) for that period. Bigger companies do this 

on a weekly/monthly basis. SMEs can do this monthly or per trimester.

You do not lose anything by calculating your productivity (it does not cost anything), and you 

can gain knowledge about the health of your business. 

It is important to keep track of the results so you can see how they change. We suggest you keep 

a log (in a book) of the different calculations, so that you can see what the trend is (is your pro-

ductivity going up or down?). Remember that changes can result from seasonal fl uctuations in 

many businesses (for instance in fi sheries). 

Question 2: When I calculate my productivity, are there any costs that I do not need to take 
into account? 

Answer 2: For calculating productivity, you need to take into account ALL costs including the 

salary you take (entrepreneurs often forget themselves!). Doing this will ensure that the results 

you get represent the REAL situation of your enterprise. If you do not take into account all costs, 

you might be misled into thinking that your productivity is good when, in fact, your business is 

spending more than it is earning.
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Annex 1: Exercises

Exercise 1: Group work and plenary discussion – Calculate productivity (20 mins) 

Work in groups on the following exercise. Please be ready to present your conclusions and 
suggestions afterwards in plenary. 

Shoemaker B spends 1,500 coins on her business in a year. She produces 500 pairs of shoes in 
that time, and sells each for 3 coins. She sells them all.

Shoemaker C spends 1,000 coins on her business in a year. She produces 600 shoes which she 
sells at 2 coins. She sells them all. 

Task:

1. Compare the productivity ratio of shoemaker A (previously discussed), Shoemaker B and 

Shoemaker C, and suggest reasons for these differences. 

2. Come up with ideas about what could be increasing Shoemaker B’s costs?

Exercise 2: Group work and plenary discussion - Calculate productivity (25 mins) 

Work in groups on the following exercise. Please be ready to present your conclusions and 
suggestions afterwards in plenary. 

Shoemaker A wants to invest in her business and buys a new machine, but does not organize 

training for workers on how to use it. She does, however, provide a new bonus to workers based 

on production levels. She spends 1,500 coins and produces 800 pairs of shoes. 

Shoemaker B wants to reduce her costs to become more competitive. She cancels the mainte-

nance contract for enterprise equipment/machines and her costs go down to 1400 coins. But one 

of the machines break down and stops production for one month. She produces only 400 pairs of 

shoes, which are sold for 3 coins each.

Shoemaker C wants to improve the quality of her shoes and invests in training her staff. She 

provides better working time arrangements and develops a good policy for sickness absence. 

She spends 1,200 coins on her business in the year. She produces 700 pairs of shoes, which she 

sells at 3 coins each. 

All 3 shoemakers sell all their shoes.

Task:

1. Calculate the new productivity of the 3 shoemakers, and compare this with their previous 

situation.

2. Explain the changes in productivity and offer suggestions on why they have occurred. 

3. Decide which shoemaker is the WISEST?



 7

Trainer’s Guide

Step-by-step guide to Module 1

1. Introduction (5 minutes)

Key activities Method Tools Time

If this is the fi rst WISE-R Module to be taught, refer to 
the General Introduction to WISE–R training and brief-
ing on the WISE-R Checklist.

1. Welcome participants and introduce yourself. 
Invite participants to introduce themselves. 

Present the title of the Module (slide 1) and the 
objectives of the training (slide 2).

Move to slide 3, which provides a list of the points 
that will be discussed. This outlines the structure 
and the order of the session.

Presentation Presentation
Slides 1-3

5 mins

2. What is productivity? (10 minutes)

Key activities Method Tools Time

2. Explain what productivity is (slide 4). 

Stress the importance and benefi ts of calculating 
productivity.

Ask the participants whether they have calcu-
lated productivity already in their enterprises and 
ask them to explain when (the situation in which) 
that was done. Ask how they did it, and what they 
learned from that exercise.

Presentation Slide 4 10 mins

2. Calculate your productivity (30 Minutes)

Key activities Method Tools Time

3. Explain how to calculate the productivity ratio 
as indicated on slide 5. 

Run through the 4 steps that need to be followed. 

Explain what is meant by ‘the period’, ‘input’, and 
‘output’, by giving examples that are relevant to the 
participants’ business sector.

Presentation Slide 5 5 mins
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Key activities Method Tools Time

4. Example 

Work through the example on slide 6. 

When doing examples, do each stage of the calcula-
tion on the board or on a fl ip chart, as suggested 
below, before moving on to the next stage. Make 
sure that everybody thoroughly understands the 
example:

Shoemaker A spends 1000 coins on her business in 
a year (including her salary).
Write ‘Spends 1000’ on the fl ipchart, before 
moving on.

She produces 500 pairs of shoes in that time, and 
sells each for 3 coins. She sells them all.
Write ‘Income from shoes: 500 pairs x 3 coins = 
1,500’

So she receives 1,500 coins.

Her productivity is 1,500/1,000 =1.5 
Write this sum on the fl ip chart

Conclusion: This means that for every coin she 
invests, she receives 1.5 coins (an increase of 50% 
or half). 

Ask the participants whether they think this result is 
good or bad. 

Presentation 
and 
discussion

Slide 6 5 mins

5. Exercise 1 and Group Work 

Ask the participants to sit in groups, distribute Annex 
1, and explain the fi rst exercise (using slide 7, if 
needed). 

Ask the groups to try this exercise. Each group 
should (ideally) also be given a calculator.

Ask each group to be ready to present its conclu-
sions and discuss them in plenary. 

The results for the Exercise are set out below.

Try to bring out the following points in the plenary 
discussion.

Important points to incorporate into conclusion:

1. Shoemaker A’s productivity is the highest, so her 
profi t is also the highest.

Exercise, 
Group Work 
and plenary 
discussion.

Slide 7 20 mins
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Key activities Method Tools Time

2. It can be noted that shoemaker A and B both sell 
their shoes at the same price. Shoemaker C sells 
them at a lower price, probably because the quality 
is lower.

3. With the same input (1,000 coins) as shoemaker 
A, Shoemaker C can produce a higher number 
of shoes. Her production process may be faster 
because quality is not important to her. 

4. Although Shoemaker B produces the same 
quality of shoes (with the same selling price) as 
Shoemaker A, the higher costs (1,500 instead 
of 1,000), mean that Shoemaker B is the least 
productive. 

Ask participants to suggest what might be increas-
ing Shoemaker B’s costs. They might mention raw 
material costs, electricity, and wages. It is important 
that you encourage them to think about other costs – 
recruitment, sickness, waste, machinery breakdown, 
accidents, and staff turnover.

5. If Shoemaker B followed the WISE-R 
trainings, he would learn how to adjust her cost 
structure. Maybe she should visit Shoemaker A and 
they could exchange some ideas!

4. Ensure increased long term productivity (40 Minutes)

Key activities Method Tools Time

6. Remind participants that everybody wants their 
business (and profi ts) to grow. And, now that they 
know how to measure productivity, they are in a 
position to analyze it and come up with different 
strategies for improving it. 

Use slide 8 to introduce the two possible 
approaches:

1) cutting costs; or

2) increasing revenue. 

Explain, when looking at 2) that, for most busi-
nesses, it is not possible to simply increase the price 
of the products (due to market competition). As a 
result, many business owners concentrate on trying 
to cut costs. 

Presentation Slides 8, 9 
and 10

15 mins
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Key activities Method Tools Time

Explain that attempts to cut costs through ‘quick 
fi xes’ – reducing costs without thinking about the 
long term effects – can, in fact, reduce productivity 
over the medium and long term.

Use slide 9 to show the consequences of short term 
measures to reduce costs. Compare this to slide 10, 
which shows the potential positive consequences of 
long term measures.

Ask the participants if they have any examples that 
show the positive effects on productivity of long term 
measures.

7. Introduce Exercise 2:

Answers are given at Solution to Exercise 2 (point 6 
of guide, above)

Ask the participants to sit in the same groups as 
before, and explain the second exercise on Annex 1 
(using slide 12, if needed). 

Ask the groups to try this exercise. Each group 
should (ideally) be given a calculator.

Ask each group to be ready to present its conclu-
sions and discuss them in plenary. 

Try to bring out the following points in the plenary 
discussion:

1. Shoemaker A made a substantial investment in 
new machinery but only managed to increase 
her productivity a little, because she forgot about 
training workers to use the machine.

2. Shoemaker B has tried to improve her pro-
ductivity by cutting her costs through reducing 
machine maintenance. Unfortunately, this short 
term reduction in costs leads to a big loss in 
production. Thus, her productivity decreases and 
becomes negative, meaning that her business is 
now spending more than it is earning.

3. Shoemaker C makes WISE investments and is 
able to improve the quality of her product without 
major additional costs. She increases her pro-
ductivity by 5.5 points. 

4. Shoemaker C is the WISEST shoemaker.

Exercise, 
Group Work 
and plenary 
discussion.

Slides 11, 12 25 mins
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5. Make WISE-R decisions (10 Minutes)

Key activities Method Tools Time

8. Present slide 13 and indicate that the objective 
of WISE-R is that SME managers learn to make good 
business decisions that help to improve productivity 
AND improve conditions of work. 

This is because experience has shown that the two 
things – working conditions and productivity, are 
strongly linked. This means that a small investment 
of time on improving working conditions and work 
organization can greatly increase productivity. 

Explain that the ILO developed the WISE-R Modules 
to help SMEs make low or no cost changes so they 
can achieve these improvements.

Presentation Slide 13 10 mins

6. Conclusion (25 minutes)

Key activities Method Tools Time

9. Conclusion

Summarize the session and run through the 
Checkpoints on slide 14. Invite questions and 
comments.

Presentation/
Questions & 
Answers

Slide 14- 16 15 mins

10. Action Planning

This should take place at the end of the WISE-R 
training, whether this includes all or just some of the 
modules. 

Remind participants of the checklist exercise done 
at the beginning of the session; where participants 
completed the checklist for the enterprise they vis-
ited during the training.

Explain that the next step is for participants to imple-
ment WISE in their own enterprise. 

Tell them that the fi rst step they will need to take 
is to complete the checklist exercise for their own 
enterprise, to identify possible improvements that 
could be made. From this they will develop an Action 
Plan: a plan for those things they intend to improve 
over an agreed period. This should be based on 
the observations they have made on the WISE-R 
Checklist, and upon active discussions with their 
managers, supervisors, and workers.

Presentation 10 mins



12

WISE-R | More Work Improvements in Small Enterprises

Key activities Method Tools Time

The Action Plan is a tool that facilitates implementa-
tion of the “improvements”. Without a clear Action 
Plan, managers can forget or be tempted to post-
pone implementation of some actions. The action 
plan will ensure a proper follow up of the initial ideas. 

Explain that WISE-R facilitators will help participants 
to develop a strong and realistic plan, and will sup-
port the participants in implementing it, through a 
series of meetings, to be agreed with them. 

It is important that participants agree a date for a fi rst 
meeting with a facilitator, before leaving the training.

Explain that it is crucial to involve as many employ-
ees as possible in the development of the action 
plan. The proposed actions are aimed at improv-
ing productivity and the working conditions of the 
employees. If employees are involved in the identifi -
cation of the planned improvements, they are more 
likely to cooperate in their implementation and to 
value the results.

Mention that the ILO can support the facilitators in 
their work with participants and offer further advice 
about the plan and its implementation if needed.

13. End the session. Thank participants for their 
attention and active participation.

Slide 17
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1. Objective, duration, approach and tools

Objective: By the end of this session, participants will be able to understand the 

importance of managing and motivating workers in their company and 

be motivated to take practical actions to do so.

• Participants will understand and be able to explain the impact that 

good management and motivation has on productivity and quality, 

recruitment and retention. 

• Participants will be able to mention a number of practical approaches 

that they could use to improve worker management and motivation. 

• Participants will have committed themselves to designing and imple-

menting improved management and motivation practices.

Duration: Session of 4 hours approximately:

• 175 minutes (approx) presentation and group discussion/work 

(3 hours);

• 60 minutes (1 hour) fi nal group work exercise/ action planning.

NOTE: Additional time is required for an enterprise visit prior to the 
training, in order to provide training participants with an initial shared 

experience of looking at workplace organization and practices in one 

enterprise, and completing the WISE-R Checklist. The time required for 

this activity is about one hour plus transportation time to/from the train-

ing site.

Outputs: Participants willing and able to introduce/improve existing management 

and motivation practices in their enterprises.

Methods: Presentations / Group Discussions / Exercises

Training Tools: Practical exercises, WISE-R Checklist, slides or transparencies and the 

WISE-R Action Manual

Trainers’ Guide to WISE-R Module 2
Managing and Motivating workers
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2. Session design

Pedagogic strategies:

– Introduce the principles for the managing and motivating worker in an enterprise; 

– Identify the benefi ts of good practices; 

– Propose practical actions; 

– Obtain the participants’ own ideas from their experience.

3. Division

This session is divided into eight sub-units, plus exercises and conclusions: Introduction plus 

presentations on the 7 principles. More than two and a half hours of the four hours involved is 

allocated to discussion, group work, and action planning.

Sub-unit Time available

1. Introduction  15 minutes

2. Hire workers with the knowledge and skills that your enterprise needs  40 minutes

3. Provide training opportunities  15 minutes

4. Control the demands of the job  20 minutes

5. Ensure appropriate supervision  20 minutes

6. Be positive and value workers  20 minutes

7. Treat workers fairly  25 minutes

8. Encourage team spirit  20 minutes

Total of technical topics: 175 Minutes 

Exercises  40 Minutes

Conclusion  25 Minutes

Total: 240 Minutes 

4. Preparation for the training session

Read through all the training materials and prepare yourself for potential questions. Make sure 

that computer equipment and projectors are available and functioning. If not, print the PowerPoint 

presentation on transparencies and use an overhead projector. If there are no facilities, prepare 

fl ipcharts or handouts in advance. 

5. Equipment needed

– A computer with PowerPoint programme;

– An LCD projector;

– A screen or a white wall; 

– Flip chart and paper;

– Transparency and pens for each work group if using an overhead projector;

– Some A4 paper and pens for each participant.

6. Exercises

See point 2 and 16 por details.
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7. Potential questions and answers

The following are potential questions that may be asked by participants in the course of running 

this session, together with some sample answers. There may be other questions, but most of these 

can be answered with the help of the “WISE-R Action Manual”.

Question 1: How often do I need to develop and update the job descriptions?

Answer 1: You should have a job description for every job in the enterprise. You can update these 

job descriptions whenever a change occurs in your organizational structures or in the tasks for 

the specifi c job. It is recommended to analyze and, if needed, adjust the job description, as part 

of a yearly evaluation of the worker’s performance (feedback session). Adjusting the job descrip-

tion could be one of the outcomes of the evaluation session. 

Question 2: How can I ensure that employees do not consider a feedback session as an extra 
workload or as a way of criticizing their performance?

Answer 2: In many SMEs, feedback is considered as “negative”. However, there are some simple 

techniques for having a constructive dialogue that can have a direct impact on the worker’s 

performance. 

The session should start by you fi nding out if the tasks done and the results expected of the 

employee are clear to him/her. To start on a positive note, you could simply ask the employee 

what he/she considers to be good about his/her performance.

You should, where possible, agree and even add some more strengths that you have noted. This 

will boost the employee’s self confi dence and they will understand that you are noticing when 

they work well. 

You can then move on to ask the employee which points he/she wants to improve during the 

period up to the next feedback session. Most of the time, the employees know very well in which 

areas their performance is weakest. If you have some points to add to what the worker mentions, 

you can do this at this point.

 At the end of the session, the worker should feel valued (because of a long list of positive items) 

but also be aware of the areas where improvement is needed. 

It is recommended to have these feedback sessions at least yearly.

Question 3: I often organize formal meetings, where I ask employees’ opinions on things 
relating to the business and their work, but they do not provide any feedback. Yet, at the 
end of the day I hear them complain in the corridor. How can I ensure a more open com-
munication between me and my employees?

Answer 3: Workers are often not eager to provide comments/suggestions to a manager or to 

their supervisors, because you have power over them and they are worried that you will be 

unhappy with what they suggest. 

You need to make sure that your workers are confi dent and that they feel they can trust you. So, 

whenever they bring up a problem in a meeting, show that you are listening to them and try to 

follow up on the issues raised, even if they appear insignifi cant. This will build their confi dence 

in you for the future. 

Spend more time with your workers (e.g. have lunch together or organize informal events where 

families can meet). This will help them to see that you are, like them, just a human being with 

family responsibilities and daily problems.
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Step-by-step guide to Module 2

Introduction (15 minutes)

Key activities Method Tools Time

If this is the fi rst WISE-R Module to be taught, 
refer to the General Introduction to WISE–R train-
ing and briefi ng on the WISE-R Checklist.

1. Welcome participants and introduce yourself. 
Invite participants to introduce themselves. Present 
the title of the unit session (slide 1). 

Describe the objectives (slide 2). Ensure that each 
participant understands the objectives.

Encourage a discussion about the problems and 
what participants fi nd challenging about managing 
and motivating workers. Note these on the fl ipchart, 
so that you can use them later in discussions.

Briefl y introduce the 7 Principles on Slide 3, which 
provide the structure for the training on this Module.

Presentation 
and 
discussion

Presentation

Slides 1-3

15 mins

PRINCIPLE 1. Hire workers with the knowledge and skills that your 
enterprise needs (40 Minutes)

Key activities Method Tools Time

2. Explain why getting the right workers is important 
to the performance of the enterprise. Mention:

• the problems and expense (hiring and training 
costs) that can arise if workers are not able to do 
their job;

• the costs that can be saved by making the right 
choices.

Emphasize that the manager needs to analyze the 
tasks that she needs workers to do, so that he/she 
can work out the skills the worker will need. Run 
through slide 4.

Presentation Slide 4 5 mins
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Key activities Method Tools Tim

Lead the group exercise on slide 5 : each group 
needs to elaborate a job description for one of the 
following jobs: 

• Assistant manager

• Security guard

• Cleaner

Have no more than 4 groups. Allow 15 minutes for 
writing the description and 15 minutes for sharing/
discussion.

To avoid losing time on choosing the type of enter-
prise, ask the groups to write down the description 
for the enterprise that was visited. 

To make the discussion more meaningful, when the 
descriptions are completed, copy them and hand 
them out to other groups before they are discussed

Group 
discussion

Slide 5 30 mins

3. Show slide number 6, where common elements 
on a Job Description are listed. 

Stress that a job description will help them to choose 
new workers on the basis of their skills and not take 
into account irrelevant factors e.g. race, religion, 
gender

Presentation Slide 6 5 mins

PRINCIPLE 2. Provide training opportunities (15 minutes)

Key activities Method Tools Time

4. Present Principle 2: Provide training 
opportunities.

Acknowledge that many employers only think about 
the cost and do not have the time to think about the 
advantages listed on slide 7.

Encourage a brief discussion on:
What sort of training for workers would most benefi t 
your enterprise?
Encourage participants to think about training at 
every level of the enterprise.

Present at the ideas given on slide 8 and encourage 
discussion on the sort of skills workers in partici-
pants’ enterprises could share with each other. Ask:
How could this skill sharing increase business fl ex-
ibility – particularly when a worker is absent?

Presentation Slides 7 
and 8

15 mins
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PRINCIPLE 3. Control the demands of the job (20 minutes)

Key activities Method Tools Time

5. Introduce the principle: Control the demands of 
the job, and the advantages set out on slide 9.

Before presenting the remainder of the slide, encour-
age, a group discussion on problems caused by work 
overload and stress, using the question:
What problems have you experienced in your enter-
prise as a result of work overload or stress?

Note the answers on a fl ip chart.

Discussion Slide 9 10 mins

6. Run through the advantages on slide 9 and the 
suggestions on slide 10.

Try to refer back to the problems that participants 
mentioned earlier and how these suggestions could 
have helped avoid these problems.

Remember that they, as entrepreneurs, are also ‘work-
ing’ long hours or doing boring tasks so they should 
be encouraged to relate their experience to that of 
workers.

Discuss whether it is important for them to have con-
trol over their work tasks, and how they balance home 
and work time etc.

Presentation Slide 9-10 10 mins

PRINCIPLE 4. Ensure appropriate supervision (20 minutes)

Key activities Method Tools Time

7. Present the principle: Ensure appropriate super-
vision, and run through the advantages of good 
supervisory practices set out on 
slide 11.

Encourage a group discussion: 
How do you get the balance right between supervi-
sion and personal responsibility?

Presentation 
and 
discussion

Slide 11 10 mins
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Key activities Method Tools Time

8. Run through slide 12 on what participants can 
do.

Talk about the benefi ts of having positive relation-
ships between workers and supervisors – so prob-
lems are shared and resolved quickly.

Clarity over the supervisor’s role (“power”) reduces 
the chance of the supervisor becoming oppressive or 
bullying workers.

Presentation Slide 12 10 mins

PRINCIPLE 5. Be positive and value workers (20 minutes)

Key activities Method Tools Time

9. Present the principle: Be positive and value 
workers. Run through the advantages set out 
on slide 13.

Presentation Slide 13 10 mins

10. Discuss the actions that can be taken, 
which are set out on slide 14. 

Explain that adjusting wages periodically is 
essential as prices change so wages have to 
change. If not workers will not stay or perform 
well.

Spend some time on discussing “feedback on 
performance”. Ask participants:
How many of you have previously received 
feedback on their performance, and how did 
you feel about it?

