
THE	
  EMPLOYMENT	
  
CELL	
  

STANDARD	
  OPERATING	
  PROCEDURES	
  



Introduc6on	
  

About	
  Mann	
  
Mann	
  help	
  teenagers	
  and	
  adults	
  with	
  special	
  needs	
  (Au6sm,	
  Downs	
  syndrome,	
  mul6ple	
  learning	
  disabili6es,	
  developmental	
  delays)	
  
by	
  providing	
  them	
  educa6on	
  and	
  training,	
  and	
  by	
  enabling	
  their	
  personal	
  growth.	
  Mann	
  aims	
  at	
  helping	
  the	
  students	
  become	
  
independent	
  and	
  self-­‐sustainable,	
  have	
  more	
  self-­‐confidence	
  and	
  self-­‐esteem.	
  

About	
  the	
  ac6vi6es	
  of	
  the	
  Employment	
  Cell	
  
The	
  Employment	
  Cell	
  has	
  been	
  designed	
  to	
  help	
  adults	
  with	
  special	
  needs	
  receive	
  an	
  income	
  and	
  increase	
  their	
  self-­‐confidence	
  and	
  
self-­‐sufficiency.	
  The	
  Employment	
  Cell	
  does	
  three	
  ac6vi6es:	
  	
  
•  The	
  manufacturing	
  of	
  products	
  that	
  are	
  sold	
  in	
  shops	
  and	
  exhibi6ons.	
  Orders	
  are	
  also	
  taken	
  by	
  Mann.	
  
•  The	
  placement	
  of	
  Mann	
  students	
  in	
  local	
  businesses	
  and	
  companies.	
  	
  	
  	
  
•  The	
  provision	
  of	
  employment	
  within	
  the	
  Employment	
  Cell	
  facili6es.	
  

About	
  the	
  Standard	
  Opera6ng	
  Procedures	
  
This	
  SOP	
  describes	
  the	
  ac6vi6es	
  and	
  processes	
  of	
  the	
  Employment	
  Cell.	
  It	
  will	
  serve	
  as	
  a	
  guide	
  and	
  provide	
  direc6ons	
  to	
  the	
  staff	
  
members	
  making	
  them	
  aware	
  of	
  their	
  du6es	
  and	
  responsibili6es.	
  It	
  will	
  also	
  serve	
  as	
  an	
  induc6on	
  tool	
  for	
  new	
  employees	
  in	
  the	
  
beginning	
  of	
  their	
  employment.	
  	
  
Any	
  modifica6ons	
  of	
  this	
  SOP	
  will	
  be	
  communicated	
  to	
  the	
  Employment	
  Cell	
  staff	
  members	
  (September	
  2014).	
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Products	
  Manufacturing	
  
Process	
  	
  



1.	
  Procurement	
  of	
  Material	
  

1.	
  A.	
  Buying	
  Materials	
  

The	
  materials	
  is	
  procured	
  in	
  a	
  wholesale	
  market.	
  Every	
  six	
  months,	
  basic	
  and	
  usual	
  products	
  have	
  to	
  be	
  bought.	
  	
  
When	
  a	
  materials	
  is	
  out	
  of	
  stock,	
  go	
  to	
  the	
  market	
  to	
  re-­‐fill	
  the	
  stocks	
  of	
  this	
  materials.	
  	
  

The	
  materials	
  that	
  are	
  used	
  for	
  products	
  made	
  for	
  fes6vals	
  are	
  bought	
  before	
  the	
  fes6val	
  depending	
  on	
  the	
  needs	
  of	
  the	
  produc6on.	
  	
  

The	
  supplier	
  might	
  offer	
  the	
  delivery	
  of	
  the	
  materials.	
  If	
  this	
  is	
  not	
  the	
  case,	
  Mann	
  is	
  in	
  charge	
  of	
  the	
  transporta6on	
  of	
  the	
  materials	
  from	
  the	
  
supplier	
  to	
  the	
  employment	
  cell	
  facili6es.	
  	
  

The	
  suppliers	
  are	
  chosen	
  depending	
  on	
  the	
  price	
  per	
  quan6ty	
  they	
  offer.	
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Note:	
  Procure	
  yourself	
  the	
  materials	
  for	
  the	
  special	
  products	
  for	
  fes6vals	
  at	
  least	
  4	
  months	
  before	
  the	
  fes6val.	
  	
