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Company Day Care
In this exercise, you will learn to think through the cost benefits analysis component of an analytical report.

Background

PrimeCare, Inc. owns and operates twelve nursing homes throughout your state.(You work in the central office, conducting special research projects for the executive officers of the company. Jan Debliss, the Personnel Director, requests you send her a memo analyzing the feasibility of providing daycare for the many low-paid workers who are currently absent from work whenever they have a childcare gap.
She requests that you address how other employers offer child-care assistance, because at least two of the twelve nursing home facility directors want to be sure the company examines all possibilities. Personally, she believes the company can provide in-house childcare most easily, but she is unsure of the costs involved, and your analytical report must address other solutions as well to satisfy all the directors. She suggests you summarize how other employers provide child care for their employees, and recommend the service that would work best for PrimeCare. The report must focus on solutions that PrimeCare can afford.

Your assignment

Develop the analytical report memo, in the following stages:

1. Using the Prewriting Analysis Worksheet, develop a prewriting analysis to ensure you understand both your Personnel Director’s interest in the poll, and her expectations of your report.
Keep in mind the following additional questions: Do all audience members agree with each other? When do you have to convince? Have you been told in advance what your conclusion is expected to be? What will happen if you conclude otherwise?

2. Analyze your data. What can you conclude from the data below? How many options can you discuss? What additional issues have come up as a result of the additional data you acquired? How will you inform your Personnel Director of these facts of which she was unaware at the time she asked you to write the memo?
3. Write an informal analytical report in memo form. In your conclusions, make a recommendation.

Data

Jan Debliss presents you with the following facts:
· The company has difficulty hiring new employees for the day shift.

· The company has noted excessive absenteeism among the current day-shift employees. As a result of this absenteeism, off-duty second- and third-shift employees are often called to fill in with additional hours, and the day-shift employees who regularly show up are chronically overworked, leading to low staff morale. In addition, the directors are concerned that patients aren’t getting the full care they should because the day shift is often understaffed.
· Most of PrimeCare’s employees are young women who work as nursing assistants. Many of these women have young children and earn only minimum wage. They cannot afford to hire reliable babysitters. Therefore, they leave their children with family and friends, for little or no payment. These caretakers cannot reliably care for the children on the employee’s work schedule. Whenever the caretaker is unavailable, often with little or no notice, the employee stays home with her children.

· Providing child care services for employees is expected to cut down on absenteeism, boost morale, and provide a valuable employee benefit to compensate for the low salaries.

· PrimeCare can provide $800 per facility per month to pay ongoing expenses. This amount is matched by the state through a state incentive program to encourage corporate childcare arrangements. Thus, the monthly budget for each facility for childcare is $1,600.
· PrimeCare cannot provide any start-up money for in-house childcare facilities, and such start-up costs are not covered by the state grant either.

· Each facility has a room available for in-house daycare, which meets the state’s daycare licensing requirements. However, these rooms are unfurnished, and some furniture and equipment is needed for day care.
· PrimeCare’s current insurance would cover in-house childcare.

· The senior citizen’s center near one of the facilities has offered the following start-up furniture and equipment: one sofa, one dresser, and one large, very low table. The height of the table is right for most three-year olds. The facility still needs to acquire children’s chairs the right height for the donated table, a changing mattress pad for the dresser top, and supplies. However, this offer suggests the possibility of community support for start-up costs and equipment.
· Once the rooms are outfitted, Jan estimates that operating expenses would consist of staff pay, sundry supplies like paper towels and art supplies, and snacks and lunches for the children.

· Jan suggests perhaps the in-house daycare rooms can be staffed partly by teenage volunteers as part of your state’s high school community service requirement.
· To quantify the demand for childcare, Jan provides you with the following information about the Charleston Avenue facility:

· Current day-shift employees are 17 nurses, 41 nurses’ aides, 15 housekeepers, 13 kitchen staff, 2 maintenance people, 2 secretaries, 3 therapists, 1 social relief worker, and two managers. Total: 96 employees.
· Current day-shift positions vacant are for 4 nurses’ aides, 1 housekeeper, and 2 nurses.
· Absent days on the second and third shift average 9 absences per month. Last month, the number of absences on the day shift was 18. The previous month, it was 20.
· 22 employees say they would use in-house day-care services, for a total of 27 children under age 6.

· 72 day shift employees earn less than $7/hr. 24 of these employees have children under 6 years of age (total: 28 children).

· 24 day shift employees earn over $5/hr. 6 of these employees have children under 6 years of age (total: 7 children).