If no-one has had this experience (very prob-
able), tell a story about how you received 
feedback in a job, and that it led to a positive 
discussion, with you feeling that the manager 
was valuing your work. Emphasize that this 
30 minutes (constructive) feedback session 
helped you to develop improved skills and 
improved your motivation.

Presentation 
and discussion

Slide 14 10 mins
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PRINCIPLE 6. Treat workers fairly (25 minutes)

Key activities Method Tools Time

11. Introduce the principle: Treat workers fairly

Emphasize that workers need be treated fairly and to 
feel they are being treated fairly – otherwise they will 
become demotivated or bitter, or leave. All of these 
are bad for enterprise performance.

Encourage participants to think about how they feel 
when they are treated unfairly e.g. when they don’t 
get an order because someone else is ‘friends’ with 
the customer/decision maker. Encourage them to 
share examples.

Presentation Slide 15 5 mins

12. Introduce the idea of sound enterprise employ-
ment practices. Stress that written contracts can 
help to avoid disputes or uncertainty, because they 
make all of the terms of employment clear.

Explain that long-term employment contracts are 
important because they can make workers feel 
settled. They underline the fact that they have a 
longterm future with your enterprise, so improve 
loyalty, dedication and performance. They also make 
it possible for the worker and the enterprise to plan 
ahead.

Flexibility can help the enterprise to attract the best 
female (and male) candidates.

Presentation Slide 16 10 mins

13. Go through the list of things not to do on 
Slide 17.

Emphasize that the practice of reducing wages 
needs to be strongly discouraged as it can create 
hardship for workers and it encourages workers to 
hide problems rather than solve them.

Some countries even prohibit this in their laws. 

Ask participants to share their practices and their 
understanding of the legal situation concerning 
deducting money from a worker’s salary.

Presentation 
and 
discussion

Slide 17 10 mins
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PRINCIPLE 7. Encourage team spirit (20 minutes)

Key activities Method Tools Time

14. Present the principle: Encourage team spirit and 
go through the benefi ts on slide 18

Presentation Slide 18 5 mins

15. Run through points on the slide.

Jargon: Emphasize that specialist language can be 
helpful when talking to other specialists but it is often 
an obstacle to communication.

Ask participants to share examples of when they 
have not understood what someone is saying and 
pretended they have.

Explain that, with workers, such problems can cause 
mistakes /stoppages or under-performance so they 
need to work to avoid any misunderstandings with 
workers.

Listening to workers: Ask participants if they listen 
to their workers’ comments and act on their ideas. 
If not, why not?

Explain that workers have an expert knowledge of 
their job and their ideas can result in time being 
saved or quality improving. They will also feel valued/
motivated.

Presentation 
and 
discussion

Slide 19 15 mins

Final group work exercise (40 minutes)

Key activities Method Tools Time

16. Final group work exercise

Ask participants to break into small groups (5-6 
persons) to identify the following:

• Two positive examples of practices that they 
noted during the initial enterprise visit, relating to 
managing and motivating workers;

• Three practical, concrete suggestions for 
improved practices relating to managing and 
motivating workers;

• Describe what the impact would be of these 
suggestions. 

Remind participants that their suggestions 
should benefi t both workers and the enterprise. 
If they have no concrete ideas for the

Group 
Discussion
Plenary 
report

Slide 20 40 mins
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Key activities Method Media Time

visited enterprise, participants can think about their 
own enterprise.

Ask the groups to present their suggestions, and 
encourage a discussion on the suggestions made by 
the different groups.

Conclusion and Action Planning (25 minutes)

Key activities Method Media Time

17. Conclusion

Summarize the session. Show the 7 principles again 
and then run through the checkpoints. You could 
ask participants to read them, if you are confi dent of 
their literacy standards.

Invite questions and comments.

Presentation/
Questions & 
Answers

Slides 21-24 10 mins

18. Action Planning

This should take place at the end of the WISE-R 
training, whether this includes all or just some of 
the modules. 

Remind participants of the checklist exercise done 
at the beginning of the session, where participants 
completed the checklist for the enterprise they vis-
ited during the training. 

Explain that the next step is for participants to imple-
ment WISE in their own enterprise. 

Tell them that the fi rst step they will need to take 
is to complete the checklist exercise for their own 
enterprise, to identify possible improvements that 
could be made. From this they will develop an 
Action Plan: a plan for those things they intend 
to improve over an agreed period. This should be 
based on the observations they have made on the 
WISE-R Checklist, and upon active discussions with 
their managers, supervisors and workers.

The Action Plan is a tool that facilitates implementa-
tion of the “improvements”. Without a clear Action 
Plan, managers can forget or be tempted to post-
pone implementation of some actions. The action 
plan will ensure a proper follow up of the initial 
ideas.

Presentation 15. 
mins
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 Key activities Method Media Time

Explain that WISE-R facilitators will help participants 
to develop a strong and realistic plan, and will sup-
port the participants in implementing it, through a 
series of meetings, to be agreed with them. 

It is important that participants agree a date for a 
fi rst meeting with a facilitator, before leaving the 
training.

Explain that It is crucial to involve as many employ-
ees as possible in the development of the action 
plan. The proposed actions are aimed at improv-
ing productivity and the working conditions of the 
employees. If employees are involved in the identifi -
cation of the planned improvements, they are more 
likely to cooperate in their implementation and to 
value the results.

Mention that the ILO can support the facilitators in 
their work with participants and offer further advice 
about the plan and its implementation if needed.

19. End the session. Thank participants for their 
attention and active participation.

Slide 25
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1. Objective, duration, approach and tools

Objective: By the end of this session, participants will: 

Understand more about working time, including different working time 

arrangements, their advantages and disadvantages, and the impact of dif-

ferent working patterns on worker performance and productivity. 

Be able to set working hours and work schedules that make their work-

places healthier, safer, more productive, and more attractive to current and 

potential employees. 

Have the knowledge to make wise decisions on working time arrange-

ments, and be committed to doing so, with the result that the working 

patterns they adopt increase effi ciency and production, rather than reduce 

them.

Duration: Session of 255 minutes (approx. 4 hours, 15 minutes):

• 195 minutes (approx. 3 hours) presentations and group discussion;

• 60 minutes fi nal group work exercise and conclusions.

NOTE: Additional time is required for an enterprise visit prior to the 
training, in order to provide training participants with an initial shared 

experience of looking at workplace organization and practices in one 

enterprise, and completing the WISE-R Checklist. The time required for 

this activity is about one hour plus transportation time to/from the training 

site.

Outputs: Participants willing and able to reduce working hours and/or improve 

working time arrangements in their enterprises.

Methods: Presentations / Group Discussions / Role play

Training Tools: Practical exercises, WISE-R Checklist, slides or transparencies, and the 

WISE-R Action Manual

2. Session design 

Pedagogic strategies:

• Introduce the principles for the design of working time in an enterprise; 

• Identify the causes and consequences of long working hours and how to prevent them; 

• Propose practical solutions; 

• Obtain the participants’ own ideas from their experience.

Trainers’ Guide to WISE-R Module 3
Designing and Managing 

Working Time
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3. Division

This session is divided into nine sub-units, plus exercises: including presentations on the 7 

principles.

Sub-units Time available 

Introduction 25 minutes

Principle 1: Avoid wasting time to prevent long working hours  40 minutes 

Principle 2: Provide enough worker rest time  30 minutes 

Principle 3: Structure shifts for maximum effectiveness  25 minutes 

Principle 4: Avoid or minimize the use of night work  20 minutes 

Principle 5: Consider using fl exible working time arrangements  15 minutes 

Principle 6: Limit the use of overtime  20 minutes 

Principle 7: Involve workers in the design of work schedules  25 minutes 

Total Technical topics 200 minutes 

Group Discussion/Practical Exercises  30 minutes 

Conclusion  25 minutes 

Total Module 255 minutes  

4. Preparation for the training session 

Read through all the training materials and prepare yourself for potential questions. Make sure 

that computer equipment and projectors are available and functioning. If not, print the PowerPoint 

presentation on transparencies and use an overhead projector. If there are no facilities, prepare 

fl ipcharts or handouts in advance.  

5. Equipment needed 

– A computer with PowerPoint programme or an LCD projector;

– A screen or a white wall; 

– A fl ip chart and paper; 

– Transparency pens for each work group;

– Some A4 papers, two pens and two staplers for the Role Play; 

– Some music for exercise (this can be in your computer).  

6. Instructions for Exercise 1: Role play 

You need 4 people:

1. A delivery person;

2. A mechanic;

3. A trained worker;

4. An untrained/new worker.  
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Role play: Make name plates 

Objective: To show the importance of saving working time.

Scene: Prepare one row of three tables for each team with the following items on them.  

Workers
Table 1
Raw material 
delivery section

Table 2
Machinery

Table 3
Work place 
organisation 

Row 1 

Enterprise A
Well-trained A4 paper and 

a pen

Fully functioning 

(loaded) stapler

Provide a clean, 

well organized 

work area 

Row 2 

Enterprise B
Untrained

or new

Nothing, but the 

delivery person 

stands there

Only a stapler 

without any 

staples in it

Litter table with 

piles of books 

and papers, 

leaving little 

workspace

Instructions to role play participants 

Before starting the session: 

Select 3 people for the exercise and explain their roles to them. One more person will be needed 

to play the role of the untrained worker. Do not let the untrained worker know that you are giving 

instructions to the others. Their roles are as follows:

• Trained worker: Show him/her how to make a simple name plate, using the instructions below. 

• Delivery person: he/she should chat with the worker about family, weather, etc. for half a 

minute, and then say “Oh, fi nally the raw materials have arrived! Here you are!” and then put 

the paper and a pen on the table.

• Mechanic: when the untrained worker calls, she/he should come and put some staples in the 

stapler. 

When the session begins: 

The untrained/new worker is not supposed to know that the above three people have been pre-

pared. The idea is to announce a competition between enterprise A and enterprise B, to see who 

can make a name plate the quickest.  

The worker Enterprise A (the trained worker) will be familiar with his/her tasks. The raw materi-

als are ready, so he/she will pick them up and start the work. The workplace is clean, comfort-

able and well organized. He/she will be able to fi nish the work before the untrained/new worker 

representing Enterprise B.  

The untrained/new worker has a completely different experience. He/she arrives ‘at work’ and 

goes to the “Raw materials section”. He/she has no instructions and the papers (raw materials) 

have not been delivered. The delivery is not on time, so he has to wait while chatting with the 

lady. The raw materials fi nally arrive (thanks to the delivery person). But when the untrained 

worker goes to the workspace, it is badly organized and the worker has inadequate space. He/

she tries to do the job anyway, but the stapler doesn’t work, because there are no staples inside it. 

She/he asks the mechanic to fi x it. The mechanic fi lls the stapler. 

After all this wasted time, he/she will fi nish the job well after the worker in Enterprise A. 
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7. Potential questions and answers 

Question 1: What does it mean to ‘negotiate working time’? 

Answer 1: Typically, legislation sets some basic limits for working time: those that are necessary 

to protect workers’ health or are judged to be in the broader interest of society. An employer’s 

right to unilaterally determine working time design might also be constrained by national labour 

laws and/or regulations (there might be a duty to consult workers on this decision).  

However, most issues concerning working time, especially scheduling are normally open to 

negotiation between employers’ and employees or their representatives, at the national, industry 

and/or enterprise levels.  

Question 2: What can employers do to help night-shift workers to cope, in addition to work 
schedule reorganization and environment modifi cation? 

Answer 2: Employers can also give shift workers practical advice, for example, on sleep patterns 

and on issues such as diet and exercise.  

For shift workers, achieving suffi cient good quality sleep is a challenge and should be a prior-

ity. Avoiding caffeine and alcohol prior to sleeping times, ensuring that their sleeping room 

is comfortable, and taking steps to block out noise and light as far as possible, are all useful 

steps. Adjusting eating and drinking habits and doing regular physical exercises can also help to 

decrease some of the detrimental effects of night work and increase well-being or alertness.  
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Step by step guide to Module 3

1. Introduction (25 minutes)

Key activities Method Tools Time

If this is the fi rst WISE-R Module to be taught, 
refer to the General Introduction to WISE–R train-
ing and briefi ng on the WISE-R Checklist.

1. Welcome participants and introduce yourself. 
Invite participants to introduce themselves.  

Present the title of the session (slide 1). Describe 
the objectives (slide 2). Ensure that each participant 
understands the objectives. 

Mention the 7 principles that will be discussed 
(slide 3). This outlines the structure of the session. 
Talk briefl y about the 24-hour cycle (slide 4). 

Presentation Slides 1-4 10 mins

2. Open the session with group discussions to intro-
duce the subject to participants. The fi rst question is 
“What is normal and actual working time?” 

Ask participants to talk in pairs or in threes to dis-
cuss basic working time rules at their own enter-
prises, such as the number of hours worked, and 
starting and end times of the working day. Then 
invite them to share their experiences/ideas with the 
entire group 
(slide 5). 

Finally, present the defi nition of working time (slide 
6). Stress also the two important dimensions of 
working time, which impact on productivity, workers’ 
health and safety, and family life (slide 7).

Group 
Discussion/
Presentation

Slides 
5-7

15 mins
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PRINCIPLE 1. Avoid wasting time, to prevent long working hours 
(40 minutes) 

Key activities Method Tools Time

3. Explain the importance of reducing the need for 
long working hours by mentioning that excessive 
work hours become a risk for the employees’ health 
and safety. In contrast, reducing long working hours 
actually enhances the enterprise’s productivity, and 
thus improves its production and income.

Presentation Slide 8 5 mins

4. Exercise 1: Role Play 

See the complete instructions for the Role Play in 
the “Notes for Trainers” (above).

Role play Slide 9 15 mins

5. After the Role Play, ask participants to talk in 
pairs or threes to share their opinions and comments 
on the problems they experienced and why these 
types of problems occur. They should also discuss 
how they felt about their lack of tools etc.

Ask them to discuss the problems that enterprises 
face in meeting deadlines; the cost of unproductive 
time, such as when workers are waiting for materials 
or for tools to be available. What ideas do they have 
for avoiding these?

Then invite each group to share the group’s 
ideas with the rest of the participants. WriteKey 
ideas down on a fl ip chart and provide your own 
comments.

Group 
Discussion

Slide 9 10 mins

6. Present Principle 1: Avoid wasting time to prevent 
long working hours. 

Some practical measures to reduce the need of 
excessively long hours of work are presented on 
slide 10.

Presentation Slide 10 5 mins
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PRINCIPLE 2. Provide an adequate amount of resting time 
(30 minutes)

Key activities Method Tools Time

7. Present Principle 2: “Provide enough worker rest 
time”. 

Begin by emphasizing why rest time is essential. 
Explain that lack of adequate rest breaks builds 
fatigue and stress, which can have negative effects 
on workers’ health. Moreover, if workers are tired, 
they will work more slowly, be less productive, and 
make more mistakes. The cost of errors, in terms of 
rejects or faulty products, breakages, and accidents, 
can be expensive. 

Ask participants if they notice that there are “peak” 
and “dip” periods during the workday, and ask 
when these occur. Emphasize the importance of rest 
breaks, including “mini-breaks” of 1-2 minutes. 

Organize the discussion about:
What do you do in order to reduce workers’ fatigue 
and thus increase productivity? 

Review some possible measures for minimizing 
fatigue (Slide 11).

Presentation/
Group 
Discussion

Slide 11 20 mins

8. Present the practical measures to be taken in 
order to reduce workers’ fatigue as mentioned on 
slide 11.

Presentation Slide 11 5 mins

9. Tell participants that, when programming rest 
breaks, employers should consider break length, 
type and other factors.  

Measures can and must be taken to minimize risk 
of errors and accidents. 
Advise participants that the measures that they take 
will vary by length, type, and other factors depending 
on the situation and context.  

If possible put on some music and make the partici-
pants do some exercises (walking, jumping,) for one 
minute. Then continue the session. Ask them how 
they feel afterwards or wait until a while later (per-
haps 20 minutes) to see if participants can notice 
if their concentration/active listening improved after 
the break. 

Ask participants:
What do you do in your enterprise to reduce worker 
fatigue?

Presentation Slide 12 5 mins



 31

Trainer’s Guide

PRINCIPLE 3. Structure shifts for maximum effectiveness 
(25 minutes) 

Key activities Method Tools Time

10. Present Principle 3: Structure shifts for maxi-
mum effectiveness.  

(NOTE: This principle can be omitted if none of the 
participating enterprises use shift work.)  

Acknowledge that shift work is necessary for some 
types of operation, but point out that it can have 
negative effects on workers and also on work 
performance. 

Mention some of the advantages and disadvantages 
of using shifts. 

Mention that there are two general types of shift 
systems: fi xed and rotating shifts.  

Note that if the work is monotonous, the workers will 
lose concentration more easily and will become tired 
faster. Frequent mental or physically stimulating 
breaks are recommended for this type of job.

Presentation Slide 13 5 mins

11. Ask participants to talk informally in pairs or 
threes to discuss: 

• Problems that they foresee/have 
experienced with using shift work; and

• Ideas for solving these problems. 

Then invite each of the groups to share their discus-
sions with the entire group

Group 
Discussion

Slide 14 15 mins

PRINCIPLE 4. Avoid or minimize the use of night work (20 minutes)

Key activities Method Tools Time

12. Present the principle: Avoid or minimize the use 
of night work.  

Night work requires people to behave in opposition 
to their natural biological timing system. Some fac-
tors such as workers’ gender, age and other indi-
vidual circumstances should be considered when 
using night work. 

Presentation Slide 15 5 mins
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Key activities Method Tools Time

Mention possible negative effects of night work, 
especially for pregnant women. 

Also mention that there can be positives for workers 
and for the enterprise.

13. Start by asking the entire group if any of their 
enterprises uses night work. If not, proceed immedi-
ately with the presentation. 

If some of the participants use night work, ask them:
Has your business had any problems as a result of 
using night work? 
Can you think of any practical alternatives to using 
night work?

Presentation/ 
Group 
Discussion

Slide 15 10 mins

14. Explain some practical measures to be taken 
if it is impossible to avoid the use of night work, as 
mentioned on slide 16. 

(NOTE: This principle can be omitted if none of the 
participating enterprises uses night work).

Presentation Slide 16 5 mins

PRINCIPLE 5. Consider using fl exible working time arrangements 
(15 minutes) 

Key activities Method Tools Time

15. Present Principle 5: Consider using fl exible 
working time arrangements 

Present the benefi ts, on slide 17, remembering to 
explain why the benefi ts are achieved.

Presentation Slide 17 5 mins

16. Ask the participants if any of them have any 
kind of fl exible working time arrangements in their 
enterprises and ask them to explain what it entails.

Afterwards, present the different fl exible work-
ing time arrangements and discuss how these 
work using the Action Manual to provide more 
information.

Presentation/ 
Group 
Discussion

Slide 18 10 mins
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PRINCIPLE 6. Limit the use of overtime (20 minutes) 

Key activities Method Tools Time

17. Present Principle 6: Limit the use of overtime. 

Begin by introducing the basic defi nition of overtime: 
“All hours worked in excess of the normal hours.”  

Ask the participants whether the national legislation 
about overtime regulation.  

Ask them:
Do any of you use overtime work in your enterprises?
What advantages and disadvantages have you expe-
rienced, linked to overtime. 

Next, explain some of the advantages and disadvan-
tages as on the slide 18.  

Note that workers themselves are often happy to 
work some overtime – assuming that it is properly 
paid – because of the extra income it provides. BUT 
overtime can be costly for employers who have to 
pay higher wages that include overtime premiums. It 
can also create additional management/supervision 
challenges.  

Then review other negative effects of overtime work, 
such as stress, fatigue, poor health, and reduced 
performance. Remind participants that long periods 
of effort also tend to produce negative motivational 
effects. 

Finally, when paid overtime hours are unequally dis-
tributed amongst workers, this can lead to jealousy 
and reduced motivation.

Presentation/ 
Discussion

Slide 19 10 mins

18. Run through the practical ideas on what you 
can do to reduce the negative effects of overtime, as 
mentioned on slide 20.

Presentation Slide 20 10 mins
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PRINCIPLE 7. Involve workers in the design of work schedules 
(25 minutes) 

Key activities Method Tools Time

19. Present the principle: Involve workers in the 
design of work schedules 

Begin by explaining the meaning of the ‘work 
schedule.’ 

Emphasize the importance of having workers 
participate in the design of “work schedules”. 
Fundamentally, this is a question of improving the 
“fi t” between workers and their jobs, which will 
improve job performance. 

Go on to slide 22, to again remind 
participants that, when preparing work schedules, 
it is important to consider the individual’s needs, as 
well as the production requirements

Presentation Slides 21-22 10 mins

20. Ask participants to talk informally in pairs and 
threes and “brainstorm” ideas for how to get workers 
involved in the design of work schedules. Then invite 
them to share their discussions with the entire group 

Some practical ideas include:

– The use of a basic questionnaires about work-
ers’ needs according to their age, gender, family 
responsibilities, and individual circumstances;

– A comments box;

– Lunchtime discussions.

Group 
Discussion

Slide 22 15 mins

FINAL GROUP WORK (30 minutes) 

Key activities Method Tools Time

21. Final group work exercise

Ask participants to form small groups 
(5-6 persons) to identify the following: 

• Three positive examples of working time design 
that they noticed during the initial enterprise visit 
concerning working time; 

• Three practical, concrete suggestions for 
improved working time practices relating to work-
ing time in the enterprise;

Group 
Discussion 
Plenary 
report

Slide 23 30 mins
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Key activities Method Tools Time

• One or two suggestions for involving workers in 
improving work schedules; 

• The potential impact that these previous sugges-
tions could have. 