  	
  



1.	
  Procurement	
  of	
  Material	
  

1.	
  B.	
  Dona6ons	
  of	
  Materials	
  

1.	
  C.	
  Donor	
  Management	
  

Regular	
  donors	
  
Regular	
  donors	
  are	
  persons,	
  companies	
  and	
  businesses	
  that	
  are	
  specialised	
  in	
  the	
  produc6on	
  of	
  par6cular	
  materials.	
  They	
  desire	
  to	
  donate	
  some	
  
materials	
  Mann	
  could	
  need.	
  	
  
When	
  a	
  regular	
  donor	
  presents	
  itself	
  for	
  the	
  first	
  6me,	
  give	
  him/her	
  the	
  different	
  op6ons	
  available.	
  	
  
AXer	
  the	
  first	
  contacts	
  and	
  dona6on:	
  
• Keep	
  the	
  contact	
  details	
  
• Call	
  the	
  donor	
  again	
  when	
  you	
  need	
  the	
  material	
  the	
  donor	
  is	
  producing.	
  	
  
When	
  you	
  need	
  a	
  par6cular	
  materials:	
  	
  
• Call	
  the	
  regular	
  donor	
  to	
  ask	
  if	
  the	
  dona6on	
  of	
  materials	
  is	
  possible.	
  
•  If	
  yes,	
  make	
  the	
  necessary	
  arrangement	
  to	
  procure	
  yourself	
  the	
  materials	
  (delivery,	
  transporta6on).	
  	
  

Occasional	
  donors	
  
Occasional	
  donors	
  are	
  the	
  persons	
  that	
  want	
  to	
  donate	
  to	
  Mann	
  at	
  a	
  par6cular	
  6me.	
  	
  
When	
  a	
  donor	
  wants	
  to	
  give	
  to	
  the	
  manufacturing	
  part	
  of	
  the	
  employment	
  cell	
  
• Give	
  him/her	
  a	
  list	
  of	
  the	
  materials	
  you	
  need,	
  so	
  he/she	
  can	
  pick	
  what	
  to	
  donate.	
  	
  
• Arrange	
  delivery/transporta6on	
  of	
  the	
  materials	
  to	
  the	
  employment	
  cell	
  facili6es.	
  	
  

• When	
  you	
  have	
  received	
  a	
  materials	
  dona6on,	
  send	
  an	
  email	
  or	
  a	
  leZer	
  to	
  the	
  donor.	
  	
  
• When	
  you	
  send	
  a	
  thank-­‐you	
  leZer	
  to	
  a	
  donor,	
  aZach	
  a	
  small	
  giX	
  with	
  it	
  from	
  the	
  products	
  specially	
  dedicated	
  to	
  be	
  given	
  as	
  thank-­‐you	
  giXs.	
  
• A	
  template	
  of	
  thank-­‐you	
  email	
  and	
  one	
  of	
  thank-­‐you	
  leZer	
  are	
  already	
  available.	
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2.	
  Products	
  Manufacturing	
  

a)  Start	
  by	
  designing	
  the	
  product	
  so	
  you	
  
can	
  see	
  how	
  it	
  would	
  look	
  like	
  and	
  how	
  
to	
  make	
  it.	
  

b)  Test	
  the	
  manufacturing	
  of	
  the	
  product	
  so	
  
you	
  can	
  clearly	
  iden6fy	
  the	
  steps	
  to	
  be	
  
taken.	
  

c)  Instruct	
  the	
  helpers	
  on	
  how	
  to	
  
manufacture	
  the	
  product	
  and	
  on	
  how	
  
they	
  can	
  help	
  the	
  students	
  
manufacturing	
  the	
  product.	
  	
  

d)  Finish	
  the	
  prepara6on	
  phase	
  by	
  
organising	
  the	
  materials	
  (quan6ty	
  of	
  
materials	
  needed	
  per	
  step	
  of	
  the	
  
manufacturing).	
  	
  	
  

a)  Show	
  how	
  to	
  manufacture	
  the	
  product	
  
to	
  the	
  students.	
  	
  

b)  Demonstrate	
  the	
  steps	
  to	
  be	
  taken	
  with	
  
the	
  behaviour	
  required	
  to	
  do	
  the	
  tasks.	
  	
  

a)  Once	
  the	
  students	
  have	
  assimilated	
  how	
  
to	
  perform	
  the	
  tasks,	
  make	
  them	
  start	
  to	
  
manufacture	
  the	
  product.	
  	
