Workplace Literacy
Topic Outline w/Websites Used
Suter – Fall 2025

I. Week I
a. Class 1
i. Safety First & Situational Awareness
1. Ergonomics
a. -safe pushing/pulling video & questions  https://www.youtube.com/watch?v=wdx13ZD8cH4  
2. PPE
ii. Kish IDs/emails
b. Class 2
i. Safety First & Situational Awareness
1. Chemical safety
a. https://microbenotes.com/laboratory-safety-symbols/
ii. Setting SMART Goals
1. -SMART Goals video:  https://www.youtube.com/watch?v=VZXcKyevXKM   
iii. Finish Kish IDs/emails
II. Week II
a. Class 3
i. Digital Literacy I
1. Email Basics (cert)
b. Class 4
i. Digital Literacy I
1. Finish email basics
2. Email 2 (cert)
ii. Safety
1. Machine guarding
2. devices
III. Week III
a. Class 5
i. Digital Literacy I
1. Cybersecurity Basics (cert)
2. Online Fraud & Scams (cert)
b. Class 6
i. Review for Safety Quiz
ii. Digital Literacy II
1. Continue Cybersecurity
2. Microsoft Word (cert)
IV. Week IV
a. Class 7
i. Digital Literacy II
1. Finish Cybersecurity
2. Finish Word



b. Class 8
i. Safety Quiz (cert)
ii. Digital Literacy III
1. Power Point Basics (cert)
V. Week V
a. Class 9
i. Digital Literacy III
1. Finish Power Point Basics
ii. Lean Thinking & Continuous Improvement
1. Lean Six Sigma
2. Lean Concepts
a. Principles of Lean
b. 8 wastes
b. Class 10
i. Digital Literacy III
1. Introduce final projects
ii. Continue Lean Thinking & Continuous Improvement
1. Lean Manufacturing video:  https://www.youtube.com/watch?v=gixa9MHNPaM.
VI. Week VI
a. Class 11
i. Digital Literacy III
1. Power Point Special Effects (cert)
2. Practice slides together
b. Class 12—students choose a topic on Digital Literacy online (class canceled due to bereavement)
VII. Week VII
a. Class 13
i. Digital Learning III
1. Finish Power Point Special Effects
2. Time to work on projects
ii. Continue Lean Thinking
1. Process Improvement & Quality Methods
2. Six Sigma vs. Lean
b. Class 14
i. Finish Lean Thinking
VIII. Week VIII
a. Class 15
i. Review Lean Concepts
1. Video:  https://www.youtube.com/watch?v=TUDy6Rc81a4
ii. Soft Skills
1. Communication






b. Class 16
i. Lean Thinking Quiz (cert)
ii. Soft Skills
1. Problem solving
iii. Time to work on projects

IX. Week IX
a. Class 17
i. Post-tests
ii. Work on projects/ask questions
b. Class 18
i. no class due to special event at the company
ii. students expected to work on projects 
X. Week X
a. Class 19
i. Project presentations
b. Class 20
i. Celebration/certificates