Remind participants that their suggestions should 
benefi t both workers and the enterprise. 

When the groups return, ask them to present their 
suggestions and encourage a discussion of the dif-
ferent suggestions made.

Conclusion and action planning (25 minutes) 

Key activities Method Tools Time

22. Conclusion: Go through all of the WISE-R 
Checkpoints (slide 24-26). Invite questions and com-
ments (slide 27).

Presentation/
Questions & 
Answers

Slides 24-27 15 mins

23. Action Planning 

This should take place at the end of the WISE-R 
training, whether this includes all or just some of 
the modules.  

Remind participants of the checklist exercise done 
at the beginning of the session; where participants 
completed the checklist for the enterprise they vis-
ited during the training.  

Explain that the next step is for participants to imple-
ment WISE in their own enterprise.  

Tell them that the fi rst step they will need to take 
is to complete the checklist exercise for their own 
enterprise, to identify possible improvements that 
could be made. From this they will develop an Action 
Plan: a plan for those things they intend to improve 
over an agreed period. This should be based on 
the observations they have made on the WISE-R 
Checklist, and upon active discussions with their 
managers, supervisors and workers. 

The Action Plan is a tool that facilitates implementa-
tion of the “improvements”. Without a clear Action 
Plan, managers can forget or be tempted to post-
pone implementation of some actions. The action 
plan will ensure a proper follow up of the initial ideas

Presentation 10 mins
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Key activities Method Tools Time

Explain that WISE-R facilitators will help participants 
to develop a strong and realistic plan, and will 
support the participants in implementing it, through 
a series of meetings, to be agreed with them.  

It is important that participants agree a date for a fi rst 
meeting with a facilitator, before leaving the training. 

Explain that It is crucial to involve as many employ-
ees as possible in the development of the action 
plan. The proposed actions are aimed at improv-
ing productivity and the working conditions of the 
employees. If employees are involved in the identifi -
cation of the planned improvements, they are more 
likely to cooperate in their implementation and to 
value the results. 

Mention that the ILO can support the facilitators in 
their work with participants and offer further advice 
about the plan and its implementation if needed.

25. End the session. Thank participants for their 
attention and active participation

Slide 28
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1. Objective, duration, approach and tools

Objective: By the end of this session, participants will be able to analyze wage and 

benefi t practices in their company, and be motivated to take practical 

actions to improve those arrangements.

Participants will understand:

• Different types of pay and benefi ts and their link to worker and busi-

ness performance;

• The steps they can take in order to develop and implement transparent 

wage practices;

• 3) How to adjust and manage their wage practices to attract and retain 

the best workers.

Duration: Session of a maximum of 260 minutes – 4 and half hours (excluding 

enterprise visit):  

• 200 minutes (less than 4 hours) presentation and group discussion;

• 60 minutes group work exercise and conclusions.

NOTE: Additional time is required for an enterprise visit prior to the 
training, in order to provide training participants with an initial shared 

experience of looking at workplace organization and practices in one 

enterprise, and completing the WISE-R Checklist. The time required for 

this activity is about one hour plus transportation time to/from the train-

ing site.

Outputs: Participants willing and able to improve the wages and benefi ts arrange-

ments in their enterprises

Methods: Presentations / Group Discussions / Role play.

Training Tools: Practical exercises, WISE-R Checklist, PowerPoint slides or transparen-

cies and the WISE-R Action Manual.

2. Session design 

Pedagogic strategies:

– Introduce core ideas relating to the design of wages and benefi ts in an enterprise; 

– Identify the essential role that well designed wages and benefi ts play in attracting,  motivat-

ing, and retaining workers; 

– Propose practical approaches that participants can use to improve the design and  administra-

tion of the wages and benefi t packages they offer; 

– Obtain the participants’ own ideas based on their experience.

Training Guide to WISE-R Module 4
Managing Wages and Benefi ts
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3. Division

This session is divided into 10 sub-units, including exercises and the conclusion, and will take 

around 4 and half hours, if all activities and discussions are included.

Sub-unit Time available

 1. Introduction 15 minutes

 2. What we mean by wages: employers’ and workers’ views 20 minutes

 3. How to create a clear job structure 30 minutes

 4. How to choose the right wage settings 25 minutes

 5. Some ways to link work done to wages AND the importance 

    of keeping wages at the right level 

15 minutes

 6. Encourage workers with incentives and benefi ts 45 minutes

 7. Create a transparent wage payment system 25 minutes

 8. The importance and benefi ts of communicating wage policies 10 minutes

Total Technical topics 200 minutes

 9. Group Discussion/Practical Exercises 30 minutes

10. Conclusion 30 minutes

Total 260 minutes

4. Preparation for the training session

Read through all the training materials and prepare yourself for potential questions. 

Make sure that computer equipment and projectors are available and functioning. If not, print the 

PowerPoint presentation on transparencies and use an overhead projector. If there are no facili-

ties, prepare fl ipcharts or handouts in advance. 

5. Equipment needed

– A computer with PowerPoint programme:

– An LCD projector; 

– A screen or a white wall; 

– Flip chart paper and note paper;

– Transparency and pens for each work group;

– Some A4 papers and pens for each participant; 

– Copies of Annex 1.
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6. Potential questions and answers

The following are potential questions that may be asked by participants in the course of running 

this session, together with sample answers. There may be other questions, but most of them will 

be relatively easy to answer by studying the WISE-R Action Manual.

Question 1: Why do two workers doing the same job sometimes get paid a different salary 
and how can this be justifi ed?

Answer 1: This is a common situation and can create envy and frustrations at the workplace. 

Sometimes this salary difference is due to the number of years of service in the enterprise, where 

a worker is being rewarded for his/her loyalty. In other cases it can be due to family circumstances 

where, for instance, some workers get an extra benefi t for each child they are responsible for. 

Another, explanation can be that one worker has more experience and/or training that the com-

pany can benefi t from. A company can also decide to provide a higher wage for a certain level of 

education or specifi c experience that is valuable to the company.

The most important issue is that the companies have a clear and transparent wage structure (and 

pay points). If the company has this in place, workers will understand the differences in salaries 

and be motivated to be more productive and loyal and develop their skills so they can also get 

increased benefi ts. 

Question 2: My employees ask for advances on their salaries and often request a short term 
emergency loan. It would take a lot of time for me to organize and manage this. Should I 
do it?

Answer 2: This is a very common request in most SMEs. In fact, advances can be managed 

fairly easily with good record keeping. It is best to record advances made (and reductions made 

later to ‘repay’ the advance) on the pay slip. In this way, everyone is clear what is happening. 

For loans, there are 2 options:

1. Establish a partnership with a local bank so that the bank can provide loans on favourable 

conditions to your workers, and you can provide some guarantee to the bank. The advantage 

of this is that you avoid the administrative burden of managing loans, which is not your core 

business.

2. If it is impossible to establish a partnership with a local bank, you might consider providing a 

loan ‘service’ for your workers on an exceptional basis (for instance, to deal with emergencies). 

However, before you introduce this benefi t, be careful to write clear instructions and criteria for 

the loans and discuss these in advance with your employees. If this is not done, some workers 

could feel unfairly treated, when other employees receive a loan and they do not.

Question 3: Workers demand annual wage increases that are much higher than the mini-
mum legal increase. As my SME cannot support additional expenses, I provide them only 
with the legal minimum, and my workers view this as a lack of goodwill on my part. How 
can I avoid this problem?

Answer 3: This is also a common problem for SMEs. 

Looking at this from the employee’s perspective, you need to remember that the prices that work-

ers pay for things are always going up and the legal minimum wage can be slow to catch up with 

these rises. Also, often the legal minimum is very low and really does not enable workers to meet 

their daily needs, particularly if they have extra expenditures, perhaps relating to sickness in 

the family. 
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However, from your perspective as an entrepreneur, you have to make sure that your business 

remains viable. 

To ensure that your employees understand the true fi nancial situation in the company, you should 

provide your workers with regular updates on business performance. Some basic fi nancial fi gures 

would help them to understand the diffi cult situation of your company. 

If they can see that a bigger wage increase would lead the company to losses and would endanger 

their jobs, they may be more likely to accept your decision. At the same time, they might have 

ideas that can help you to increase productivity, so that a higher wage increase is possible.

Another option that many companies already apply is to provide employees with “profi t shares”. 

This means that, when the company makes an extra profi t, the workers receive part of it, usually 

at year end after closing the books. This can motivate workers to improve their productivity but, 

again, such schemes have to be managed in a careful and transparent way.
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Annex 1: Job-scoring table for exercise one

 Job factors Score range Job of cook
Job of 
waiter/
waitress

Education level needed to do the job (school 
attendance to age 16, until 18, or completion 
of higher education)

0 - 20

Skills, experience needed to do the job 
(0 to 1 year, 2- 5 years, 6+ years)

0-30

Effort: Mental, physical or emotional 0-20

Level of responsibility (e.g. for staff or 
processes, for confi dentiality, e.g. payroll 
department employee, or equipment e.g. 
maintaining and fi xing offi ce equipment)

0-50

Consequence of errors (on fi nance, 
customers or production)

0-50

Working conditions (e.g. exposure to oil and 
dust, frequent interruptions by telephone and 
in person, moderate and constant exposure 
to noise)

0-30

Total
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Step by step guide to Module 4

1. Introduction (15 minutes)

Key activities Method Tools Time

If this is the fi rst WISE-R Module to be taught, 
refer to the General Introduction to WISE–R train-
ing and briefi ng on the WISE-R Checklist.

1. Welcome participants, introduce yourself, and 
invite participants to introduce themselves. 

Present the title of the unit (slide 1). 

Describe the objectives (slide 2). Ensure that each 
participant understands the objectives. 

Introduce the 9 Principles on slide 3, explaining 
them briefl y as necessary.

Presentation Slides 1-3 15 mins

2. What we mean by wages: employers’ and workers’ views (20 minutes)

Key activities Method Tools Time

2. Present slide 4, on the defi nition of wages, and 
then ask:

How do you pay your workers and what are the 
common local practices for this e.g. giving rice + 
money. 

The responses to this will give you some practical 
examples, which you can use when giving examples 
later.

Ask participants about what they know and under-
stand about local/national laws – (You may wish to 
add a slide on this, providing some brief facts).

Presentation Slide 4 5 mins

Discussion 5 mins

3. Present slide 5 and explain why wages and ben-
efi ts are important for productivity. 

Present the points on slide 6 and emphasize that 
workers and employers have different points of view 
on salaries. 

Stress the importance of being clear, fair, and con-
sistent, when you decide what amount you will pay 
your employees.

Presentation Slides 5-6 10 mins
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Key activities Method Tools Time

Explain why clarity is important and how it contrib-
utes to trust and loyalty. That, it helps to maintain 
good worker-employer relations and to avoid building 
tension.

Talk about the importance of Principle 1: Understand 
both points of view. 

Emphasize that consulting together can help both 
workers and employers understand each other and 
the business.

3. How to create a clear job structure (30 minutes)

Key activities Method Tools Time

4. Start this session with a small group discussion 
in which participants exchange their experiences on 
the basis of the questions below. They will then give 
feedback to the whole group.

Write the questions on a fl ip chart so it is easier for 
participants to follow/understand them.

Questions:
What factors do you use to help you to choose the 
best person for the job?
How do you avoid being infl uenced by other things, 
such as family ties, religion, sex or disability?

Encourage participants to refl ect on their personal 
experiences as candidates, as well as employers. 

Emphasize that being objective will produce the best 
result for the business and the candidate.

Mention Principle 2: Create a clear job structure, 

This is the best starting point for objective decisions 
on job appointments and pay. Present the 4 impor-
tant steps to creating a fair job structure as indicated 
on slide 9.

Discuss the fi rst step: Find out who does what 
(create an organizational chart). 

Use a fl ip chart to draw a basic organizational chart 
– use one of the participants’ enterprises as an 
example.

Discussion Slides 7-10 10 mins
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Key activities Method Tools Time

Introduce the second step: preparing a comprehen-
sive job description for each job. 

An example of a job description can be found on 
slide 10. Mention that this subject is also discussed 
in WISE-R Module 2 on Managing and Motivating 
Workers.

5. Move on to the next step, next step: Create a list 
of job factors that you can use to compare and 
rank all jobs in your enterprise.

Remind participants that this involves comparing 
the skills the jobs involve and their importance to 
the participant’s business. 

On slide 11 you will fi nd an example of a job rank-
ing exercise involving a secretary and a guard. Run 
through this table, explaining to participants the 
factors that should be considered, how they are 
weighted and scored. But emphasize that the scor-
ing must relate to their business. 

For example, if they run a high quality jewelry shop, 
the security guard/driver may score more than one 
that sits at the door of a small (low value) enterprise.

Presentation Slide 11 5 mins

6. Exercise 1: Job scoring 

Distribute a printed copy of Annex 1 before begin-
ning this exercise. 

Ask participants to work in pairs or small groups, to 
score the jobs of cook and waiter/waitress using the 
comparative table in the Annex. Refer to the copy of 
the table on slide 12 to clarify the task.

Discuss with participants what additional information 
they would need (in reality) to make a more accurate 
assessment, emphasizing that you should normally 
use a job description and be aware of all of the cir-
cumstances, not just use the job title.

Discuss the different groups’ score sheets in plenary 
and talk about why there are differences between 
the groups. Encourage participants to distinguish 
objective from subjective criteria.

Group writ-
ing activity

Slide 12 15 mins
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Key activities Method Tools Time

Provoke discussion on objectivity by asking ques-
tions such as:

How would the score change if these jobs change if 
they are normally held by men or women? 

The correct answer is ‘not at all’, as this does not 
change the job.

Indicate again that it is important to use objective 
factors and sub-factors to rank jobs. This will help 
participants to value jobs in a fair way that is not 
affected by irrelevant matters or by characteristics 
being overlooked. 

4. How to choose the right wage settings (25 minutes)

Key activities Method Tools Time

7. Present the ‘Principles for wage setting’ on slide 
13 and stress the fact that an employer should not 
pay any worker less than the legal minimum wage.

Encourage group discussion on the sources of 
information on wage practices and levels that partici-
pants fi nd most useful in their locality or industry.

Presentation Slide 13 10 mins

Explain to participants that once they have cre-
ated a clear job structure, they can develop a wage 
structure. 

The fi rst thing is to develop the “Pay Levels”. This 
means that participants have to give every job a 
pay range (with a minimum and a maximum). 
Emphasize that having a range is important, so that 
all workers can see that they have the chance to 
improve their pay as time goes on, even if they stay 
in the same job. This can be very important for staff 
motivation and retention, as well as recruitment.

Make sure that the idea of overlapping pay grades 
is understood by using examples of jobs done in par-
ticipants’ enterprises.

Presentation Slides 14 -15 15 mins
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Key activities Method Tools Time

Ask the participants for examples of what could be 
“milestones” or criteria that they could use to justify 
awarding pay points. Examples could include the 
numbers of years working at the company, the com-
pletion of a training programme, etc.

Indicate the importance of being transparent about 
the pay points to avoid misunderstandings and 
emphasize that consultation with workers or their 
representative is very important.

5. Some ways to link work done to wages and keeping wages 
at the right level (15 minutes)

Key activities Method Tools Time

8. Present slide 16, which introduces Principle 5: 
Different ways of linking work 
and pay.

Explain the pros and cons of the 3 ‘pay’ modalities 
presented.

Ask participants to imagine they are 
employers (if they are not!) and to say which method 
they would favour. Count the votes for each of the 
three modalities and write the results on a fl ip chart. 

Next, ask them to imagine they are 
employees, and ask the same question. Count the 
votes again and discuss the difference between the 
perspective of the employer and the employee.

Emphasize that the choice of how pay and work 
are linked is open to the employer, but that it is 
important to understand how that choice affects the 
employee’s performance. Consultation is recom-
mended as the best way to understand this.

Presentation Slide 16 5 mins
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Key activities Method Tools Time

9. Present slides 17 on Principle 6: Adjust wages as 
the cost of living changes.

Encourage a discussion aimed at identifying local or 
common practices with the question:
What will happen if you don’t review wages regularly?

Stress the benefi ts of worker consultation and the 
importance of sharing information about the busi-
ness, so workers can understand the employer’s 
point of view.

Use this as an opportunity to emphasize the de-mo-
tivating effect that losing experienced staff can have 
on those who remain. Stress the benefi t of having 
regular reviews of wages, rather than waiting until 
employees are unhappy or complain.

Small Group 
Discussion

Slide 17 10 mins

6. Encourage workers with incentives and benefi ts (45 minutes)

Key activities Method Tools Time

10. Present Principle 7: Encourage workers with 
incentives and benefi ts, presented on slide 18.

Once again, make the link between pay (incentives 
etc.), motivation and productivity.

Stress the importance of giving all workers feedback 
about their performance and on what they can do to 
access higher benefi ts

Presentation Slide 18 5 mins

11. Exercise 2: Role play (20 mins)

Ask volunteers to role play these scenarios. 
Encourage them to use their imaginations.

Instructions:

Role play the following meetings in which employees 
receive feedback from their employer.

1. Employer is happy with a worker’s work in 
general, but the worker is often late and absent 
without notice.

2. Employer feels the worker makes too many 
mistakes. The worker feels he/she needs more 
training. The worker is also being bullied by the 
supervisor.

Role play Slide 19 20 mins
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Key activities Method Tools Time

After the role play, discuss with participants how 
they felt during the role play, and how they, as 
employers, can make a performance review a moti-
vating (and not a de-motivating) activity.

Emphasize that a review must be a 2-way process 
and it should include making plans for the future 
e.g. training opportunities.

12. Present the ideas on slides 20, 21 and 22, con-
centrating on those incentives/benefi ts that would be 
most realistic/practical for these participants to use. 

Emphasize the importance of clarity and fairness of 
benefi ts and their criteria and the negative effects 
if these are not achieved. Discuss how participants 
can ensure fairness and openness when they give 
out bonuses.

Presentation Slides 20, 21 
and 22

10 mins

13. Present slide 23 and ask the participants to 
come up with at least 10 non-cash incentives.

Stress that:

– improving work conditions and having respect-
ful relationships with workers can dramatically 
improve worker morale and satisfaction. These 
are incentives that have no cost.

– It is important to talk to workers to identify the 
incentives that they would fi nd most motivating.

Use examples, to show different interests and con-
cerns e.g. what incentive would motivate a young 
worker who has no responsibilities compared with 
a more mature worker who cares for an elderly 
relative?

Presentation/ 
Discussion

Slide 23 10 mins
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7. Create a transparent wage payment system (25 minutes)

Key activities Method Tools Time

14. Present slide 24 and indicate the importance 
of Principle 8: Create a transparent wage payment 
system. 

Advise participants that their aim should be to 
develop an easy-to-read wage slip that the worker 
gets a copy of, and that shows the workers’ wage 
and how it was calculated. 

Use a fl ip chart to note down any laws or local 
requirements for wage administration (you may wish 
to add a slide on this)

Emphasize that, in fact, all these laws are important 
and none of them should be ignored.

Presentation Slide 24 10 mins

15. Exercise 3: Pay slip design (15 mins) 
(Do not show the slide until the groups have 
worked on the task)

By working in small groups, participants will design 
and present the “ideal” pay slip, containing all the 
information that they think should be included. 

Ask one or two groups to present their draft to the 
whole group before showing slide 25. 

Discuss the differences between the groups and 
between all of these and the version on the slide. 

Reaffi rm why certain items are included 
(to ensure transparency/clarity or to enable workers 
to check the calculation). But, remind participants 
that this is only one way to draw up a payslip and 
emphasize that clarity and reliability are the most 
important features.

Indicate that nobody likes paperwork but it is impor-
tant for the business to do it, particularly when it 
concerns pay and other fi nances.

Group writing 
activity 

Slide 25 15 mins
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8. The importance and benefi ts of communicating wage policies 
(10 minutes)

Key activities Method Tools Time

16. Introduce Principle 9: Benefi t from communi-
cating your wage policy.

Emphasize the fact that, if the training tips are fol-
lowed, participants will have created a wages and 
benefi ts package to be proud of. It is something to 
be used and shared with employees and will help 
them to recruit and retain workers.

Encourage a discussion with the question: 
How would you communicate wage policies to your 
employees?

Again, the focus of this presentation should be 
geared to the circumstances of the participants. The 
methods of consultation may vary, but the principle 
of consultation is vital.

Presentation Slides 26-27 10 mins

9. Final Group Work (30 minutes)

Key activities Method Tools Time

17. Final group work exercise

Ask participants to break into small groups (5-6 
persons) to identify the following:

• Two positive examples relating to wages and ben-
efi ts that they noted during the initial enterprise 
visit

• Three practical, concrete, suggestions for 
improved practices relating to wages and benefi ts 
for workers

• Describe what would be the impact of these 
suggestions 

Remind participants that their suggestions should 
benefi t both workers and the enterprise.

If participants have no concrete ideas for the visited 
enterprise, they can think about their own enterprise.

Ask the groups to present their suggestions, and 
encourage a discussion on the suggestions made by 
the different groups.

Small Group 
Discussion 
and Plenary 
report

Slide 28 30 mins
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10. Conclusion (25 minutes)

Key activities Method Tools Time

18. Conclusion: 

Restate the principles and show all of the check-
points (slides 29-30) and invite questions and 
comments (slide 31).