  

b)  Each	
  student	
  takes	
  part	
  in	
  the	
  
manufacturing	
  process	
  of	
  a	
  product	
  by	
  
par6cipa6ng	
  in	
  performing	
  at	
  least	
  one	
  
tasks.	
  	
  

c)  Watch	
  the	
  students	
  manufacturing	
  the	
  
products	
  and	
  help	
  them	
  when	
  they	
  
encounter	
  challenges.	
  	
  

A	
   B	
   C	
  

Prepara6on	
   Demonstra6on	
   Produc6on	
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Note:	
  	
  
Start	
  manufacturing	
  special	
  products	
  for	
  fes6vals	
  at	
  least	
  3-­‐4	
  months	
  before	
  the	
  fes6val.	
  	
  



2.	
  Products	
  Manufacturing	
  

a)  Check	
  that	
  the	
  product	
  has	
  been	
  
manufactured	
  correctly	
  and	
  is	
  of	
  
quality.	
  

b)  If	
  the	
  quality	
  of	
  the	
  products	
  if	
  not	
  the	
  
one	
  desired,	
  either:	
  	
  
•  Rec6fy	
  it	
  if	
  possible.	
  	
  
•  Make	
  the	
  students	
  manufacture	
  the	
  
product	
  again.	
  

a)  Once	
  the	
  product	
  has	
  been	
  manufactured	
  
and	
  is	
  of	
  good	
  quality,	
  proceed	
  to	
  the	
  
labelling	
  and	
  packaging	
  

b)  The	
  students	
  are	
  doing	
  this	
  task.	
  
c)  Make	
  the	
  students	
  put	
  the	
  Mann	
  label	
  on	
  

the	
  product	
  first.	
  
d)  Then,	
  the	
  students	
  put	
  the	
  product	
  in	
  the	
  

package.	
  

a)  Once	
  the	
  previous	
  steps	
  have	
  been	
  
done,	
  store	
  the	
  products.	
  

b)  Products	
  are	
  stored	
  in	
  storage	
  boxes.	
  
c)  Store	
  similar	
  products	
  together:	
  

coasters,	
  jewellery,	
  etc.	
  	
  

D	
   E	
   F	
  

Check-­‐Up	
   Labelling	
  and	
  Packaging	
   Storing	
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3.	
  Inventory	
  

3.	
  A.	
  Of	
  Materials	
  

The	
  inventory	
  of	
  the	
  materials	
  is	
  done	
  aXer	
  buying	
  the	
  materials,	
  and	
  once	
  every	
  three	
  months	
  to	
  list	
  the	
  materials	
  s6ll	
  available.	
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Write	
  down	
  the	
  
number	
  of	
  the	
  
cash	
  voucher	
  (if	
  
applicable).	
  

Write	
  down	
  the	
  
name	
  of	
  the	
  
materials.	
  

Write	
  down	
  the	
  
name	
  of	
  the	
  
supplier.	
  

Write	
  down	
  the	
  
price.	
  

Write	
  down	
  the	
  
bill	
  (if	
  applicable).	
  

Write	
  down	
  the	
  
date	
  of	
  purchase.	
  

Write	
  down	
  the	
  
quan6ty	
  of	
  
materials	
  bought.	
  

Write	
  down	
  the	
  
quan6ty	
  of	
  
materials	
  s6ll	
  in	
  
stock.	
  



3.	
  Inventory	
  

3.	
  B.	
  Of	
  Products	
  

Keep	
  track	
  of	
  the	
  number	
  of	
  products	
  you	
  have	
  in	
  storage.	
  	
  

Explain	
  the	
  way	
  you	
  do	
  your	
  products	
  inventory.	
  The	
  screenshot	
  of	
  the	
  excel	
  sheet	
  can	
  help	
  to	
  explain	
  beZer.	
  	
  

9	
  



4.	
  Distribu6on	
  

4.	
  A.	
  Orders	
  
Mann	
  takes	
  orders	
  from	
  individual,	
  businesses,	
  companies,	
  shops,	
  etc.	
  	
  

Take	
  the	
  order:	
  

• Write	
  down	
  the	
  order	
  
(with	
  details	
  if	
  
par6cular	
  products	
  
are	
  wanted).	
  Make	
  
sure	
  to	
  have	
  the	
  
contact	
  details	
  of	
  the	
  
customer.	
  Ask	
  the	
  
customer	
  whether	
  
the	
  order	
  should	
  be	
  
delivered	
  or	
  will	
  be	
  
picked	
  up.	
  	