You call up a friend who works in the human resources department of a large corporation in the area. She has recently researched this same subject for her company. She tells you the following facts:

· The state’s daycare licensing requirements do not allow children who are sick to attend a licensed childcare center. If a child only has a cold, he may attend the center. But if a child has vomited or had a fever in the past 24 hours, he may not attend the center. Therefore, in-house childcare will not completely solve the absenteeism problem.

· Several employers in your state pay for ten days a year for backup sick child care for each employee. Backup sick child care takes care of sick children when their regular childcare arrangement falls through due to the child’s illness. The cost to a company is $50 for each backup sick child care day.

· Two large employers in your state have corporate arrangements with a national childcare chain. The employers pay $40,000/year for priority on the waiting list for their employees’ children, and also subsidize the cost of the childcare by paying 10% of the tuition for each employee’s child enrolled in this childcare center. They pay the salary for a liaison person to handle employee complaints about the center, deal with the paperwork, etc. Altogether the cost to each employer ranges from $100,000/year to $120,000/year.
· No employer in your state has an in-house childcare center, due to liability concerns. However, they also do not have the comprehensive insurance that PrimeCare must carry due to its primary business of caring for elderly, frail people.
As you hear these additional facts, your mind starts to race.
You first try to quantify the likely cost implications for PrimeCare, Inc. were it to offer a backup sick child care benefit. Now you realize that Jan has not addressed the question of sick children, only children whose care is interrupted due to other childcare gaps. We have no information about the number of employer absences due to sick children versus those due to interruptions in childcare for other reasons. 
Also, what are the health implications for the elderly residents in the nursing home when children with colds attend the in-house childcare? Would it be irresponsible for PrimeCare to offer in-house childcare when licensing allows children with colds to attend daycare centers? Could you reasonably disallow such children? You read some county health reports and realize that the average toddler has seven colds a year. How useful is an in-house childcare room that must reject children with colds?
How do you handle this in your analytical report?
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Language Arts Division

In this exercise, you learn to compare and contrast “soft” data.

Background

The De Anza Student Body (DASB) collects funds from students and disburses them to college departments based on requests. The DASB weighs each request for its relevance to the student body as a whole. Requests to fund projects or items that will benefit the most students have priority.

You have been elected to a decision-making position within the DASB, and now you are receiving requests for funding from several academic departments. However, you are not the only decision maker. The student board votes on each request. Your job is to weigh the requests and make a recommendation to the student board.
Due to the latest budget crisis, all the departments in the Language Arts Division have made requests for what should ordinarily be standard operating budget items. In order to weigh their requests, you must effectively weigh the relative merits of the departments.
Each department has requested $1,500 for copying student handouts. You may disburse up to $5,000 of available funds. The Division has seven web-present departments. For the time being you disregard departments without a web presence. If time permits, you will investigate them. If not, you will reject their applications.
Your assignment

Taking into account the very different missions of the diverse departments within the division, pick several with which you are familiar and which you believe to provide similar services. For example, the English Department and the ESL Department provide very different services to the campus community. However, the ESL Department, Readiness Program, and Reading Department all focus on providing services to bring less well prepared students up to speed in preparation for two-year college courses and four-year college readiness.

Write an analytical report comparing the contributions of the departments you selected, and conclude which most benefits the most students in the College. Extend these conclusions to recommend the distribution of your $5,000 in response to the requests.
A few of your audience’s major questions: How does the mission of the department match the goals and mission of the College – and of the students attending the College? How do the course offerings, programs, and faculty within the departments meet the goals of the department and of the students? Does the frequency of the course offerings support the department’s mission to provide services to the students, or do the actual course offerings fall short? How many students attend and rely on the courses provided by each department? Are this department’s courses required for General Education requirements? Does the presence of the department in the College contribute to the overall excellence of the College, thereby indirectly benefiting students by increasing the perceived value of their transcripts, certificates, and degrees? Conclude with a priority ordering for funding the requests of the departments you examine.
Data

The missions of the current web-present departments in the De Anza College Language Arts Division, in their own words, are:

· English as a Second Language (ESL): The De Anza College English as a Second Language (ESL) Department offers courses in American English to non-native speakers whose placement scores indicate that their language skills (listening, speaking, reading, and writing) need improvement. The goals of the program are to help students become fluent in English, and clear and correct in their writing, reading, and oral communication.
· English: The English Department's essential goal is to help students develop reading, writing, research, and critical thinking skills that they may use in other classes throughout the college, at transfer institutions, in their careers, and in their lives. Language is one important means of expressing ideas, communicating them to others, and articulating them to oneself. Being able to use language in this way is a crucial part of being a citizen of a democratic society and a participant in the modern world.
· Journalism and Mass Communication: De Anza College's Journalism and Mass Communication Department seeks to equip students with basic media literacy skills, communication skills, journalistic skills and an understanding of first amendment rights and responsibilities as a basis for sound news judgments and editorial decisions. Fundamentally, we believe that all students need a grounding in media literacy and technology to understand the fast-changing world around us. Media and journalism classes are valuable assets regardless of whether students plan to pursue upper division studies in media, find a job in the field, or simply wish to improve their critical thinking skills.
· Readiness Program: The De Anza College Readiness Program provides small group instruction in 1/2 or 1 unit classes that help prepare students for college-level work. These courses supplement departmental courses in ESL, EWRT, LART, and READ. They are unique in that they provide small group instruction in a setting in which students can comfortably discuss and get feedback on their ideas and writing.
· Reading: The Reading Program is designed to help students become proficient in reading at the college level and gain the confidence and ability to succeed in achieving academic, career, and personal goals. Because students must be able to read well to be successful in all of their college classes, the Reading Instructors design and teach courses that expose students to various types of literature and teach  them to develop thinking skills to analyze authors' ideas and form and support their own opinions about these ideas. In addition to improving reading comprehension, students work to expand their vocabulary, increase reading speed, take notes and prepare for examinations.

· Speech Communication: The Speech Communication Department of De Anza College believes that all persons have dignity and worth and should have equal rights to develop their potential for a full and meaningful life. A fundamental component of developing one's potential is the process of gaining greater knowledge and skill in Speech Communication, for the ways in which we communicate contribute significantly to the quality of our lives.
· Technical Writing: The Technical Writing Department (TWRT) at De Anza offers an exciting opportunity to study the field of technical communications. The courses are taught by professionals with years of industry experience. As students advance through the TWRT program, they master increasingly complex material, progressing from writing short documents to preparing camera-ready manuals. Classes explore career and professional opportunities through research and interaction with industry professionals. The Technical Writing program is not just for technical writers. Executives, managers, marketing and sales people, trainers, consultants, and businesspeople find their programs, businesses, and careers become more marketable and effective when they acquire the planning, analysis, organization, program management, and communication skills taught and practiced in the program.
Analytical Reports

Electronic Mail Monitoring
In this exercise, you analyze a topical issue with an underlying controversy.
Background

A recent harassment incident has led your college dean to consider monitoring student email and internet use. In this incident a personal vendetta between students escalated to posting slander on a widely-read web site. This slander incited harassment of the targeted individual, and caused this person to file a restraining order against the instigator.

Your college dean wants recommendations about whether to begin electronic monitoring of email correspondence and Internet use at your school. As a student employed in the dean’s office, you are asked to provide recommendations from a student’s perspective.

A few of your audience’s major questions: What are the pros and cons? What are the ethical considerations? Should we do it routinely? Should we do it selectively? Should we rule it out? Is more inquiry needed? Should we allow the entire organization to share in the decision?(What are the legal considerations?
In addition, you may wish to address the following questions the audience will find relevant: How easy or hard or expensive is effective monitoring? Who will filter the data? What steps will be taken if a potential problem is detected? What appeal steps are available to a student accused of inappropriate email or internet behavior? How do you define “inappropriate”?

Your assignment

Follow these steps to write your analytical report:

1. Using the Prewriting Analysis Worksheet, develop a prewriting analysis to ensure you understand both your dean’s interest in the subject, and what he or she expects to do with your report.

2. Based on what you know and think, freely incorporating and interpreting what you have heard about legal status from current events, write the analytical report in memo form.

3. Visit the following sites to research the legal status of email communications, and revise your memo accordingly:

· Electronic Frontier Foundation.  http://www.eff.org In the current home page design, see “Privacy” in topics menu, scroll down to Related Topics, follow link labeled Email_Internet_web

· Computer Professionals for Social Responsibility.  http://www.cpsr.org In the current home page design, see “Privacy and Civil Liberties” in Issues menu, scroll down to US Laws: Your Privacy Rights
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Investigative Report Sample Document

The following sample document is a short investigative report in memo form.(
(Case Study based on: Paul V. Anderson, Technical Writing: A Reader-Centered Approach, 3rd Edition (Fort Worth: Harcourt Brace and Company, 1995), 651-655.


Source: Laura J. Gurak and John M. Lannon, A Concise Guide to Technical Communication, 2nd Edition (New York: Pearson Education, Inc., 2004), 216.


( � HYPERLINK "http://www.bedfordstmartins.com/modeldocs/pdf/figure_11-2.pdf" ��http://www.bedfordstmartins.com/modeldocs/pdf/figure_11-2.pdf� (accessed June 5, 2006).