Presentation/
Questions & 
Answers

Slides 29, 30 
and 31

10 mins

19. Action Planning

This should take place at the end of the WISE-R 
training, whether this includes all or just some of 
the modules. 

Remind participants of the WISE-R Checklist exer-
cise done at the beginning of the session, where 
participants completed the checklist for the enter-
prise they visited during the training. 

Explain that the next step is for participants to imple-
ment WISE in their own enterprise. 

Tell them that the fi rst step they will need to take 
is to complete the checklist exercise for their own 
enterprise, to identify possible improvements that 
could be made. From this they will develop an Action 
Plan: a plan for those things they intend to improve 
over an agreed period. This should be based on 
the observations they have made on the WISE-R 
Checklist and upon active discussions with their 
managers, supervisors and workers.

The Action Plan is a tool that facilitates implementa-
tion of the “improvements”. Without a clear Action 
Plan, managers can forget or be tempted to post-
pone implementation of some actions. The action 
plan will ensure a proper follow up of the initial idea.

Explain that WISE-R facilitators will help participants 
to develop a strong and realistic plan, and will sup-
port the participants in implementing it, through a 
series of meetings, to be agreed with them. 

It is important that participants agree a date for a 
fi rst meeting with a facilitator, before leaving the 
training.

Explain that it is crucial to involve as many 
employees as possible in the development of the 
action plan. The proposed actions are

Presentation NO SLIDE 15 mins
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Key activities Method Tools Time

aimed at improving productivity and the 
working conditions of the employees. 
If employees are involved in the identifi cation of 
the planned improvements, they are more likely to 
cooperate in their implementation and to value the 
results.

Mention that the ILO can support the facilitators in 
their work with participants and offer further advice 
about the plan and its implementation if needed.

20. End the session. Thank participants for coming. Slide 32
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1. Objective, duration, approach and tools

Objective By the end of this session, the participants will be able to analyse fam-

ily-friendly policies in their company and be motivated to take practical 

actions to improve those arrangements.

Participants will be able to explain:

• the different types of family-friendly policies and practices;

• the benefi ts of family-friendly measure’s in terms of employee motiva-

tion and performance (productivity), safety and well-being, staff turno-

ver and absenteeism;

• why enterprise production and the quality and quantity of products/

services can benefi t from family-friendly measures;

• maternity protection, its importance for the worker’s and child’s health, 

and the benefi ts it can bring to the enterprise. 

Duration Session of 5 hours approximately: 

• Almost 4 hours group discussion/work;

• 55 minutes fi nal group work exercise/ action planning.

NOTE: Additional time is required for an enterprise visit prior to the 
training, in order to provide participants with an initial shared experience 

of looking at family-friendly arrangements and practices in one enterprise, 

and completing the WISE-R Checklist. The time required for this activity 

is about one hour plus transportation time to/from the training site.

Outputs Participants willing and able to introduce and improve the measures and 

practices in their enterprises to make them more family-friendly.

Methods Presentations / Small Group Discussions / Role play.

Training Tools Practical exercises, WISE-R Checklist, slides or transparencies and the 

WISE-R Action Manual.

2. Session design 

Pedagogic strategies:

– Introduce the core idea that family policies are necessarily part of working conditions and can 

contribute to productivity;

– Identify the different aspects of family responsibilities that impact on workers’ ability to 

carry out their work responsibilities and visa versa;

– Propose practical approaches that participants can use and measures that they can adopt to 

reduce the clashes between family and work responsibilities;

– Obtain the participants’ own ideas from their experience.

Trainers’ Guide to WISE-R Module 5
Family-friendly Measures
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3. Division

This session is divided into eleven sub-units: Introduction, rationale, plus presentations on the 

three principles. More than two and a half hours of the four hours involved is allocated to discus-

sion, group work, and action planning.

 Sub-unit Time available

 1. Introduction 10 minutes

 2. Why are family responsibilities part of working conditions and 

    why should you introduce family-friendly measures?

30 minutes

 3. Making working time work for everyone 15 minutes

 4. Family-friendly leave arrangements 30 minutes

 5. Make maternity protection a reality: introduction and maternity leave 50 minutes

 6. Make maternity protection a reality: health protection 25 minutes

 7. Make workplace maternity protection a reality: breastfeeding 25 minutes

 8. Helping workers with care arrangements 15 minutes

 9. The benefi ts of creating partnerships 15 minutes

Sub-total: 215 minutes 

10. Group Exercise 30 minutes

11. Conclusion and action planning 25 minutes

Total: 270 minutes 

4. Preparation for the training session

Read through all the training materials and prepare yourself for potential questions. 

Make sure that computer equipment and projectors are available and functioning. If not, print the 

PowerPoint presentation on transparencies and use an overhead projector. If there are no facili-

ties, prepare fl ipcharts or handouts in advance. 

5. Equipment needed:

– A computer with PowerPoint programme;

– A screen or a white wall; 

– Overhead projector; 

– Flip chart paper if an overhead projector is not available; 

– Transparency pens for each work group;

– Some A4 papers and pens for each participant; 

– Some pillows, chairs and cables for the role play.
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6. Potential questions and answers

Question 1: What are the advantages and how can I develop an annual leave schedule? 

Answer 1: An annual leave schedule is a schedule that provides for the start and end date of the 

annual leave of all your workers (or of a team of workers). The advantages are that you can plan 

the absence of the worker, ensuring that the work process can continue normally. 

Question 2: How can I avoid abuse of emergency and sick leave?

Answer 2: It is important to have clear rules about the use of this leave. It is also important to 

request a written proof of the reasons for requesting the leave. This provides a written support for 

the leave absences and might help you to avoid abuses. Some companies also provide a certain 

number of unjustifi ed leave (for instance 5 days) that the workers can use. If they know about the 

limited number they will try to respect it, while if no provisions are provided they might not try 

to limit the unjustifi ed leave.

Another important factor is to be fl exible about working time arrangements. If your workers can 

adjust their working time (for instance start and fi nish one hour earlier to accommodate pick-

ing up kids from school) you can avoid many unannounced absences. It is important to fi nd the 

correct balance between being fl exible and ensuring that the results of production/quality are 

respected.

Question 3: My pregnant employees prefer working up to the last moment before giving 
birth and when they come back to work they prefer working without brakes and go home 
2 hours earlier. Shall I authorize this? 

Answer 3: If you can provide this fl exibility to your employees without jeopardizing your pro-

ductivity there is no other reason for not allowing this fl exibility. Many women work until the last 

day of their pregnancy without any problems. You could, though, request a note from the doctor 

indicating that the worker is in good health and that there is no danger in working throughout the 

last weeks of pregnancy. For leaving earlier, it is important to encourage team work because then 

colleagues could try to adjust their time schedule to cover for the time that the concerned person 

leaves earlier. Once that you have made the team responsible as a whole, they will cover for each 

other when fl exibility is needed. 
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Step-by-step guide to Module 5

1. Introduction (10 minutes)

Key activities Method Tools Time

If this is the fi rst WISE-R Module to be taught, 
refer to the General Introduction to WISE–R train-
ing and briefi ng on the WISE-R Checklist 

Welcome participants and introduce yourself. Invite 
participants to introduce themselves. 

Present the title of the unit (slide 1). Describe the 
training aims and make sure each participant under-
stands them (slides 2 and 3).

Underline that the training is about improving the 
workplace conditions in a way that increases produc-
tivity and has a positive effect on the workers’ ability 
to meet family responsibilities. So we are now fi rst 
analyzing how family responsibilities relate to work 
responsibilities.

Presentations Slides 1-3 10 mins

2. Why are family responsibilities part of working conditions and 
why should you introduce family-friendly measures? (30 minutes)

Key activities Method Tools Time

Explain what family responsibilities are as mentioned 
on slide 4 and provide some concrete examples. 

Activity 1: warm-up discussion

Ask participants to:
Share an experience where your family responsibili-
ties clashed with your work. How did it affect your 
work? Your family?

This question is important as it will provide 
you examples that you can use throughout the 
presentations.

If the participants are not providing examples 
immediately, give that a personal example you have 
encountered recently. Afterwards the participants will 
give their examples.

Group 
Discussion

Slide 4 15 mins
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Key activities Method Tools Time

3. Present slide 5 and explain what a family friendly 
workplace is. 

Explain more about WHO has family responsibilities. 
Ask the participants to raise their hands if they have 
family responsibilities. If possible ask those who 
did not raise their hand whether they never had to 
change a work meeting/activity because of a funeral 
they had to attend? Explain that this is also part of 
their family or community responsibilities.

After fi nishing this question present slide 6 indicat-
ing that almost everyone has family responsibilities. 

Then explain WHY family responsibilities are becom-
ing more and more important. 

In the past, in some countries and industries, most 
paid work was done by men and their needs/inter-
ests were considered fi rst. Now in most countries 
both women and man are engaged in paid work 
activities, which complicates sometimes family 
responsibilities.

Secondly, the devastating HIV/AIDS epidemic is 
destroying family and society structures. 

Show the balance on slide 6 indicating that most 
workers are balancing daily their work and family 
responsibilities. 

Present slide 7, emphasizing that family-friendly 
measures are a WIN-WIN business strategy, which 
can help your employees make this balancing exer-
cise easier and even improving your productivity. 

Presentation Slides 5–7 15 mins

3. PRINCIPLE 1. Making working time work for everyone 
(15 minutes)

Key activities Method Tools Time

4. Present Principle 1: Making working time work 
for everyone 

Remind the participants that when you work too 
many hours or do not have enough rest breaks you 
become tired and stressed. Consequently you will 
potentially make more mistakes and accidents. 

Presentation 
and informal 
discussion

Slide 8 15 mins
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Key activities Method Tools Time

Add that, often, people have their best creative ideas 
during breaks. 

Explain that some family responsibilities require the 
presence of the worker at a certain time (for instance 
bringing and picking up children from school). 

Therefore an employer being fl exible about breaks, 
starting and ending time of work, allowing workers to 
bring children to work sometimes, etc. will give work-
ers a way of managing their home responsibilities 
without interrupting their work.

Run through the ideas on slide 8. 
Stress that consultation of workers is a theme that 
runs through all WISE modules because it is very 
important but often forgotten. 
Encourage a brief discussion on the question:
Do you consult regularly with your workers on work-
ing conditions? If so, how?

Remind participants that consulting costs nothing 
and makes those consulted feel valued and involved 
in the business. Consulting can save money because 
people share good ideas and critiques on working 
practices and policies.

More information on fl exible time arrangements can 
be found in the Module on Working Time.

4. PRINCIPLE 2. Family friendly leave arrangements (30 minutes)

Key activities Method Tools Time

5. Present slide 9 on why clear and fair leave poli-
cies are important for your business. 

Present the benefi ts on the slide 9 and encourage 
a brief discussion on how leave could benefi t them 
(personally) and how their workers will benefi t in the 
same way by asking:
What do you do during leave from work and does 
the break have a positive effect on your work per-
formance afterwards?

Emphasize that workers can make the most of their 
leave and look forward to it if they can choose it 
and book it in advance. This also helps businesses 
to make sure they have the staff they need to meet 
orders.

Presentation 
and 
discussion

Slide 9 10 mins
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Key activities Method Tools Time

If the right to leave and how to book it are not clear, 
it can become a source of unhappiness, appear 
unfair, or be wasted because it is given too late.

6. Present the main types of leave on Slide 10.

For sick leave - Emphasize that everyone gets sick 
sometime so it should be planned for by having 
clear procedures in place.

For short emergency leave: 

Sometimes workers with caring responsibilities 
need to take a little time off e.g. to take a child to 
the doctor or dentist, to attend a funeral or to go to 
a local government offi ce. If there is no right to time 
off for this, many workers will feel they have to go 
anyway, and turn up late for work or not at all. This 
creates a problem for the business. 

If businesses have an emergency leave policy, the 
worker can be honest, and just take an hour or two 
off without problems. 

Present maternity leave but indicate that it will be 
dealt with in more detail later.

Prompt brief group discussion by asking participants 
to share opinions on :
What kind of leave is provided in the law and which 
others are offered by companies?

Note the results on the board/fl ip chart and keep 
them handy because you will add to them later.

Presentation 
and group 
discussion

Slide 10 10 mins

7. Present slide 11.

Emphasize the ‘what you can do’ points, stress-
ing that clarity is important for preventing disputes, 
planning ahead and reducing worry. 

Clear information on absence is important for the 
planning process in the company; therefore it’s 
important for you as employer to provide clear 
guidelines about leave policies and requirements. 

Talk about the business arguments for paid leave:

Stress that loyal and experienced workers are the 
most valuable resource an enterprise has and can 
make the difference between success and failure, 
so holding on to them is important. Paying workers 
during leave is a short term cost, but produces long 
term benefi ts in performance, loyalty, trust.

Presentation 
and 
discussion

Slide 11 10 mins
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5. PRINCIPLE 3. Make maternity protection a reality: introduction 
and maternity leave (50 minutes)

Key activities Method Tools Time

8. Present slide 12 (Section 3: Maternity protection 
at the workplace) and theKey points participants 
need to know about pregnancy. Stress that preg-
nancy is a healthy state and the point of maternity 
protection is to keep the pregnancy healthy. Then 
introduce the four areas of action (slide 13). 

Encourage participants to share experiences. Ask 
how many of them have children (ask them to raise 
hands). And some women how they experienced 
their maternity as active workers. 

Stress the increased risks that result from the 
changes, but that they rarely stop women work-
ing – small changes to the way work is done may be 
needed though.

Presentation Slides 12-13 10 mins

9. Activity 2: Group exercise 

Ask the participants to divide in groups and come up 
with 2 measures that entrepreneurs can implement 
in each of the 4 areas:

1. Maternity leave;  

2. Employment protection; 

3. Health protection for the mother and her child, 
before and after birth; 

4. Arrangements for breastfeeding. 

Note the results on the board/fl ip chart and keep them 
handy because you will add to them later.

Activity Slide 14 15 mins
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Key activities Method Tools Time

10. Maternity leave and employment security

Frame maternity leave as one of the types of leave 
discussed briefl y earlier – which arises less often.

Refer back to the previous discussion on national 
provisions for leave and review or further elaborate 
on maternity and paternity leave.

Stress that where laws on maternity protection exist, 
they set out the bottom line – they describe the mini-
mum that employers do. Employers can do much 
more. Employers could develop their own policies 
and practices. 

It is essential – and most countries have national 
laws that provide maternity leave and the right to 
return to the same or equivalent job at the same pay. 

Present the international standards on maternity 
leave (slide 15). 

Stress that in many countries there is not a good 
social insurance scheme in place so the burden 
falls on employers. Encourage a brief discussion on 
national insurance provision or other community 
safety nets in the country. 

Presentation 
and 
discussion

Slide 15 20 mins

11. Present slide 16 on what employers can do by 
stressing that the business will benefi t most from 
introducing good working practices if they are made 
clear to the workers. Workers can then plan ahead, 
and appreciate all the benefi ts and support that the 
employer offers. Indicate that, even if no pay is pro-
vided, the employer is encouraged to provide at least 
part of the salary of the worker.

Presentation
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6. PRINCIPLE 3. Make maternity protection a reality: health 
protection (25 minutes)

Key activities Method Tools Time

12. Role play : Health protection 

Organizing a role play activity can be fun. However, it 
is important not to trivialize the subject and this can 
happen if the activity is not carefully handled. 

2 volunteer participants are fi tted with pillows to 
make their stomach, more or less, the size when 6 – 
9 month pregnant. 

Make sure that the pillows are tightly stropped on 
(uncomfortable), large and heavy – a pillow is not 
enough. The volunteers can be asked to perform a 
series of tasks in front of the group, such as picking 
things up, tying laces, trying to write at a desk. 

They can equally be asked to keep the pillows on for 
a period of time whilst you continue with the training. 

If handled correctly it can help participants see, 
in an amusing way, how simple activities become 
diffi cult and uncomfortable at an advanced stage of 
pregnancy. 

NOTE that:

• pregnant workers should not do heavy lifting 
(more than 10 kg);

• pregnant workers fi nd it diffi cult or uncomfortable 
to hold awkward positions, balance, or do certain 
twisting and bending movements; 

• standing for long periods can give pregnant 
women swollen feet, make walking painful and 
increase the risk of trips and injuries.

Ask them how they felt about the exercise.

At the end explain the picture that is on the slide.

Role Play Slide 17 10 mins
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Key activities Method Tools Time

13. Present slides 18 and 19. Stress that, where 
changes are necessary, the aim of WISE is to help 
participants to fi nd low-cost or no-cost solutions.

Emphasize that dangers and risks can be hidden – 
particularly when chemicals are present – and the 
dangers can affect men as well as women. Spend a 
little time exploring what chemicals participants use 
and stress that they may forget common things like 
glue, oil/petrol, cleaning materials, molding plastics, 
burning waste, etc. 

Employers sometimes try to rely on safety equip-
ment, such as masks, which may not protect from 
fumes, are broken/blocked/overused, or workers 
don’t want to use.

Stress that employers need to do their best to 
remove risks but also to consult with workers to 
explain the risks and agree with them a practical way 
to protect themselves.

Stress that the simple actions that employers take 
can make the biggest difference and that the risks 
that pregnant workers face are also generally dan-
gerous for ordinary workers.

Remind participants that they will fi nd much more 
information on safety and health in the WISE 
training.

Prompt a brief discussion by asking, besides what 
we discussed so far:

Can you think of any other simple actions you could 
take?

Presentation 
and brief 
discussions

Slides 18-19 15 mins
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7. PRINCIPLE 3. Make workplace maternity protection a reality: 
breastfeeding (25 minutes)

Key activities Method Tools Time

14. Arrangements for breastfeeding

Present slide 20. Indicate that working women, like 
others, need to breastfeed their babies for at least 
6 months to give them a healthy start (as the WHO 
recommends). But they may not be able to breast-
feed if they are at work and do not have enough time 
to get to their baby, feed and provide for basic care 
during the day. 

Present the World Health Organization’s recommen-
dations on breastfeeding and the guidelines about 
breastfeeding and HIV. 

Next present the benefi ts of breastfeeding for your 
enterprise. 

Stress that long term benefi ts to the health of the 
child and the mother mean less absences from 
work.

Presentation Slide 20 10 mins

15. Continue by presenting slide 21 on what can be 
done. 

Stress that giving an extra break is a simple way 
to encourage breastfeeding. It needs to be under-
stood that babies feed often (every 3 to 5 hours) 
and breastfeeding is not always easy and demands 
energy and patience.

Emphasize that one of the most important things for 
breastfeeding is having supportive managers and 
colleagues so that women feel that it is fi ne to take 
the time to breastfeed or express milk.

Present the points on HIV in the national context 
and against the background of the wide spread of 
HIV. Many families are touched by it. Many women 
are infected, are caring for family members with 
AIDS or are widowed by AIDS. They need to work 
to care for their families, which makes maternity 
protection more important.

Stressing the value and importance of being fl exible. 

Ask the following question to prompt discussion:
Do women commonly breastfeed in your commu-
nity? If so, for how long? Is the picture different if the 
mother works?

Presentation 
and 
discussion

Slide 21 15 mins
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8. PRINCIPLE 4. Helping workers with care arrangements 
(15 minutes)

Key activities Method Tools Time

16. Present Section 5: Helping workers with care 
arrangements.

Present slide 22. Stress that leaving your child with 
someone else is emotionally as well as practically 
diffi cult to organize. Trying to fi nd a good person/
organization that can care for your child well during 
the hours that you work can be a nightmare. Any 
help and understanding an employer gives will be 
appreciated.

Stress that the enterprise will gain most in terms of 
lifting worker morale and loyalty if they make sure 
that the help they offer is the help that workers want 
and need.

The best way to work out what employees want is to 
ask them. Use the question below to prompt a whole 
group discussion on how participants might consult 
on this: “What would be the best way to consult with 
workers on this?”

Answers might include questionnaires for larger 
groups or for anonymity, casual meetings at the 
workplace, break or lunchtime discussions, union 
meetings.

Presentation 
and 
discussion

Slide 22 15 mins

9. PRINCIPLE 5. The benefi ts of creating partnerships (15 minutes)

Key activities Method Tools Time

17. Present Section 7 on slide 23:

Explain that, for an SME, it might be diffi cult to imple-
ment some activities that are important for boosting 
productivity in the company (for instance some care 
arrangements) due to the requirement of major invest-
ment. Therefore, it might be interesting to establish 
partnerships with other SMEs to share the costs.

You could also contact neighbouring bigger com-
panies, as they might be interested in including 
your workers in their care facilities as part of their 
Corporate Social Responsibility Programmes. 

Next present some ideas for joint activities that are 
mentioned on the slide. 

Presentation 
and 
discussion

Slide 23 15 mins
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Key activities Method Tools Time

You can have a small discussion on topics such as: 
What organizations could you partner with in your 
area?

Other questions could be used, e.g.:
What other partnership activities could work in your 
community?

Are you active members of any employers’ or entre-
preneurs’ organization and do you think this would 
be useful?

Remind participants to always consult with their 
workers to be sure that they support the partnership 
and know what the partner’s role will be and how to 
relate to the partner.

10. Final Group Exercise (30 minutes)

Key activities Method Tools Time

18. Final Group work exercise

Look at the checklist activity you completed at the 
beginning of the training then ask participants to 
break into small groups (5-6 people). 

This activity can be carried out in 2 ways. If the 
participants took part in a joint enterprise visit at the 
beginning, they should complete the activity using 
the information gained. If no joint visit was possible, 
they should use the checklists they completed on 
their own enterprises.