  

• Prepare	
  the	
  bill.	
  	
  
• Note	
  down	
  if	
  the	
  
customer	
  prefers	
  to	
  
pay	
  before	
  or	
  aXer	
  
delivery.	
  	
  

Prepare	
  the	
  order:	
  

• Manufacture	
  and	
  
pack	
  the	
  products.	
  	
  

Deliver	
  the	
  order:	
  

• Depending	
  on	
  the	
  
customer’s	
  
preferences,	
  the	
  
order	
  will	
  be	
  
delivered	
  by	
  Mann	
  or	
  
the	
  customer	
  will	
  
come	
  and	
  pick	
  up	
  the	
  
order.	
  	
  

• If	
  the	
  order	
  has	
  not	
  
been	
  paid	
  yet,	
  take	
  
the	
  payment.	
  

• Give	
  a	
  feedback	
  form	
  
to	
  the	
  customer.	
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4.	
  Distribu6on	
  

4.	
  B.	
  Exhibi6ons	
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Explain:	
  	
  
• How	
  to	
  choose	
  an	
  exhibi6on.	
  
• How	
  to	
  prepare	
  yourself	
  for	
  it.	
  
• How	
  the	
  exhibi6ons	
  usually	
  go.	
  	
  



4.	
  Distribu6on	
  

4.	
  C.	
  In	
  shops	
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Explain:	
  	
  
• How	
  to	
  choose	
  a	
  shop/how	
  to	
  approach	
  the	
  shops.	
  	
  
• How	
  the	
  “partnership”	
  is	
  designed	
  and	
  how	
  it	
  is	
  managed.	
  
• What	
  to	
  do	
  in	
  case	
  the	
  partnership	
  is	
  not	
  working.	
  	
  



5.	
  Sales	
  Management	
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Fill	
  in	
  the	
  date	
  

Enter	
  the	
  type	
  of	
  product	
  

Fill	
  in	
  the	
  name	
  of	
  
product	
  

Enter	
  the	
  
quan6ty	
  sold	
  

Enter	
  the	
  price	
  of	
  
the	
  product	
  

a)  Select	
  the	
  6tle	
  row	
  of	
  the	
  
table.	
  

b)  Right	
  click.	
  
c)  Click	
  on	
  “refresh”.	
  



6.	
  Customer	
  Management	
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Fill	
  in	
  the	
  name	
  of	
  
customer.	
  

Fill	
  in	
  the	
  contact	
  
number.	
  	
  

Fill	
  in	
  the	
  email	
  
address.	
  

Fill	
  in	
  the	
  delivery	
  
address.	
  

Fill	
  in	
  the	
  name	
  of	
  
reference.	
  



6.	
  Customer	
  Management	
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Fill	
  in	
  the	
  quan6ty	
  
ordered.	
  

Fill	
  in	
  the	
  name	
  of	
  
product.	
  

Fill	
  in	
  the	
  details	
  if	
  the	
  customer	
  
wants	
  a	
  customised	
  product.	
  

Fill	
  in	
  the	
  purpose	
  
of	
  the	
  product.	
  

State	
  if	
  product	
  is	
  
customised	
  or	
  not.	
  

Indicate	
  the	
  price	
  
of	
  the	
  product.	
  

Code	
  of	
  colour	
  for	
  the	
  cells	
  “Quan6ty”	
  and	
  
“Product”	
  for	
  tracking	
  the	
  progress	
  of	
  the	
  
order.	
  	
  
Keep	
  track	
  of	
  the	
  order	
  by	
  colouring	
  the	
  cells	
  
with	
  the	
  colour	
  corresponding	
  to	
  the	
  
progress	
  of	
  your	
  order.	
  	
  



6.	
  Customer	
  Management	
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Indicate	
  if	
  the	
  price	
  
of	
  the	
  order	
  is	
  a	
  
bulk	
  price,	
  and	
  if	
  it	
  
is,	
  which	
  one	
  it	
  is.	
  

Indicate	
  the	
  date	
  
the	
  order	
  as	
  been	
  
placed.	
  

Indicate	
  if	
  you	
  have	
  
a	
  deadline	
  for	
  the	
  
order.	
  