The groups can look at each of the completed 
checklists in turn and follow the activity instructions. 
Ask participants to identify the following:

• Three positive examples that you noticed during 
the initial enterprise visit or from their own 
enterprise;

• Three practical, concrete suggestions for improv-
ing family-friendly practices;

• One or two suggestions for involving workers in 
improving family-friendly measures;

• The possible impact of the measures you 
presented. 

Remind participants that their suggestions should 
benefi t both workers and the enterprise. If there are 
no concrete ideas for the visited enterprise, partici-
pants can think about their own enterprise.

Ask the groups to present their suggestions and 
encourage a discussion

Group 
Discussion
Plenary 
report

Slide 24 30 mins
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11. Conclusion and action planning (25 minutes)

Key activities Method Tools Time

19. Conclusion: Show all of the checkpoints restate 
the principles and discuss again (slide 25-26). Invite 
questions and comments (slide 27).

Presentation/
Questions & 
Answers

Slide 25-27 10 mins

20. Action Planning

This should take place at the end of the WISE-R 
training, whether this includes all or just some of 
the modules. 

Remind participants of the WISE-R Checklist exer-
cise done at the beginning of the session, where 
participants completed the checklist for the enter-
prise they visited during the training. 

Explain that the next step is for participants to imple-
ment WISE in their own enterprise. 

Tell them that the fi rst step they will need to take 
is to complete the checklist exercise for their own 
enterprise, to identify possible improvements that 
could be made. From this they will develop an 
Action Plan: a plan for those things they intend 
to improve over an agreed period. This should be 
based on the observations they have made on the 
WISE-R Checklist and upon active discussions with 
their managers, supervisors and workers.

The Action Plan is a tool that facilitates implementa-
tion of the “improvements”. Without a clear Action 
Plan, managers can forget or be tempted to post-
pone implementation of some actions. The action 
plan will ensure a proper follow up of the initial 
ideas. 

Explain that WISE-R facilitators will help participants 
to develop a strong and realistic plan, and will sup-
port the participants in implementing it, through a 
series of meetings, to be agreed with them. 

It is important that participants agree a date for a 
fi rst meeting with a facilitator, before leaving the 
training.

Explain that it is crucial to involve as many employ-
ees as possible in the development of the action 
plan. The proposed actions are aimed at improving 
productivity and the working conditions of the

Presentation NO SLIDES 10 mins
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Key activities Method Tools Time

employees. If employees are involved in the identifi -
cation of the planned improvements, they are more 
likely to cooperate in their implementation and to 
value the results.

Mention that the ILO can support the facilitators in 
their work with participants and offer further advice 
about the plan and its implementation if needed.

21. End the session. Thank participants for their 
attention and active participation.

Slide 28  5 mins
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1. Objective, duration, approach and tools

Objective: By the end of this session, the participant will be able to 

understand the importance of having a respectful environment 

in their company and be motivated to take practical actions to 

create this. In particular, they will understand:

• Participants understand and can explain the impact of the 

workplace environment on the performance of workers 

and the productivity of the business.

• Participants can mention a number of practical approaches 

to ensuring respect within the workplace.

• Participants have committed themselves to taking practical 

steps to create a more respectful workplace environment. 

Duration: Session of 4 hours approximately:

• 3 hours presentation and group discussion/work;

• 50 minutes fi nal group work exercise/ action planning.

NOTE: Additional time is required for an enterprise visit prior 

to the training, in order to provide training participants with 

an initial shared experience of looking at workplace organi-

zation and practices in one enterprise, and completing the 

WISE-R Checklist. The time required for this activity is about 

one hour plus transportation time to/from the training site.

Outputs: Participants willing and able to introduce new or improve 

existing practices that can contribute to building a respectful 

workplace.

Methods: Presentation / Small Group Discussion / Role play.

Training Tools: Practical exercises, WISE-R Checklist, PowerPoint slides or 

transparencies, the WISE-R Action Manual. 

2. Session design 

Background

Pedagogic strategies:

– Introduce the principles for creating a respectful enterprise; 

– Identify the benefi ts of good practices; 

– Propose practical actions; 

– Obtain the participants’ own ideas from their experience.

Trainers’ Guide to WISE-R Module 6
Create a respectful workplace
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3. Division

This session is divided into 8 sub-units, including the Introduction plus presentations on the 6 

principles. Nearly two hours of the three hours involved are allocated to discussion and group 

work.

Sub-unit Time available

1. Introduction  10 minutes

2. What is a respectful environment and why is it important  15 minutes

3. Be aware of all types of harassment  40 minutes

4. Make changes in the workplace to reduce the risk of harassment 

   AND develop a policy for maintaining a respectful work environment

 35 minutes

5. Involve your workers in sustaining a respectful work environment 

   AND share and explain your harassment policy with staff

 10 minutes

6. Be a positive model  15 minutes

Total technical topics: 125 minutes

7. Final group work  30 minutes

8. Conclusion  20 minutes

General total: 175 minutes

4. Preparation for the training session

Read through all the training materials and prepare yourself for potential questions. Make sure 

that computer equipment and projectors are available and functioning. If not, print the PowerPoint 

presentation on transparencies and use an overhead projector. If there are no facilities, prepare 

fl ipcharts or handouts in advance. 

5. Equipment needed:

– A computer with PowerPoint programme;

– An LCD projector; 

– A screen or a white wall; 

– Flip chart and paper; 

– Transparency pens for each work group, if using an overhead projector;

– Some A4 paper and pens for each participant. 

6. Potential questions and answers

The following are potential questions that may be asked by participants in the course of running 

this session, together with some sample answers. There may be other questions, but most of these 

can be answered with the help of the WISE-R Action Manual.

Question 1: What is involved in an HIV-AIDS workplace policy, and why is it important?

Answer 1: Discrimination against HIV-positive persons (or even people suspected of carrying 

the virus) can take many forms. Actions such as screening people for HIV infection, in order to 
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bar them from work or deny them promotion, or to exclude them from social protection and ben-

efi ts, all count as AIDS-related discrimination. So do breaches of confi dentiality or the refusal to 

establish alternative workplace arrangements for workers with HIV/AIDS. 

An HIV/AIDS workplace policy can contribute to avoiding these discriminations. From a purely 

business perspective, it is important to remember that HIV/AIDS sufferers are generally per-

fectly able to work. If you discriminate against them, your company will not have access to this 

potential workforce. 

An HIV/AIDS policy would, typically, plan for providing information and education programmes 
that focus on combating the spread of the epidemic and that aim to foster greater tolerance for 

workers with HIV/AIDS. This is important because effective education can greatly increase the 

capacity of workers to protect themselves against HIV infection. Education can also signifi cantly 

reduce HIV-related anxiety and stigmatization, minimize disruption in the workplace, and bring 

about attitudinal and behavioural change.

A workplace HIV/AIDS policy can also include free testing and the provision of medicines’ for 

infected persons. However, to be success, results of tests have to e absolutely confi dential. 

There are many specialized organizations that can help you with the development of an HIV/

AIDS workplace policy at no cost to your business, so please contact one of them.

Question 2: My company is not affected by the AIDS epidemic. Do we still need an HIV/
AIDS strategy?

Answer 2: All workplaces include people at risk, though some workplaces and occupations 

operate in an environment that makes the risk of infection greater. Examples of this are mines 

that employ men and house them away from their families. Workplaces that employ a large 

number of migrant workers can also fall into this category. 

But even if you believe (it is not possible for you to know, of course) that your business is not 

touched by HIV/AIDS, it is still important to develop an HIV AIDS workplace strategy and you 

can still play a role in educating workers to reduce the stigma associated with the disease.

Question 3: It is suggested in the training that we designate a person(s) of trust as a focal 
point(s). Can you provide any further details about that? 

Answer 3: People that are being harassed are often very afraid of talking about it to superiors. 

They often fear they will not be believed or even be punished. It could also be that a superior is 

involved in the harassment. 

Experience has shown that having a focal point (or more than one) is one of the best ways to 

encourage people to expose harassment. This person can act as a kind of mediator and, where 

appropriate, try to talk to the perpetrator about his/her acts and indicate the negative effects they 

are having. 

It is important that you have/develop a very trusting relationship with the focal point as she/he 

will be mediating, often without informing you. You can agree with the focal point that after 

attempting mediation, if no change of behavior has occurred, the focal point will inform you. 

When choosing the focal point it is recommended to look fi rstly towards female workers (if 

sexual harassment is occurring, female workers will talk about this more easily to other females). 

You should, ideally, appoint an older person that other people respect. 

The focal point might need some additional training to ensure successful completion of this task. 
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Step by step guide to Module 6

1. Introduction (10 minutes)

Key activities Method Tools Time

If this is the fi rst WISE-R Module to be taught, refer 
to the General Introduction to WISE–R training and 
briefi ng on the WISE-R Checklist.

1. Welcome participants and introduce yourself. 
Invite participants to introduce themselves. 

Present the title of the unit session (slide 1). 

Run through the objectives of the training (slide 2).

Mention the 6 principles (slide 3) that will be dis-
cussed. This outlines the structure and the order of 
the session.

Presentation Presentation 
Slides 1-3

10 mins

2. What is a respectful environment and why is it important 
(15 minutes)

Key activities Method Tools Time

2. Describe what a respectful workplace is and run 
through the advantages set out on slide 4.

Ask participants:
Have you ever thought about respect in the work-
place and what does it mean to you? 

Try to draw out from the discussion that this is not 
just about getting workers to respect the supervisor 
or boss, but also about ‘superiors’ being respect-
ful to ‘inferior’ workers and about respect between 
colleagues.

The message should be given that all people should 
respect each other for what they do and for who they 
are. 

Discuss the advantages of a respectful workplace 
(slide 5)

It is important to stress the positives. However, to do 
this you will need to explain the negative impacts 
that harassment/bullying can have on performance 
and on the life of the individual.

Presentation Slides 4 - 5 15 mins
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3. Be aware of all types of harassment (40 Minutes)

Key activities Method Tools Time

3. Explain that harassment can take many forms. 
Though sometimes it looks trivial, it can still have 
a bad impact on the worker and the worker’s 
performance.

Emphasize that it is normally a repeated action. This 
is what makes it so harmful. The victim does not 
only have a single bad experience. He/she has the 
constant worry of when it will happen again. 

Run through the common features of harassment 
and talk about power differences. Encourage the 
group to provide examples of situations where they 
have felt powerless or that someone has power over 
them. 

Run through slide 7 explaining who is most vulner-
able to harassment. 

Provide some examples of harassment. Ask the 
group to propose other types of ‘differences’ that can 
be a factor in bullying. It might help them to think 
about their school experience for this.

Explain different types of isolation (physical isolation 
in the workplace or no close work colleagues to talk 
to).

Emphasize that bullying rarely stops on its own. 
Often the bully moves from one victim to another. 
The original victim may not have told anyone and is 
just relieved the harassment is over, and so the cycle 
repeats.

Presentation Slides 6 - 7 15 mins

4. Exercise 1: Group work

Ask participants to divide up into groups.

• Each group member should be asked to share 
one experience or real example of harassment. 
Ideally this should be a workplace example.

• The groups should then choose just one of these 
situations and work together to try to identify why 
that experience happened. To promote discus-
sion, you could ask them:

What circumstances do you think increased the 
chance of this harassment happening? 

Group work 
and role play

Slide 8 25 mins
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Key activities Method Tools Time

Tell the group to agree on two (or more) 
volunteers to role play this event in plenary. 
Another group member should be nominated 
to give a report to the class on the risk factors 
that they identifi ed.

After the group discussions have fi nished 
(allow 15 minutes) each group, in turn, role 
plays their chosen situation and then reports 
back to participants. 

4. Make changes in the workplace to reduce the risk of harassment 
AND develop a policy for maintaining a respectful work environment 
(35 minutes)

Key activities Method Tools Time

5. Present Principle 2: Make changes in the work-
place to reduce the risk of harassment. 

Present Principle 3: Develop a policy for maintaining 
a respectful work environment.

Run through the suggestions on slides 9 
and 10.

Emphasize that risks will vary from one workplace to 
another. Encourage discussion on the risks partici-
pants see in their workplaces.

Stress the risk linked to HIV/AIDS discrimination, 
which can have a major impact on workplace 
environments. 

Recommend the participants approach HIV/AIDS 
prevention like any other safety and health preven-
tion that is part of the workplace (see poster as a 
good example of one way to approach this).

Indicate that the issue of HIV/AIDS is too compli-
cated for many SMEs to tackle alone. Luckily, in 
most countries, there are organizations (sometimes 
business associations) specialized in HIV/AIDS 
issues at the workplace. They often provide free 
services and can be contacted easily. 
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Key activities Method Tools Time

6. Introduce the group work on slide 11.

Ask the earlier groups to consider the examples role 
played by the other groups earlier in the class and 
talk about: 

What action do you think could have been taken that 
would have reduced the risk of this happening?

Groups should then share these suggestions with 
the whole group. The person who actually experi-
enced this should be asked how they feel about the 
suggestions.

Group work Slide 11 20 mins

5. Involve your workers in sustaining a respectful work environment 
AND share and explain your harassment policy with staff 
(10 minutes)

Key activities Method Tools Time

7. Present the reasons for consulting workers and 
the suggested ways of doing this.

Emphasize that any workplace policy or action will 
be more effective if workers feel they have had a role 
in designing it.

Encourage a brief discussion by asking what other 
ways participants could use to involve workers in 
their dealings with harassment issues.

Presentation  
and 
discussion

Slide 12 10 mins

6. Be a positive model (15 minutes)

Key activities Method Tools Time

8. Present Principle 5: Be a positive model and the 
suggestions for achieving this.

Use the question on the slide to provoke discussion:

Do you think that this is important? What other 
behaviour can you model?

Explain how important it can be to be receptive to 
complaints. Encourage participants to consider why 
this is important. 

Presentation 
and 
discussion

Slide 13 15 mins
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7. Final group work (30 minutes)

Key activities Method Tools Time

9. Final group exercise

Ask participants to break into small groups (5-6 
persons) to identify the following:

• Two positive examples of respect in the work-
place that they noticed during the initial enter-
prise visit

• Two practical, concrete suggestions for improv-
ing practices relating to creating a respectful 
environment 

• The possible impact of that these practices could 
have 

Remind participants that their suggestions should 
benefi t both workers and the enterprise. If they have 
no concrete ideas for the visited enterprise, partici-
pants can think about their own enterprise.

Ask the groups to present their suggestions, and 
encourage a discussion on the suggestions made by 
the different groups.

Small Group 
Discussion

Plenary 
report

 Slide 14 30 mins

8. Conclusion (20 minutes)

Key activities Method Tools Time

10. Summarize the session. Show all of the 
principles discussed again. Invite questions and 
comments.

Presentation/ 
Questions 
and Answers

Slide 15 - 16 5 mins

11. This should take place at the end of the 
WISE-R training, whether this includes all or just 
some of the modules. 

Remind participants of the WISE-R Checklist exer-
cise done at the beginning of the session; where 
participants completed the checklist for the enter-
prise they visited during the training. 

Explain that the next step is for participants to imple-
ment WISE in their own enterprise. Tell them that 
the fi rst step they will need to take is to complete 
the checklist exercise for their own enterprise, to 
identify possible improvements that could be made. 
From this they will develop an Action Plan: a plan for 
those things they intend to improve over an 

Presentation 15 mins
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Key activities Method Tools Time

agreed period. This should be based on the obser-
vations they have made on the WISE-R Checklist 
and upon active discussions with their managers, 
supervisors and workers.

The Action Plan is a tool that facilitates implementa-
tion of the “improvements”. Without a clear Action 
Plan, managers can forget or be tempted to post-
pone implementation of some actions. The action 
plan will ensure a proper follow up of the initial 
ideas. 

Explain that WISE-R facilitators will help participants 
to develop a strong and realistic plan, and will sup-
port the participants in implementing it, through a 
series of meetings, to be agreed with them. 

It is important that participants agree a date for a fi rst 
meeting with a facilitator, before leaving the training.

Explain that it is crucial to involve as many employ-
ees as possible in the development of the action 
plan. The proposed actions are aimed at improv-
ing productivity and the working conditions of the 
employees. If employees are involved in the identifi -
cation of the planned improvements, they are more 
likely to cooperate in their implementation and to 
value the results.

Mention that the ILO can support the facilitators in 
their work with participants and offer further advice 
about the plan and its implementation if needed.

12. End the session. Thank participants for their 
attention and active participation.

Slide 17 5 mins
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The following texts can be used to prepare slides or overhead transparencies to be used during 

training.

Electronic copies of the PowerPoint presentations which contain this text can be requested from 

ILO, using the contact information on the inside cover.

1. Presentation text for WISE-R Module 1: 
Understanding productivity

Slide 1: Understanding productivity:

WISE-R
More Work Improvements in Small Enterprises

Slide 2: Objectives:

At the end of this module you will be able to:

• Understand what productivity means

• Calculate the productivity of your enterprise

• Analyze what impact different workplace practices and policies can have on your 

productivity

Slide 3: Principles:

1. Understand what productivity is and how to calculate it

2. Ensure long term increases in productivity 

3. Adopt good human resource management practices

Slide 4: Understand business productivity 
Productivity is a measure of output from a process, per unit of input. 

Productivity is used at many levels:

– A country,

– A team or individual 

– An organization, a business –> WISE-R!

WHY?

– a measure to compare with other companies

– to monitor the evolution of a company

– to investigate impact of changes made

Slide 5: Measure your productivity: 1

 Output
Productivity =

 Input

Productivity ratio compares all of the costs involved in producing and selling your product/

service (input) with the revenue you receive from selling the products/services (output).

Steps: 

1) Determine the period

2) Calculate your total costs (input)

3) Calculate your total revenue (output) 

4) Calculate the productivity ratio
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Slide 6: Measure your productivity: 2

Example: Shoemaker A spends 1000 coins on her business in a year (including her salary). She 

produces 500 pairs of shoes and sells each for 3 coins. She sells them all.

1500 coins (output)
Shoemaker A’s productivity = 

 1000 coins (input) 
= 1.5

= For every coin she invests she receives 1.5 coins in return (increase of 50%)

Slide 7: Measure your productivity: Group Exercise

Shoemaker B spends 1500 coins in a year. 

Produces 500 pairs of shoes and sells each for 3 coins. 

Shoemaker C spends 1000 coins in a year. 

She produces 600 pairs of shoes and sells each for 2 coins. 

Both B and C sell all their shoes. 

Task: Compare the productivity ratio of shoemaker A, B and C and draw a conclusion.

Slide 8: Ways to increase productivity

To increase productivity, you have two basic choices:

1. Reduce the production cost per product (input)

2. Increase the amount you get for your product (output)

Slide 9: No quick fi xes

Short term solutions:

• cheaper raw material

• untrained staff

• not servicing machines

     �

Less quality and more accidents

Lower revenue (due to lower quality)

Slide 10: Long term measures for improved productivity Long term

• fair & clear wages & incentives

• training for staff

• improved maintenance 

• better working time

     �

Better quality goods

Less accidents & errors

     �

Initial small investment creates major increase in revenue 

     �

Productivity goes up!
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Slide 11: Group Exercise: part 1 

Shoemaker A wants to invest in her business and buys a new machine. She also provides a bonus 

to workers based on production levels. She spends 1500 coins and produces 800 pairs of shoes. 

Shoemaker B wants to reduce his costs. He cuts the maintenance of machines and costs go 

down to 1300 coins. But one of the machines breaks down and stops production for one month. 

He produces only 400 pairs of shoes.

Slide 12: Group Exercise: part 2

Shoemaker C wants to improve the quality of her shoes and invests in training of her staff. 

She provides better working time arrangements and develops a good policy for sickness absence. 

She spends 1200 coins and produces 700 shoes and sells them for 3 coins each. 

All 3 shoemakers sell all their shoes.

Task: Calculate the productivity of the 3 shoemakers and compare this with the previous situa-

tion. Explain and draw a conclusion. Who is the WISEST shoemaker?

Slide 13: Factors that improve productivity

1. Quality of output   

2. Work processes

3. Workers’ motivation 

4. Innovation

5. Working conditions 

6. Worker attendance

7. Quality of management 

8. Training

9. Lower worker turnover 

Slide 14: Further WISE-R Modules

MODULE 2: Managing and motivating workers 

MODULE 3: Designing and managing working time

MODULE 4: Managing wages and benefi ts 

MODULE 5: Family-friendly measures

MODULE 6: Create a respectful workplace

Slide 15: Checkpoints 1 – 3

1. Assess how efficient your business is by working out the productivity ratio.

2. When you are looking for ways to improve productivity, think long term and don’t automati-

cally try to make savings on wages.

3. Remember that your workers are not just a cost, but an important business asset that can 

greatly effect your productivity 

Slide 16: Questions and Comments?

Slide 17: Thank you for your attention and participation
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2. Presentation text for WISE-R Module 2:
Managing and motivating workers

Slide 1: Managing and motivating workers

WISE-R
More Work Improvements in Small Enterprises

Slide 2: Training objectives

• Participants will understand and be able to explain the impact that good management and 

motivation has on productivity and quality, recruitment and retention. 

• Participants will be able to mention a number of practical approaches that they could use to 

improve worker management and motivation. 

• Participants will have committed themselves to designing and implementing improved man-

agement and motivation practices.