Track	
  the	
  order	
  by	
  
indica6ng	
  which	
  
products	
  are	
  ready.	
  

Fill	
  in	
  the	
  delivery	
  
date.	
  

Fill	
  in	
  the	
  payment	
  
date.	
  



6.	
  Customer	
  Management	
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Write	
  down	
  when	
  you	
  have	
  
to	
  recontact	
  the	
  customer	
  to:	
  	
  
• Make	
  sure	
  he/she	
  was	
  
happy	
  with	
  the	
  products,	
  	
  
• If	
  he/she	
  wishes	
  to	
  place	
  a	
  
new	
  order,	
  
• When	
  he/she	
  would	
  like	
  to	
  
place	
  a	
  new	
  order.	
  

Write	
  down	
  what	
  is	
  the	
  result	
  of	
  
the	
  follow	
  up	
  with	
  the	
  customer:	
  	
  
• If	
  the	
  customer	
  expressed	
  the	
  
desire	
  to	
  order	
  again.	
  	
  
• When	
  he/she	
  would	
  order	
  again.	
  
• You	
  can	
  also	
  add	
  a	
  new	
  date	
  to	
  
recontact	
  the	
  customer	
  to	
  proceed	
  
to	
  the	
  next	
  follow	
  up.	
  

Write	
  down	
  any	
  
comments	
  you	
  
might	
  have.	
  



Placement	
  of	
  Students	
  
Process	
  	
  



1.	
  The	
  Opportunity	
  for	
  the	
  Student	
  	
  

Students	
  

• List	
  the	
  
capabili6es	
  of	
  
each	
  student	
  
that	
  are	
  in	
  the	
  
Employment	
  
Cell.	
  	
  

Opportuni6es	
  

• Assess	
  the	
  
available	
  
employment	
  
opportuni6es	
  
in	
  the	
  
surroundings.	
  

Opportunity/
Student	
  

• Match	
  the	
  
opportunity	
  to	
  
the	
  student	
  
qualified	
  the	
  
most	
  for	
  the	
  
posi6on.	
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Match	
  the	
  students’	
  capaci6es	
  with	
  the	
  employment	
  opportunity	
  to	
  enable	
  a	
  truskul	
  partnership.	
  

Before	
  approaching	
  a	
  poten6al	
  employer:	
  
• Make	
  a	
  list	
  of	
  the	
  tasks	
  the	
  students	
  can	
  do	
  based	
  on	
  their	
  capabili6es.	
  
• When	
  approaching	
  a	
  poten6al	
  employer,	
  hand	
  him/her	
  the	
  list	
  to	
  help	
  him/her	
  assess	
  if	
  a	
  student	
  can	
  be	
  a	
  poten6al	
  employee.	
  	
  



2.	
  Training	
  

1.	
  A.	
  For	
  the	
  job	
  

1.	
  B.	
  For	
  travelling	
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Explain:	
  	
  
• How	
  do	
  you	
  proceed	
  to	
  the	
  training.	
  
• When	
  do	
  you	
  proceed	
  to	
  the	
  training.	
  
• Who	
  is	
  responsible	
  for	
  training	
  the	
  student.	
  	
  

Explain:	
  	
  
• How	
  do	
  you	
  proceed	
  to	
  the	
  training.	
  
• When	
  do	
  you	
  proceed	
  to	
  the	
  training.	
  
• Who	
  is	
  responsible	
  for	
  training	
  the	
  student.	
  	
  



3.	
  Check-­‐ins	
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Explain:	
  	
  
• How	
  do	
  you	
  proceed	
  to	
  the	
  check-­‐ins.	
  
• When	
  do	
  you	
  proceed	
  to	
  the	
  check-­‐ins.	
  
• Who	
  is	
  responsible	
  for	
  doing	
  the	
  check-­‐ins.	
  	
  	
  



Sheltered	
  Employment	
  
Process	
  	
  



1.	
  The	
  Opportunity	
  for	
  the	
  Student	
  

Student	
  

• List	
  the	
  
capabili6es	
  of	
  
each	
  student	
  

Opportuni6es	
  

• Assess	
  the	
  
available	
  
employment	
  
opportuni6es	
  
in	
  the	
  
surroundings	
  

Opportunity/
Student	
  

• Match	
  the	
  
opportunity	
  to	
  
the	
  student	
  
qualified	
  the	
  
most	
  for	
  the	
  
posi6on	
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