Slide 3: Principles

1. Hire workers with the knowledge and skills that your enterprise needs

2. Provide training opportunities

3. Control the demands of the job 

4. Ensure appropriate supervision

5. Be positive and value workers 

6. Treat workers fairly

7. Encourage team spirit

Slide 4: Principle 1: Hire workers with the knowledge and skills that your enterprise needs

The advantages for your business:

• Better match of worker’s skills to job

• Appropriately skilled workers able to work faster and produce higher quality goods 

 Increased productivity

What you can do:

• Be clear about what the job involves 

• Develop a job analysis and job description

Slide 5: Group activity

Working in groups, each group needs to elaborate a job description for one of the following jobs: 

1. Assistant manager

2. Security guard

3. Cleaner

Slide 6: Identifying the skills needed for the job

Common items of a job description:

– Job title and department

– Supervision requirements
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– Coordination with other people or departments.

– Role and responsibility.

– Specifi c tasks 

– Education/Skills and experience 

– Physical and metal effort 

– The conditions that the job is done in

This will help you to ignore irrelevant factors such as … ? 

Slide 7: Principle 2: Provide training opportunities:

The advantages for your business:

• Skilled workers in your enterprise

• Introduction of new/improved work techniques

• Keeps your business fl exible

• Motivated workers: they see that the employer believes in their abilities

What sort of training for workers would most benefi t your enterprise?

Slide 8: Ways to provide training

Privately paid courses, vocational training centres, on the job training, etc.

Some useful training ideas:

• Introduction for new workers

• Existing workers involved in training new workers

• Training to facilitate job rotation

Provide training, where possible, in the normal working hours, so workers with caring 
responsibilities can participate.

Slide 9: Principle 3: Control the demands of the job

The advantages for your business:

• Reduce worker stress 

• Reduce accidents and mistakes

• Increase worker motivation

• Increase worker confi dence and dedication

• Improve the quality of products

➔ Improved productivity

What problems have you experienced in your enterprise as a result of work overload 
or stress?

Slide 10: What you can do to control demands

1. Provide tools and machines

2. Be clear about the tasks and results to be achieved

3. Avoid excessive working hours and high work intensity

4. Divide work to avoid boredom, e.g. job rotation

5. Give workers more control over their work



WISE-R | More Work Improvements in Small Enterprises

86

Slide 11: Principle 4: Ensure appropriate supervision

The advantages for your business: 

• Better safety and quality

• Gives people the chance to show their abilities and to learn how to manage

• Reduces excessive supervision costs

• Improves personal motivation and performance

How do you get the balance right between supervision and personal responsibility?

Slide 12: Measures to ensure appropriate supervision

What you can do: 

Supervisors:

Can help maintain performance and quality, provide support to staff, identify training needs, etc.

Clarify their role:

• to increase respect

• to avoid bullying

• to make the most of them 

Delegation:

• plan ahead

• think about what the task involves and skills needed

Slide 13: Principle 5: Be positive and value workers

The advantages for your business: 

• Improves recruitment

• Lowers turnover

• Reduces hiring and training costs

• Improves effi ciency and work quality

• Helps deal with discipline problems 

➔ Increased productivity

Slide 14: How to show you value workers

What you can do:

• Pay workers the right amount: infl ation!

• Be transparent on how bonuses are earned

• Be a positive manager and communicator

• Provide feedback on performance

• Think about other rewards 

How many of you have previously received feedback on your performance, and how did you 
feel about it?

Slide 15: Principle 6: Treat workers fairly

Employees need to feel “fairly treated” compared to: 

– other workers within the enterprise 

– similar jobs in other enterprises



 87

Trainer’s Guide

If they feel fairly treated:

– Increased motivation (and productivity)

– Improved attendance 

– Employees more dedicated and loyal

Do not let race, religion, political beliefs or other irrelevant factors infl uence your choice or 
treatment of workers!

Slide 16: Achieving fair treatment

What you can do:

Develop sound employment contract practices:

• Limit the use of short term contracts

• Confi rm good workers in their jobs after probation

• Develop clear procedures (grievances/discipline)

• Plan for justifi ed absences

• Be fl exible: so careers can combine work and home tasks 

• Be objective

Slide 17: What you should NOT do!

Never:

• Use “collective” or group punishments to discipline a single worker 

• Discipline or point to the faults of workers in front of others 

• Reduce the wages of workers: resentment, strain on workplace relations

Note that, in many countries, national laws do not allow employees to take money out of workers 

pay except in very particular circumstances.

What is the law or practice in your country?

Slide 18: Principle 7: Encourage team spirit

The advantages for your business:

• improves trust, cooperation and motivation

• provides good environment for joint work

• maximizes communication between workers and managers 

• increases skill/knowledge sharing

• better clarity on tasks and standards

• improves problem spotting and solving

Slide 19: Take action to encourage team spirit 

What you can do:

• Remove barriers to clear communication: speak clearly, avoid jargon, be sensitive to cultural 

or other differences

• Encourage team work through:

 – work teams with power to organize their work

 – team bonuses

 – workshops where workers exchange skills

 – encourage/sponsor sports or other team activities

• Listen to workers and act on their comments/ideas
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Slide 20: Final Group Exercise

Participants discuss managing and motivating concerns from the enterprise visit and provide:

• Two positive examples of practices that they noted during the initial enterprise visit, relating 

to managing and motivating workers

• Three practical, suggestions for improved practices relating to managing and motivating 

workers

• Describe what the impact would be of these suggestions

Slides 21: Reminder of Principles

1. Hire workers with the knowledge and skills that you enterprise needs

2. Provide training opportunities

3. Control the demands of the job 

4. Ensure appropriate supervision

5. Be positive and value workers 

6. Treat workers fairly

7. Encourage team spirit

Slide 22: Checkpoint Summary 4 - 8 

4. Perform a job analysis and elaborate a job description to help you fi nd workers with the right 

skills for the job.

5. Offer workers the opportunity to be trained, and so increase the skills available in your 

business.

6. Make sure that new workers are introduced to your business culture, practices, and rules.

7. Make sure that workers have the tools they need to do the job.

8. Be clear with workers about what you want them to do and the results you expect.

Slide 23: Checkpoint Summary 9 - 14

 9. Give workers as much control as possible over the way they carry out their tasks.

10. Give workers professional responsibility for tasks, and acknowledge this in pay and/or in 

thanks.

11. Plan ahead for absences by preparing junior staff to take on delegated tasks. 

12. Give praise when it is due and never deliver criticism in public.

13. Organize regular meetings with each employee to give them feedback and orient their 

work. 

14. Have a clear discipline and grievance policy and make sure that managers, supervisors and 

workers, understand and apply it.

Slide 24: Questions and Comments?

Slide 25: Thank you for your attention and participation!
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3. Presentation text for WISE-R MODULE 3:
Designing and managing working time 

Slide 1: Effective management of working time

WISE-R
More Work Improvements in Small Enterprises

Slide 2: Training objectives

1) To inform participants about working time, including different working time arrangements, 

their advantages and disadvantages, and the impact they have on worker performance and 

productivity. 

2) To enable participants to set working hours and work schedules, which make their workplaces 

healthier, safer, more productive, and more attractive to current and potential employees. 

3) To give participants the knowledge to make wise decisions on working time arrangements, 

and be committed to doing so, with the result that the working patterns they adopt increase 

effi ciency and production, rather than reduce them.

Slide 3: Principles

1. Avoid wasting time to prevent long working hours. 

2. Provide an enough rest time

3. Structure shifts for maximum effectiveness 

4. Avoid or minimize the use of night work.

5. Consider using fl exible working time arrangements

6. Limit the use of overtime

7. Involve workers in the design of work schedules

Slide 4: 24 hour cycle 

8 hours family responsibilities and personal interests

8 hours for paid work

8 hours to sleep 

Slide 5: Group Discussion

1. What is normal and actual working time?

2. What are the basic working time rules at your enterprise (e.g. start and end times, no. of 

breaks)?

3. What problems do you have with managing working time?

Slide 6: What is working time?

Normal Working Hours: Working hours fi xed by law or the company, collective agreements, 

etc.

Actual Working Hours: Working hours that the workers work in reality

The hours of work in a company are often limited by laws, collective agreements, etc.
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Slide 7: How to structure working time

It is important to structure working time in ways that:

• Provide for maximum hourly productivity

• minimize the potential risks to workers’ safety and health

To improve the organization of working time, be attentive to the numbers of hours worked and 

the timing of those hours.

Slide 8: PRINCIPLE 1: Avoid wasting time to prevent long working hours

Long hours - Fatigue/Stress – Negative effects on health and social life – Production decline

Slide 9: Role play

Role play: make a name plate:

Slide 10: Principle 1: How to avoid wasting time and long working hours

• Have a timely supply of raw materials

• Have enough staff

• Seek feedback from staff on working time

• Increase job-specifi c training to improve performance 

• Increase hourly productivity, allowing shorter hours 

• Maintain equipment to avoid breakdowns or rejects

• Keep a check on hours worked

Slide 11: Principle 2: Provide adequate rest time

Working without adequate rest periods leads to 

 Fatigue and stress 

     Mistakes or accidents 

        Long-term health effects and lower productivity

What you can do:

• Provide a minimum of 11 hours rest between shifts

• Frequent short breaks, adjusted to the nature of work.

• Adequate weekly rest (at least 24 hours).

• A place to rest with drinking water and a toilet. 

Slide 12: Principle 2: Planning for rests: factors to consider 

Factors to consider when programming rest: 

Length:

• Frequent short/micro breaks

• Longer less frequent breaks

Type:

• Active rest (working, exercising)

• Passive rest from physical activity

• Time away from an environmental stressor

• Time on different job using different body parts
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Others:

• Rest before too much fatigue builds up

• The value of a period of rest declines with time

• Adequate rest for shifts (daily and weekly rest)

Slide 13: Principle 3: Structure shifts for maximum effectiveness

Increasing trend in modern society to demand 24-hour services: 

Employers: economic advantage

Workers: increased wages

Common patterns: Fixed system, rotating system

Slide 14: Principle 3: How to reduce fatigue and risk

Discuss possible problems with shift work and ideas for solving these problems.

Slide 15: Principle 4: Some problems with night work

• It requires people to behave in opposition to their natural biological timing system

• It can lead to sleep disruption/fatigue, appetite problems, digestive disturbance and cardio-

vascular disorders

• It is characterized by less supervision, less social contact, fewer safety and other facilities

➔ lower productivity & reduced quality

Slide 16: Action to minimize the use of night work

What you can do:

Try to avoid or minimize the use of night work

Where night work is used: 

• Provide proper facilities (e.g., fi rst aid, rest breaks and regular health assessments)

• Ensure adequate transportation

• Modify the working environment to promote alertness, e.g., proper lighting and heating – to 

simulate daytime

• help workers learn how to manage sleep

Slide 17: Principle 5: Flexible working time arrangements

Why it is good for your business:

• Improved employee attitudes, increased motivation and performance of workers

• Improved recruitment of new employees and retention of current ones 

• Increased trust and good will, which is helpful when you need workers to make an extra effort 

for your business

➔ Increased productivity 

Slide 18: Principle 5: Flexible working arrangements cont’d

What you can introduce:

• Part-time work

• Offer workers shorter hours

• Staggered hours schemes
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• Flexitime

• Time banking schemes

• Flexible breaks

• Compressed workweeks

Slide 19: Principle 6: Limit the use of overtime

Why it is good for your business:

Advantages:

• Worker: chance to earn a little more

• Business: to increase output for a short period

Disadvantages:

• Similar problem as with longer working hours

• Lengthens the total hours

• Less productive than normal working hours possible outputs of lower quality

• Increases business costs

• Can create supervision problems

➔ Lower productivity

Slide 20: Principle 6: Action to limit the use of overtime 

What you can do:

1. Avoid or minimize the use of night work

2. When overtime is used:

 • Provide advance notice and give a choice

 • Set wage rates and incentives so workers can accomplish targets during normal hours

 • Balance hours and intensity of work

 • Spread overtime hours across a broad range of workers

Slide 21: Principle 7: Involve workers in work schedule design

Work schedule:

The exact time when work is performed, including start time, end time, and which days are 

worked.

Why it is good for your business:

Workers involvement:  

 Improves “fi t” between workers and job

 Improves employees’ job performance

 Improves company productivity

Slide 22: Principle 7: Involve workers in work schedules design cont’d

Participants “brainstorm” possible ideas for involving workers in the design of work 
schedules.
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Slide 23: Final Group Exercise

Participants discuss working time concerns from the enterprise visit and provide:

• Three positive examples that they noticed concerning working time 

• Three practical, suggestions for improved practices relating to working time

• One or two suggestions for involving workers in improving work schedules 

• The potential impact that these suggestions could have

Slide 24: Reminder of Principles

1. Avoid wasting time to prevent long working hours. 

2. Provide an enough rest time. 

3. Structure shifts for maximum effectiveness. 

4. Avoid or minimize the use of night work. 

5. Consider using fl exible working time arrangements

6. Limit the use of overtime. 

7. Involve workers in the design of work schedules.

Slide 25: Checkpoint Summary 15 - 20 

15. Avoid wasting time and resources by planning for production and delivery timelines, includ-

ing advanced planning on staffi ng needs.

16. Have a regular schedule for maintaining equipment, so that you avoid accidents and 

breakdowns. 

17. Provide job-specifi c training to boost expertise and effi ciency.

18. Make sure all workers get enough rest time during their working day, in between their shifts, 

and at the end of their working week. 

19. Provide a place for workers to rest, away from their work station, and with access to drinking 

water and toilets.

20. Avoid or minimize the use of irregular and unpredictable shift schedules. 

Slide 26: Checkpoint Summary 21 – 25

21. Minimize the use of night work and, when it is necessary, make it safer by providing super-

vision and adjusting the lighting and temperature in the work environment to be similar to 

daytime.

22. Introduce fl exible working time arrangements that will help your workers to balance their 

responsibilities and boost your productivity. 

23. Limit the use of overtime, especially on extended (e.g., 12-hour) shifts. When overtime is 

used, provide advance notice to workers.

24. Be clear with each worker about their normal working hours, their pay and what pay rate they 

will receive for overtime work.

25. Consult with workers on the design of working time in your enterprise, and listen to the 

feedback they give you.

Slide 27: Questions and comments?

Slide 28: Thank you for your attention and participation!
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4. Presentation text for WISE-R Module 4:
Managing wages and benefi ts

Slide 1: Design wages, incentives, and benefi ts to attract and keep the best workers

WISE-R
More Work Improvements in Small Enterprises

Slide 2: Objectives

For participants to:

1) Be aware of different types of pay and benefi ts and their link to worker and business 

performance;

2) Be able to take steps in order to develop and implement transparent wage practices;

3) Be able to adjust and manage their wage practices to attract and retain the best workers.

Slide 3: Principles

1. Understand both points of view

2. Create a clear job structure

3. Offer wages that attract and retain quality workers

4. Motivate workers through well-designed pay levels and pay points

5. Link wages to work done or hours worked

6. Adjust wages as the cost of living changes

7. Encourage workers with incentives and benefi ts

8. Create a transparent wage payment system

9. Benefi ts of communicating wage policies

Slide 4: What are wages?

In this module we use wages to mean ‘the total that a worker receives from their employer for the 

work that he or she does’, including: 

• The regular money ‘wage’

• Piece rates –workers are paid for each item they produce

• Overtime pay, allowances, bonuses 

• Merit or performance-related payments

• Annual leave payments

• Other paid time off (e.g. for training, maternity or paternity) 

• Social security payments

Your country will have a defi nition of wages which you will have to apply in certain events.

Slide 5: How do wages and benefi ts impact on productivity?

Wages and benefi ts ➔ Motivation ➔ Loyalty/compromise ➔ Lower/higher turnover 

➔ Quantity and quality productivity
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Slide 6: Principle 1: Understand both points of view

Most workers work for money not for pleasure, so it important to be clear about wages. 

 For employers For employees

• Business cost

• Diffi cult decision: how much to pay each 

   worker

• Calculations and records

• Competitiveness factor

• Key determinant of employees’ retention

• Main source of income for the employee 

   and his/her family

• Personal value and status

• Health

• Link to productivity

• Job satisfaction

Be fair and be clear!

Slide 7: Principle 2: Create a fair job structure

What factors do you use to choose the best person, and how do you avoid being infl uenced by 

things such as family ties, religion, gender or disability?

Slide 8: Principle 2: Create a fair job structure cont’d

D
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Gender Race and colour Age 

Religion Disability HIV Political 

beliefs Union affi liation

U
nf

ai
rn

es
s Lack of solidarity and cooperation 

between workers Low confi dence Low 

worker motivation Loss of production 

by those discriminated against LOW 

PRODUCTIVITY

Slide 9: Principle 2: How to create a fair job structure

1. Find out who does what (and create an organizational chart)

2. Write short job descriptions for each job

3. Create a list of job factors that you can use to compare and rank all the jobs in your enterprise

4. Score each job

Slide 10: Sample job description

EXAMPLE:

Job: Quality Checker

Responsibilities:

Ensures quality of products

Member of production management team

Tasks and any specialist tools used:

Checks garments; Identifi es processing problems

Provides machine use training where necessary

Provides written reports on problems that recur

Experience, training and education needed:

Training as machinist

At least 5 years experience as machinist
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Slide 11: Principle 2: Create a fair job structure cont’d

 Job factors Range Secretary Guard

Education (post 16, post 18, higher education) 0-20  10  0

Skills, experience 0-30  25 15

Effort: Mental, physical, emotional 0-20   5  1

Level of responsibility 0-50  30 25

Consequence of errors 0-50  30 34

Working conditions exposure to oil and dust, noise 0-30  15 15

TOTAL  115 90

Slide 12: Principle 2: Create a fair job structure cont’d

Activity 1: “Fill out the following table for a cook and a waitress.” 

 Job factors Score range
Score for job of

Cook  Waiter/Waitress

Education needed to do the job (post 16, post 18, 
higher education)

0-20

Skills, experience needed to do the job (0 to 1 year, 
2- 5 years, 6+years)

0-30   

Effort: Mental, physical or emotional 0-20   

Level of responsibility e.g. for staff or processes, 
for confi dentiality

0-50   

Consequence of errors (on fi nance, customers or 
production)

0-50   

Working conditions e.g. exposure to oil and dust, 
noise

0-30   

TOTAL    

Slide 13: Principle 3: Offer wages that attract and retain quality workers

Some wages principles:

• No worker should be paid less than the legal minimum wage

• Verify different sources of information before fi xing your wage structure

• Jobs of equal value should be paid on the same pay level

Which sources of information do you fi nd most useful in your locality or industry? 

Slide 14: Principle 4: Motivate workers through well-designed pay levels and pay points

• Pay Structure: a single structure that the pay for all of the jobs in your workplace will fi t into.

• Pay Level: range of possible wages with min. and max.

• Pay Points: Milestones within pay level that indicate increase of wages.
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Advantages:

• Workers can improve pay without leaving your business

• Ensures workers doing similar jobs are treated equally

• Rewards promotion and encourages continuous training

• Allows you to attract and retain quality workers

 ➔ Positive effect on productivity

Slide 15: Principle 4: Motivate workers through well-designed pay levels and pay points 
cont’d

Pay Levels and Pay Points:

• Jobs of similar value have the same base salary

• 10-15% steps between two levels are typical

• Everyone should know how their wages will improve 

• Involve your workers when deciding pay levels and points

Slide 16: Principle 5: Linking pay to work done

Different modalities?

1. A fi xed wage (money and/or goods) paid for a time period

2. Piece rates or payments by results: an individual or a team is paid per product sold, produced 

or per task completed 

3. Mixes of the above (Semi-fi xed Rate)

Which modality is best?

Use your judgement and involve workers! You may decide to pay different jobs in different 

ways.

Slide 17: Principle 6: Adjusting wages as the cost of living changes

Keeping wages at the right level:

Why?

• Cost of living rises

• Competition makes it necessary

• Review of minimum wage level

How?

• According to local practices

• Collective agreements or contracts

• Annual performance review

• Own initiative

What will happen if you don’t review wages regularly?

Slide 18: Principle 7: Encourage workers with incentives and benefi ts

• Improve worker morale and sense of belonging

• Attract, retain and reward workers.

• Make your business stand out from competitors

➔ Increased productivity
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Slide 19: Activity 2: Role play

Role play the following employee feedback sessions between an employer and an employee:

1. Employer is happy with a worker’s work in general, but the worker is often late and absent 

without notice.

2. Employer feels the worker makes too many mistakes. The worker feels he/she needs more 

training. He/she is also being bullied by the supervisor.

Slide 20: Principle 7: Some ideas for encouraging workers 

1. Attendance bonus

• Rewards workers for being present at work.

• Paid regularly as a bonus to those people who have no unpaid absence outside legal absences

2. Long service premium

• Rewards loyalty and encourages workers to stay

• Paid after a given length of service

• Can be paid each week/month or as a one-time bonuses

Slide 21: Principle 7: More low-cost ideas for encouraging workers

3. Saving Plans/Access to emergency loans

• Payment of an attractive interest for savings

• Reduced interest rate for loans

• Workers can save /pay back loan from their wages

Slide 22: Principle 7: More low-cost ideas for encouraging workers cont’d

4. Individual / group bonuses

• When individual or team objectives are met or exceeded

• Criteria to award bonuses must be fair, clearly communicated, objective 

• Clarity about calculation method and how often payment is made

• For individual bonuses, should be based on review of each worker’s performance and feed-

back should be given 

Slide 23: Principle 7: Non-cash incentives

Quality of the scheme is as important as the bonus

• Help with childcare

• Food

• Transportation

• Others …

Improving work conditions and having respectful relationships with workers can dramatically 

improve worker morale and satisfaction.

Discussion: Can you think of 10 more ideas for non-cash benefi ts?

Slide 24: Principle 8: Create a transparent wage payment system

The most important elements of wage administration:

• Use simple and clear wage records to avoid confusion

• Keep payroll records safely as specifi ed by legal requirements
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• Ensure timely payment

• Think about security and theft

• Provide every worker with information about their base pay, work schedules, and annual leave. 

Try to design a wage slip. Which elements do you think should appear on it?

Slide 25: Principle 8: Create a transparent wage payment system cont’d

Salary statement for the period 
of __ to __:

Name of employee 
__________________

Pay reference or employee 
number: __

Amount earned Company deductions Legally required deductions

Base wages

Overtime wages 

Other pay (bonuses) 

Salary advances 

Maternity/paternity, sick pay

Salary advance repayment

Loan reimbursement

Contribution to enterprise sav-
ings plan or pension

Income tax

Social security contributions

Total gross pay Total private deductions Total legal deductions

Total net pay (Gross pay less 
deductions)

 Number of days worked 
during period

Slide 26: Principle 9: Benefi ts of communicating your wage policy

• Improves workers’ understanding and acceptance of wages and benefi ts program

• Provides better conditions for stability, for business and industrial development

➔ Increase in productivity

How would you communicate wage policies to workers?

Slide 27: Principle 9: Maintaining wage clarity

The importance and benefi ts of communicating wage policies

• Provide clear explanations of wage elements that change

• Ensure easy access to a payroll person in case of questions 

• Make corrections quickly

• Involve your workers in setting wage policies and encourage feedback

• Agree wage structure review procedures in advance

• At minimum, every worker should be given information about their base pay, work schedules, 

and annual leave. 

Slide 28: Final Group Exercise

Participants discuss wage and incentives schedules concerns from the enterprise visit and 

provide:

• Three positive examples noticed during the enterprise visit concerning wage and incentives 

schedules

• Three practical, concrete suggestions for improved practices relating to wage and incentives 

schedules

• Two suggestions for involving workers in developing wage and incentives schedules 

• The potential impact of these suggestions



WISE-R | More Work Improvements in Small Enterprises

100

Slide 29: Checkpoints 26 – 31

26. Be clear, fair, and consistent, when you decide what you will pay your employees.

27. Create an organizational chart with everyone, including you, on it.

28. Prepare a comprehensive job description for each job.

29. Rank jobs by comparing the skills they involve and their importance to YOUR business.

30. Do not pay any worker less than the minimum wage in your country.

31. Give every job a pay range, so that workers have the chance to improve their pay over time, 

even if they stay in the same job.

Slide 30: Checkpoints 32 – 36

32. Consult on your pay structure and pay levels with your workers and their representatives.

33.  Adjust wages periodically in order to improve or, at least, maintain workers’ standard of 

living.

34.  Be sure to give all workers feedback about their performance and what they can do to access 

or compete for cash and non-cash rewards.

35.  Keep good records on work done and wages paid, and develop an easy-to-read wage slip, so 

that workers can check their pay calculation with you.

36.  Get maximum impact from your wages and benefi ts program by communicating it clearly to 

workers.

Slide 31: Questions and comments?

Slide 32: Thank you for your attention and participation

5. Presentation text for WISE-R Module 5:

Family-friendly measures

Slide 1: Family-friendly measures

WISE-R
More Work Improvements in Small Enterprises

Slide 2: Objectives

At the end of this training session you will:

• understand family responsibilities and their link with your business and the impact on 

productivity; 

• address maternity-related workplace issues;

• formulate and implement practical family-friendly workplace measures.

Slide 3: Contents

1. Why family-friendly measures are good for business

2. Making working time work for everyone

3. Family-friendly leave arrangements 

4. Making workplace maternity protection a reality:

a) Maternity leave and employment security 

b) Health protection 

c) Arrangements for breastfeeding 
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5. Helping workers with care arrangements

6. Creating partnerships and awareness raising

Slide 4: What are family responsibilities?

• Responsibilities that workers have for children, elderly, disabled, sick or other dependants

• Include unpaid activities fundamental to health and survival:

– Providing care to dependants

– Household, maintenance, cleaning, washing, cooking 

– Volunteer work for community services 

Share an experience where your family responsibilities clashed with your work. How did it 
affect your work or your family?

Slide 5: What’s a family-friendly workplace?

• “A family-friendly workplace is one where employees feel that they are supported by man-

agement and their colleagues in meeting both their work commitments and their family 

responsibilities.

• It is one where the employer accepts that family responsibilities will have an impact on 

employees’ working lives, and is prepared to accommodate these needs wherever possible.”

(“Guidelines for fl exible work-life balance in Residential Aged Care”, Department of Industrial 
Relations, Australia, 2004.)

Slide 6: Why are family responsibilities part of working conditions?

WHO?

They affect almost all workers 

WHY?

• Societal changes: women work more, lack of public health and social care services, impact of 

HIV/AIDS, etc.

• Clashes between work and home responsibilities are often caused by a lack of fl exibility at 

work and at home.

• Can impact negatively on business 

Slide 7: Why family-friendly measures are good for business

Family-friendly policies = win-win business strategy 

• improve working relationships, morale and job satisfaction = > reduce absenteeism and labour 

turnover

• make it easier to attract and retain talented & experienced workers  reducing direct and 

indirect costs to businesses

Increased productivity

Win – organizational effectiveness & Win – employee well-being. 
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Slide 8: Principle 1: Making working time work for everyone

What you can do:

• Consult workers to identify their needs

• Offer shorter working hours or fl exi-time arrangements 

• Schedule meetings, training, within normal working hours

• Privilege fi xed shifts instead of rotating ones

• Allow workers to have some control over their working hours

• Agree with carers on what happens in case of family emergencies

Slide 9: Principle 2: Family-friendly leave arrangements

Fair and clear leave policies:

• Improve workers’ and business’s ability to plan ahead

• Reduce sickness and unplanned absences  avoid interruptions

• Reduce errors and accidents

• Provide a way to deal with family emergencies

• Encourage workers to stay with you

 motivated and rested workers 

 improved productivity

Slide 10: Principle 2: Family-friendly leave arrangements cont’d

• Annual leave: paid time away from their work 

• Sick leave: paid time off in case of sickness

• Short emergency or care leave: for unexpected family problems or planned care needs

• Maternity leave: result of pregnancy, birth and breastfeeding 

• Paternity and parental leave: result of care around birth and after 

Share opinions on what kind of leave are provided by law, and which other types of leave 
are offered by businesses? 

Slide 11: Principle 2: Family-friendly leave arrangements cont’d

What you can do:

• Consult with workers

• Have clear policies on:

– Length of leave measures and level of pay;

– Modalities of booking;

• Keep a clear record of leave taken.

Annual Leave: Give a choice about when this is taken, and develop an annual leave schedule 

made available for everyone.

Sick leave: Be clear about how absences need to be reported.

Emergency leave: provide this leave and allow sick leave to be used offi cially for emergencies.
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Slide 12: Principle 3: Maternity Protection

Key points to remember:

• Pregnancy, childbirth and breastfeeding are not illnesses, but affect people differently;

• They place extra demands on the woman;

• Harm can occur at any stage, including harm to men and women before conception, but 

workplace health protection can help avoid the risks;

• Medical attention and preventive health care play a vital part in maternity protection, espe-

cially if there are risks of complications.

• Healthy breastfeeding protects both mother and child.

Slide 13: Principle 3: Maternity Protection

1. Maternity leave - Paid leave from work taken by a woman around childbirth.

2. Employment protection – The guarantee that a pregnant or nursing worker will not lose her 

job.

3. Health protection for the mother and her child, before and after birth - Making sure that the 

workplace and the work practices are safe and healthy.

4. Arrangements for breastfeeding – Simple arrangements for mothers to breastfeed when they 

return to work.

Slide 14: Principle 3: Maternity Protection

EXERCISE:

Divide in groups and try to discuss and come up with 2 measures that entrepreneurs can imple-

ment in each of the 4 areas:

1.  Maternity leave;  

2.  Employment protection; 

3.  Health protection for the mother and her child, before and after birth; 

4.  Arrangements for breastfeeding. 

Slide 15: Maternity leave and employment protection

The ILO Convention on Maternity Protection, 2000 (No. 183):

• 14 weeks maternity leave;

• Includes a compulsory period of 6 weeks leave following childbirth;

• Cash benefi ts during leave of at least two-thirds of previous earnings.

How are the country’s requirements for maternity leave applied? Who/how to pay for it? What 

are the local practices?

Slide 16: Maternity leave and employment protection

What you can do: 

• If maternity leave not paid by insurance or public funds, support alternatives: voluntary pay-

ments, workers save in advance, a salary advance to be repaid over time. 

• Allow pregnant workers to work as long as they feel able to;

• Be clear with women workers that:

– They will (or will not) receive pay or benefi ts; 

– Their job or a similar job will be kept at the same pay;

– They will be able to take breastfeeding breaks for a certain period when they return.
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Slide 17: Maternity health protection

Role Play: Being pregnant at a disorganised workplace

Slide 18: Maternity health protection

What does it include?

During pregnancy, childbirth and breastfeeding, some things or actions at the workplace can be 

hazardous.

What you can do:

1. Identify the risks (including dangerous substances)

2. Try to remove the risks :

• Ensure regular breaks and access to drinking water

• Tripping hazards are removed 

• Access to a toilet when needed 

• Provide a chair – no standing for long periods.

Slide 19: 2. Maternity health protection

3. If you cannot remove a risk

you should reorganise so the worker is not exposed to it:

• Lighten the work load by introducing team work 

• Reposition storage areas so carrying distances are lower

• Re-programme long hours, shifts that have no regular pattern, and missed rest periods 

• Rotate jobs and benefi t from a more fl exible workforce afterwards

Can you think of any other simple actions you could take?

Slide 20: Arrangements for breastfeeding

International advice on breastfeeding:

The World Health Organization recommends:

• Breastfeeding babies, without other food, until 6 months

• Continued breastfeeding with appropriate complementary foods for up to two years

• Some precautions should be taken when mothers are HIV positive.

Why is it important for your enterprise? 

• It passes on illness resistance from mother to child

• It is hygienic, chance of diseases is lower

• It increases the speed of recovery of the mother

• It lowers the risk of illnesses for the mother and child 

 Reduced absenteeism  improved productivity

Slide 21: Arrangements for breastfeeding

What you can do: 

1. Provide a breastfeeding area:

• A clean and private place

• A table and a comfortable chair 

• Drinking and running water and soap 

• Extra free time for breastfeeding
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2. Help workers to get information on mother-to-child transmission of HIV

3. Offer fl exible working time arrangements

Do women commonly breastfeed in your community? If so, for how long? Is the picture 
different if the mother works? 

Slide 22: Principle 4: Care arrangements

What you can do:

• Direct childcare facilities (e.g. nursery at work)

• Financial help with the costs of care

• Facility to leave work in the case of family emergencies

• Let workers use a telephone for emergencies

• Provide a space for children waiting for a parent 

• Develop a list of child care providers and health care facilities

• Help with transport needs for workers in remote areas

What would be the best way to consult with workers on this?

Slide 23: Principle 5: The benefi ts of creating partnerships

Take action to create:

1) Business to business partnerships – SMEs & big companies  cost saving solutions for 

common challenges.

2) Links with public and charitable bodies

Some ideas for joint action: 

Link with local health care clinic or community centres to:

– provide information and health screenings 

– get help with your workplace risk assessments

- develop childcare services

– organize training on health (incl. HIV/AIDS) 

 Lower absenteeism  increased productivity

Slide 24: Final Group Exercise

Take a look at the Checklist activity you completed at the beginning of the training

Identify the following:

• Three positive examples during the initial enterprise visit or from your own enterprise;

• Three practical, concrete suggestions for improved family-friendly practices;

• One or two suggestions for involving workers in introducing/improving family-friendly 

measures;

• The possible impact of the measures you presented.

Slide 25: Checkpoints 37 – 43

37. Consult your workers on their family responsibilities and the  difficulties they might have 

balancing these with workplace demands.

38. Arrange working hours with workers’ family responsibilities in mind.
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39. Consider work sharing and job rotation to allow workers to fi ll in for each other when some-

one is absent.

40. Inform your workers about all of the types of leave that you provide. 

41. Plan ahead for leave, so you avoid stoppages or interruptions that can cause a loss of 

productivity. 

42. Provide all workers with maternity and paternity leave, and the right to a similar job at the 

same pay when they return.

43. Carry out a risk assessment (including exposure to chemicals) and discuss it with your 

workers.

Slide 26: Checkpoints 44 – 51

44. Take action to remove identifi ed risks.

45. Ensure ready access to safe drinking water and to clean toilets, at any time, without 

restrictions.

46. Accommodate or reassign pregnant workers to tasks that do not require continuous standing, 

uncomfortable movements/postures, heavy physical effort or risk of slipping and falling.

47. In addition to normal breaks, allow at least one 1-hour break for breastfeeding mothers.

48. Provide a clean and quiet area for breastfeeding or expressing milk. 

49. Help workers get information on mother-to-child transmission of HIV.

50. Offer practical support to workers with family responsibilities.

51. Create partnerships so you (and other small businesses) can help workers with care 

arrangements.

Slide 27: Questions and comments?

Slide 28: Thank you for your attention and participation.

6. Presentation text for WISE-R Module 6:
Create a respectful workplace

Slide 1: Create a respectful workplace

WISE-R
More Work Improvements in Small Enterprises

Slide 2: Training objectives

At the end of the training you will be able to:

• Explain the impact of the workplace environment on the performance of workers and upon 

productivity;

• Mention a number of practical approaches to ensure respect within the workplace;

• Be committed to taking practical steps to create a more respectful workplace environment; 



 107

Trainer’s Guide

Slide 3: Principles

1. Be aware of all types of harassment

2. Make changes in the workplace to reduce the risk of harassment 

3. Develop a policy for maintaining a respectful work environment including fair procedures for 

dealing with complaints

4. Share and explain your harassment policy with staff

5. Involve your workers in sustaining a respectful work environment

6. Be a positive model

Slide 4: What is a respectful work environment

Motivated and healthy workers avoids lost time or performance 

Good communication and cooperation

      Increased productivity

Slide 5: Creating a respectful workplace: Why bother?

The advantages:

• It’s free!

• Happy, motivated workers

• Avoids lost time or performance due to:

– Loss of motivation

– Stress/fear

– Lack of communication and cooperation

• Bullying can affect workers’ health as well as their performance!

  Increased productivity

Slide 6: Principle 1. Be aware of all types of harassment

Harassment: What is it?

• Repeated behavior that causes someone distress and has no legitimate purpose. 

• Is normally a build up of actions rather than a single event

Common features:

• difference in power or strength between persons

• The perpetrator feels that they will gain something 

It is present in every part of the world, in poor and rich countries, and in small, medium and large 

enterprises. 

Slide 7: Who is most at risk?

Those most at risk are often:

Different: colour, race, gender, disability, personality 

Isolated: physically or socially

HIV/AIDS positive (suspected)

Those that have no right or way of complaining
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A few examples of harassment:

 Name-calling or making fun of someone

 Yelling/shouting, threatening to fi re the employee 

 Slapping or pushing

 Sexual harassment 

Slide 8: Group work and role play

Divide into groups:

• Each group member should share one experience or real example of harassment. Ideally this 

should be a workplace example.

• Choose just one of these situations and work together to try to identify why that experi-

ence happened. What circumstances do you think increased the chance of this harassment 

happening?

• Be prepared to role play this event for the remainder of the class 

Slide 9: Principle 2: Make changes in the workplace to reduce risk

What you can do:

1) Reduce risk through changes to the workplace

• Reduce isolation/improve lighting etc.

• Clarify the power or supervisors and provide training

2) Have a clear (written) policy.

• defi ne what you consider as harassment 

• tell workers that harassment will not be tolerated 

• set out a procedure for support and complaints

Take action: Doing nothing is not an option!

Slide 10: Principle 3: Develop a policy for a respectful work environment

3) Designate a person trusted by you and your workers to be the focal point for harassment 

complaints

4) Share and explain your harassment policy with staff

5) Develop a HIV/AIDS at the workplace policy

Slide 11: Principle 4: Develop a policy for a respectful work environment 

Group discussion:

Consider the examples role played by the other groups in the class. 

What action do you think could have been taken that would have reduced the risk of this 

happening?

Share these suggestions with the whole group and fi nd out how the person who reported this 

experience feels about the suggestions made?

Slide 12: Principle 5: Involve your workers in sustaining a respectful work environment

Why?

• Workers’ awareness/support is essential to success

• Workers can help identify risks in your workplace

• Involvement in writing a policy - respect for policy
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Some ways of involving workers: 

• Consult on policies

• Workers comment box

• Ask them to create posters

• Ask them to remove offensive signs/pictures

Slide 13: Principle 6: Be a positive model

Act in the way you want your employees to act!

• Speak to workers and managers respectfully

• Don’t shout or be rude

• Be aware of power differences – can the worker really say no?

• Be objective, but supportive, if complaints are made

Do you think that this is important? What other behaviour can you ‘model’?

Slide 14: Final Group Exercise

Discuss respectful environment concerns from the enterprise you visited and provide:

• Two positive examples that they noticed during the initial enterprise visit

• Two practical, concrete suggestions for improved practices relating to creating a respectful 

environment 

• The possible impact of the suggestions you provided

Slide 15: Checkpoint Summary 52 – 55

52. Develop (in consultation with your staff) a written policy for promoting a respectful work-

place, including a fair procedure to resolve complaints of harassment.

53. Designate a person or persons trusted by you and your workers to be a focal point for 

harassment complaints.

54. Avoid HIV/AIDS discrimination by workers and management, by developing and imple-

menting an HIV/AIDS policy for the workplace.

55. Remove all suggestive and provocative photos, posters and other items from display in the 

workplace.

Slide 16: Questions and comments?

Slide 17: Thank you very much for your attention and participation





 111

WISE-R

More
Work Improvement in Small Enterprises

Checklist & Guidelines

Conditions of Work and Employment Programme

Improving Job Quality in Africa through concerted efforts by Government, 
Employers and Workers





 113

Introduction to the WISE-R Checklist

This Checklist is a tool to be used by those who have participated in WISE-R training. It is the 

starting point for identifying good working condition practices, and those areas where improve-

ments can be made. It is essential to the planning of improvements and forms a record against 

which progress on improvements can be monitored later.

At the beginning of WISE-R training, participants take part in a Checklist Activity, during which 

they jointly visit a workplace/enterprise, and complete the WISE-R Checklist on the basis of 

what they see, and are told during that visit. At the end of the training, participants are introduced 

to action planning, and they are asked, as soon as possible after the training is ended, to complete 

the Checklist in relation to their own enterprise, and to use it to identify the improvements in 

working conditions that they intend to implement. 

Comparing the WISE and WISE-R Checklist task

The WISE-R Checklist is based upon the same principle as the WISE Checklist. It is not a 

tool to be used to judge an enterprise. It is a tool to be used for the planning and monitoring of 

improvements.

The key difference between the WISE and WISE-R Checklist, other than the subject areas cov-

ered, is that most WISE Checkpoints can simply be observed e.g. the height of a work surface or 

the waste disposal area. This is not always the case for WISE-R. For example, it is not possible to 

walk around an enterprise and observe the pay structure or maternity leave policies.

This is not a problem when completing the Checklist for your own enterprise. However, when 

completing this at another workplace, users will need to ask the enterprise owner or manager to 

provide some information. This request requires a degree of tact and should always be delivered 

with due respect to the feelings of the enterprise owner or manager. 

Instructions for completing the Checklist during an enterprise visit

1. If you are using the Checklist at an enterprise other than your own, introduce yourself to the 

entrepreneur/manager and give him/her time to properly introduce him/herself.

2. Before touring the enterprise, ask the owner or manager some initial questions about the busi-

ness. You should try to learn about the main products and production methods, the number 

of workers (male and female), the hours of work (including lunch break, other breaks and 

overtime) and any important operational or labour problems. 

3. Together with the entrepreneur, defi ne the work areas to be visited, and those that are out 

of bounds. In the case of a small enterprise, the whole production area can normally be 

checked. In the case of a larger enterprise, particular work areas can be identifi ed for inde-

pendent checking. It is clearly important to respect any requests or instructions given by the 

entrepreneur.

How to use the WISE-R Checklist
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 4. Read through the checklist and spend a few minutes walking around the work area (ide-

ally accompanied by the business owner/manager) before starting to check things more 

carefully.

 5. Read each item carefully. If necessary, ask the owner or workers questions, though always 

with sensitivity. 

 6. The Checkpoints indicate recommended practices on working conditions. 

a) If a practice has already been implemented, or if it is not needed, mark “NO” under “Do 

you propose action?” 

b) If you think that introducing the practice could be worthwhile, mark “YES”. 

c) Use the space under “REMARKS” to put a description of the good practices you notice 

or suggestions for improvements (and the location, if relevant).

 7. After you have fi nished the tour and completed the Checklist, look again at the items you 

have marked “YES” and identify a few where you think action would achieve the most 

important benefi ts. You should think about both improving working conditions and improv-

ing productivity, when you make these choices. Mark these items as “PRIORITY”. 

 8. Make sure, when you think you have completed the Checklist, that every item is marked 

“NO” or “YES”, and that some items that are marked “yes”, you have marked “priority”. 

 9. If this is not simply a training activity, it will be important at this stage, to discuss the 

Checklist fi ndings with the entrepreneur. Be careful to highlight the positive aspects of the 

enterprise that you have witnessed. After this, you can go through those elements where you 

think the enterprise could benefi t from taking action.

10. Always emphasize that any improvements made will benefi t of the business and the 

workers.

11. It is important to spend as much time as is needed to go through the Checklist with the 

entrepreneur and, during this process, to identify together what changes/improvements the 

entrepreneur wishes to make and can realistically achieve. 

If the person completing the Checklist attempts to impose suggestions/improvements on 
the entrepreneur, this is likely to be counter-productive. Entrepreneurs need to be active 
partners in WISE-R. So, it is crucial that the actions to be taken by the entrepreneur that 
are noted on the Checklist are those that the entrepreneur feels are achievable and that he/
she is willing to commit to. 

Follow-up visits

Once the improvements to be made have been agreed, it is very important to offer support to 

entrepreneurs in their efforts to carry these improvements forward. A plan should be prepared 

with the entrepreneur, setting out the timetable he/she envisages for making the improvements.

The last step in completing the WISE-R Checklist should always be to agree a date and time for 

a follow-up visit, emphasizing that this will be a chance to discuss progress and problems and 

for help to be given if necessary.

It might be appropriate to send a written letter of thanks to the entrepreneur for hosting the enter-

prise visit. However, this should be limited to a short note and copies of photographs taken. It is 

not appropriate to send a formal report or recommendations,  b0ecause WISE-R recommenda-

tions should result from a participatory process with employers and employees.
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WISE-R Module 1: Understanding productivity

Checkpoint 1: Assess how effi cient your business is by working out the productivity ratio.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 2: When you are looking for ways to improve productivity, think long term 
and don’t automatically try to make savings on wages.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 3: Remember that your workers are not just a cost, but a business asset that can greatly 
affect your productivity.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?
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WISE-R Module 2: Managing and motivating workers 

Checkpoint 4: Perform a job analysis and elaborate a job description to help you to fi nd workers with 
the right skills for the job.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 5: Offer workers the opportunity to be trained, and so increase the skills available 
in your business.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 6: Make sure that new workers are introduced to your business culture, practices, 
and rules.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 7: Make sure that workers have the tools they need to do the job.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 8: Be clear with workers about what you want them to do and the results you expect.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 9: Give workers as much control as possible over the way they carry out their tasks.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?
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Checkpoint 10: Give workers professional responsibility for tasks, and acknowledge 
this in pay and/or in thanks.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 11: Plan ahead for absences by preparing junior staff to take on delegated tasks.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 12: Give praise when it is due and never deliver criticism in public. 

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 13: Organize regular meetings with each employee to give them feedback and orient 
them in their work. 

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 14: Have a clear discipline and grievance policy and make sure that managers, 
supervisors and workers, understand and apply it.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes,
what action?
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WISE-R Module 3: Effective management of working time

Checkpoint 15: Avoid wasting time and resources by planning for production and delivery timelines, 
including advanced planning on staffi ng needs.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes,
what action?

Checkpoint 16: Have a regular schedule for maintaining equipment, so that you avoid accidents and 
breakdowns.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 17: Provide job-specifi c training to boost expertise and effi ciency.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 18: Make sure all workers get enough rest time during their working day, 
in between their shifts, and at the end of their working week.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 19: Provide a place for workers to rest, away from their work station and with access 
to drinking water and toilets.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 20: Avoid or minimize the use of irregular and unpredictable shift schedules.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes,
what action?
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Checkpoint 21: Minimize the use of night work and, when it is necessary, make it safer by providing supervision and 
adjusting the lighting and temperature in the work environment to be similar to daytime.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 22: Introduce fl exible working time arrangements that will help your workers to balance 
their responsibilities and boost your productivity.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 23: Limit the use of overtime, especially on extended (e.g., 12-hour) shifts. 
When overtime is used, provide advance notice to workers.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 24: Be clear with each worker about their normal working hours, their pay, 
and what pay rate they will receive for overtime work.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 25: Consult with workers on the design of working time in your enterprise, 
and listen to the feedback they give you.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?
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WISE-R Module 4: Managing wages and benefi ts

Checkpoint 26: Be clear, fair, and consistent, when you decide what you will pay your employees.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 27: Create an organisational chart with everyone, including you, on it.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 28: Prepare a comprehensive job description for each job.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 29: Rank jobs by comparing the skills they involve and their importance to YOUR 
business.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 30: Do not pay any worker less than the minimum wage in your country.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 31: Give every job a pay range, so that workers have the chance to improve their pay 
over time, even if they stay in the same job.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?
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Checkpoint 32: Consult on your pay structure and pay levels with your workers 
and their representatives.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 33: Adjust wages periodically in order to improve or, at least, 
maintain workers’ standard of living.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 34: Be sure to give all workers feedback about their performance 
and what they can do to access or compete for cash and non-cash rewards.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 35: Keep good records on work done and wages paid, and develop an easy-to-read wage 
slip, so that workers can check their pay calculation with you.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, 
what action?

Checkpoint 36: Get maximum impact from your wages and benefi ts program by communicating it 
clearly to workers.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes,
what action?
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WISE-R Module 5: Family-friendly measures

Checkpoint 37: Consult your workers on their family responsibilities and the diffi culties they might 
have balancing these with workplace demands.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 38: Arrange working hours with workers’ family responsibilities in mind.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 39: Consider work sharing and job rotation to allow workers to fi ll in for each other when 
someone is absent.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 40: Inform your workers about all of the types of leave that you provide. 

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 41: Plan ahead for leave, so you avoid stoppages or interruptions that can cause a loss of 
productivity.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 42: Provide all workers with maternity and paternity leave, and the right to a similar job 
at the same pay when they return.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?
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Checkpoint 43: Carry out a risk assessment (including exposure to chemicals) and discuss it 
with your workers.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 44: Take action to remove identifi ed risks.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 45: Ensure ready access to safe drinking water and to clean toilets, at any time, 
without restrictions. 

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 46: Accommodate or reassign pregnant workers to tasks that do not require continuous 
standing, uncomfortable movements/postures, heavy physical effort or risk of slipping and falling.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 47: In addition to normal breaks, allow at least one 1-hour break for breastfeeding mothers.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 48: Provide a clean and quiet area for breastfeeding or expressing milk. 

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?
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Checkpoint 49: Help workers get information on mother-to-child transmission of HIV.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 50: Offer practical support to workers with family responsibilities.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 51: Create partnerships so you (and other small businesses) can help workers 
with care arrangements.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?
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WISE-R Module 6: Create a respectful workplace

Checkpoint 52: Develop (in consultation with your staff) a written policy for promoting a respectful 
workplace, including a fair procedure to resolve complaints of harassment.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 53: Designate a person or persons trusted by you and your workers to be a focal point for 
harassment complaints.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 54: Avoid HIV/AIDS discrimination by workers and management, by developing 
and implementing an HIV/AIDS policy for the workplace.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?

Checkpoint 55: Remove all suggestive or provocative photos, posters, and other items from display 
in the workplace.

Do you propose action?

❏ No ❏ Yes ❏ Priority

If yes, what 
action?
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1. Before going to the enterprise

1. Distribute the Checklist and the guidance -“WISE-R Checklist and instructions for use.”  Ask 

participants to read these instructions carefully or read them together.

2. Provide additional explanation, if necessary.

3. Emphasize that the Checklist is designed in a very specifi c way, to highlight possible solu-

tions, rather than problems or subject areas.

4. Mention that at the end of the session (after the visit) participants will work on the completed 

Checklist in groups.

NOTE: It is important to dedicate time to reading the Checklist together during the training to 

ensure a common understanding and avoid problems at the enterprise.  

Ensuring a respectful visit

The entrepreneur has kindly agreed to allow participants into his enterprise and it is important 

that she/he is treated with respect and thanks for this.

It is extremely important that participants understand that some of the WISE-R checkpoints in 

the checklist can not be easily observed.  Participants may have to rely on information given by 

the entrepreneur or workers to enable them to complete these checkpoints.

Participants need be encouraged to put themselves in the position of this entrepreneur and to 

understand that she/he might feel unsure about allowing the visit.  Questions should always 

be asked in a way that is sensitive to the feelings of the entrepreneur.  Participants should not 

demand information in a way that makes the entrepreneur or the workers uncomfortable.

2. At the enterprise 
(60 minutes plus transport time to and from the premises)

1. Introduce the visitors and the enterprise owner/manager and any workers who will cooperate 

in the visit. (10 MIN)

2. Try to talk with the enterprise owner/manager to get familiar with the enterprise activities, 

before starting to walk through the enterprise

3. Ensure any necessary safety precautions are taken and that everyone is informed about areas 

that represent particular risks or are off limits. (20 MIN) 

4. Walk round the enterprise together so that participants can complete the Checklist.  Allow 

some time at the end for questions and answers. (20 MIN)

Guide to Conducting a WISE-R 
Training Enterprise Visit
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3. After the enterprise visit (debriefi ng in groups) 
90 MIN (45 MIN preparation + 45 MIN debriefi ng)

Divide the participants into groups and ask them to do the following:

1) repare a brief profi le of the enterprise visited, describing the following aspects:

a. Key features of the enterprise;

b. The positive aspects that impressed you;

c. The aspects that you felt could benefi t from improvements. 

2) Analyze the questions that were asked during the visit and decide:

d. Which were the most important questions?

e. Were the answers given satisfactory?

f. What did you learn from these questions?

3) Ask participants to fi ll out the Checklist and present 5 recommendations for action to be 

taken by the enterprise.  You should choose those that you think are most important and/or 

urgent.

Each group is requested to present their results in plenary.
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WISE and WISE-R are action-orientated training programmes, so a key measure of success 

(though not the only measure) is the number of improvements made and the impact they have on 

the enterprise and those who work there. 

WISE is also about encouraging participants to take action themselves and in a timely way. 

Realistically, this means that improvements should be completed within a short time following 

participation in WISE/WISE-R training (a maximum of six months). When improvements are 

scheduled to be carried out later than this, it is easy for them to be forgotten or disregarded. In 

fact, experience has shown that successful WISE and WISE-R improvements generally result 

from action taken immediately after participation in initial training. 

Emphasis should be placed on these two points, both during the training and during the process 

of action planning.

How to achieve a good Action Plan 

The Action Plan included in WISE-R is a very simple and effective planning tool. Once com-

pleted, it provides a record of the actions that the enterprise proposes to take, when they will be 

taken, and who will be responsible for ensuring implementation. 

An initial Action Plan can be completed independently by participants, and later discussed with 

a WISE/WISE-R trainer to ensure that the plans are clear and realistic. Alternatively, the two 

can work together on the initial plan. However, it is important that the Action Plan is the result 

of a participatory process involving employees, who should be encouraged to identify, dis-

cuss and agree upon priorities and low-cost actions to improve their working conditions and 

productivity. 

A participatory process for action planning is very important, as few workplace improvements 

can be achieved or maintained without the cooperation of workers. Furthermore, if actions are 

formulated by the employees themselves, workers are more likely to embrace them fully and 

invest time in ensuring their implementation. 

The following steps are advised for action planning:

1) Hold a WISE/WISE-R training course. For larger enterprises, it may be helpful for a 

number of workers and managers to participate; 

2) The training should include an enterprise visit, where participants get the opportunity to 

complete a Checklist exercise;

3) At the end of the training, participants are introduced to the action planning process. 

They are encouraged to create an Action Plan for their enterprise as soon as they return 

to work;

4) Before leaving the training, participants should be encouraged to arrange a meeting 

with their WISE/WISE-R trainer or the person who will support them in implementing 

improvements. This person can also assist with the action planning if needed.

5) The Action Plan should be discussed with workers and managers and jointly approved;

Guidelines for Action Planning
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6) Copies of the Action Plan should be shared and ideally displayed in the workplace;

7) The Action Plan must be implemented and progress monitored. A WISE/WISE-R
Workplace Committee can be formed to track progress on the actions;

8) A WISE/WISE-R network of those who have completed the training can be formed. This 

provides a forum for those working in or responsible for different enterprises to share 

ideas and to support each others’ efforts.

The advantages of an Action Plan

The Action Plan facilitates communication and a common understanding of what needs to be 

done in an enterprise. It identifi es the people responsible for taking action and fi xes a timeline 

within which this action should be completed. 

Monitoring the Action Plan

The Action Plan should be monitored regularly, ideally on a weekly or monthly basis, by an inter-

nal WISE/WISE-R Workplace Committee. Having a fi xed date/time for the Committee to meet 

(e.g. the fi rst Monday of the month) can be very helpful to maintaining momentum. 

In addition, the WISE/WISE-R trainer or the support worker should arrange follow-up visits to 

the enterprise, to provide encouragement, assistance, and record progress on the Action Plan. 

The fi rst appointment should, ideally, be made at the end of the training.

The actions have been completed: what next?

Completion of all actions on the Action Plan does not imply that WISE/WISE-R can be forgotten 

about. On the contrary, this is just the beginning of a continuous process that maintains an enter-

prise focus on improving working conditions and, of course, on improving productivity. WISE/
WISE-R success stories have shown that active WISE/WISE-R Workplace Committees (and net-

works) can help ensure sustainable improvements in the workplace. 

A framework for an Action Plan is included with this guide. As mentioned before, the format of 

this can easily be adapted to the needs of an individual enterprise. However, the core elements, 

such as the activity proposed, timeframe (beginning and end date of action), the responsible 

person, and the expected results, should not be omitted, as this can make follow-up diffi cult. 
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Guidelines for follow-up visits

The tables in these guidelines are designed to be used for monitoring the implementation of 

WISE-R Action Plans. This is an extremely important step in the WISE-R (and WISE) training 

process, as it helps to assure that the training delivered is having real, enterprise-level, impact 

and to provide lessons learned to improve future training. 

It is recommended that the tables are updated during (or immediately after) follow-up enterprise 

visits.

The description and importance of each heading in the tables is detailed below.

Detailed description of table headings: 

N°: An identifi cation number or reference you give to the enterprise. This will help 
you to present the results in subsequent graphs. 

Name of 
enterprise

The name of the enterprise. It is recommended that you put the enterprise names 
in alphabetical order.

Date of 
training

The date that the enterprise training was conducted. It is important to keep this in 
mind during follow-up visits. 

Number of 
employees

The total number of employees working in the enterprise. This provides an indica-
tion of the total number of benefi ciaries of any improvements.

Number of 
employees 
trained 

The total number of employees that have benefi ted from WISE/WISE-R training. 
This is divided by gender (female/male). It is important to disaggregate the data to 
gain an overview of the gender balance of participants.

%  
employees 
trained

The total number of employees trained divided by the total number of employ-
ees in the enterprise. This provides the level of reach of the training within the 
enterprise.

% of females 
trained

This is the number of female employees trained divided by the total number of 
persons trained. It provides an indication of the gender balance of participants. 

Time dedi-
cated to 
training

The total number of hours that were dedicated to the enterprise training. This 
facilitates analysis of the intensity of training and a comparison with the delivery 
% (see later). 

N° actions 
planned

The total number of actions planned as mentioned in the Action Plan elaborated 
by the enterprise.

N° actions 
implemented 
V1

The total number of actions implemented as witnessed during the fi rst follow-up 
visit (V1). These are the actions mentioned in the Action Plan. If additional 
actions are witnessed, they should be included in the column “Actions imple-
mented not planned.” During the follow-up visits, it is important always to ask the 
entrepreneur whether he/she can see the claimed improvements. 

N° actions 
implemented 
V2

The total number of actions implemented as witnessed during the second 
follow-up visit (V2). These are the actions mentioned in the action plan.  If 
additional actions are witnessed, they should be included in the column “Actions 
implemented not planned.” During the follow-up visits, it is important always to 
ask the entrepreneur whether he/she can see the claimed improvements. During 
a second visit, a double check of the improvements noted during the fi rst visit 
should be made. Some may no longer be present and, if so, this should be noted. 
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N° actions 
implemented 
NOT planned

The total number of actions implemented but not mentioned in the initial plan. 
During the follow-up visits improvements that are WISE-R orientated, but not men-
tioned in the Action Plan, you will often come across. This is because WISE–R is 
about making continuous improvements. It is important to record these improve-
ments so that they are included in the fi nal total of improvements achieved. 

Total number 
of actions 
implemented

This is the fi nal total number of actions implemented. It is the sum of the actions 
implemented during the fi rst follow-up visit + actions implemented during the 
second follow-up visit (and any other visits conducted) + any actions imple-
mented but not mentioned in the Action Plan. 

% Table 1 This is the fi nal delivery percentage, meaning the number of actions implemented 
during the period of monitoring (not including the unplanned improvements) 
divided by the number of actions planned. This provides an indication of how 
completely the Action Plan has been implemented. 

% column, 
Table 2

This is the total number of actions planned for each topic divided by the total 
number of actions implemented.

Test total 
column, 
Table 2

Add up the actions per WISE-R topic and verify whether this number equals the 
number of Total Actions Implemented (4th column).

%, bottom 
row, Table 2

Calculate the percentages of actions that have been completed per topic. This 
provides interesting data for analyzing the popularity of topics.

The suggested referencing for WISE-R (and WISE) modules is as follows:

WISE: 1 - Materials Storage and Handling; 2 - Workstation Design; 3 - Machine Safety; 
4 - Control of Hazardous Substances; 5 - Lighting; 6 - Welfare Facilities; 7 - Premises; 8 - Work 
Organization.

WISE-R: 1WR – Productivity; 2WR - Managing: 3WR - Working Time; 4WR Wages and Benefi ts; 
5WR - Family-friendly measures; 6WR - Respectful Workplaces
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In order to improve WISE and WISE-R implementation in the future, and to improve the WISE+ 
training package, it is important to get as much feedback as possible from those who have partici-
pated in training or been involved in its delivery.  

Please take a few minutes to give feedback, comments and suggestions. 

Mark responses with an X, as shown below.

Needs Improvement Reasonable X Good Excellent

1. MATERIAL HANDLING & STORAGE 

1.1 What was your general impression of the presentation given? 

Needs Improvement Reasonable Good Excellent

1.2 Do you consider the topic relevant for your job/company? 

A little Reasonable A lot

1.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

1.4 Please elaborate on how the presentation of this topic can be improved:

2. WORKSTATION DESIGN

2.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

2.2 Do you consider this topic relevant for your job/company?

A little Reasonable A lot

Implementation Evaluation Form 
for WISE and WISE-R training

DATE:

PLACE:

ROLE (Partner, trainer, participant, etc.):

WISE
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2.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

2.4 Please elaborate on how the presentation of this topic can be improved:

3. MACHINE SAFETY

3.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

3.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

3.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

3.4 Please elaborate on how the presentation of this topic can be improved:

4. HAZARDOUS SUBSTANCES

4.1 What was your general impression of the presentation?

Needs Improvement Reasonable Good Excellent

4.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

4.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

4.4 Please elaborate on how the presentation of this topic can be improved:

5. LIGHTING

5.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

5.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

5.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

5.4 Please elaborate on how the presentation of this topic can be improved:
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6. WELFARE FACILITIES

6.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

6.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

6.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

6.4 Please elaborate on how the presentation of this topic can be improved:

7. PREMISES

7.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

7.2 Do you consider this topic relevant for your job/company?

A little Reasonable A lot

7.3 Which aspect of the training needs improvement for this topic? 

Content Photographs Exercises None

7.4 Please elaborate on how the presentation of this topic can be improved:

8. WORK ORGANISATION

8.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

8.2 Do you consider this topic relevant for your job/company?

A little Reasonable A lot

8.3 Which aspect of the training should be improved for this topic? 

Content Photographs Exercises None

8.4 Please elaborate on how the presentation of this topic can be improved:
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1. PRODUCTIVITY

1.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

1.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

1.3 Which aspect of the training should be improved for this topic?

Content Photographs Exercises None

1.4 Please elaborate on how the presentation of this topic can be improved:

2. MANAGING AND MOTIVATING

2.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

2.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

2.3  Which aspect of the training should be improved for this topic?

Content Photographs Exercises None

2.4 Please elaborate on how the presentation of this topic can be improved:

3. WORKING TIME

3.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

3.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

3.3 Which aspect of the training should be improved for this topic?

Content Photographs Exercises None

3.4 Please elaborate on how the presentation of this topic can be improved:

WISE-R
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4. WAGES AND INCENTIVES

4.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

4.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

4.3  Which aspect of the training should be improved for this topic?

Content Photographs Exercises None

4.4 Please elaborate on how the presentation of this topic can be improved:

5. FAMILY-FRIENDLY MEASURES

5.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

5.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

5.3 Which aspect of the training should be improved for this topic?

Content Photographs Exercises None

5.4 Please elaborate on how the presentation of this topic can be improved:

6. RESPECTFUL ENVIRONMENT

6.1 What was your general impression of the presentation? 

Needs Improvement Reasonable Good Excellent

6.2 Do you consider this topic relevant for your job/company? 

A little Reasonable A lot

6.3 Which aspect of the training should be improved for this topic?

Content Photographs Exercises None

6.4 Please elaborate on how the presentation of this topic can be improved:
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1. The time provided for the training was: 

Adequate Too little Too long

2. The teaching materials used were: 

Insuffi cient Reasonable Good Excellent

3. The trainers managed to communicate the message: 

Not very well Quite well Well Very well

4. General comments (how to improve the use of training time, materials, 
educative aspects, etc.)

GENERAL ASPECTS OF TRAINING
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