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Giving Back 
Project Summary 

 
The Giving Back Project is intended to help LBS learners prepare to work as volunteers as a 
means of developing skills and gaining experience that can be directly applied to the workforce 
or to greater personal independence. 
 
The goals of Giving Back: Volunteering For Work Experience project include: 

 To revise and further develop existing learning materials used in the Giving Back 
Program. Volunteering For Work Experience 

 To validate these materials with the literacy community and the local volunteer sector. 
 To publish a report including the materials developed and a report of the partnership 

building process that used in development of the materials and the Giving Back Program 
in order to assist other agencies to implement their own programs. 

 
The objectives of this project include: 

 Build partnerships with learners, community agencies and other LBS agencies in the 
development of meaningful learning materials clearly linked to the LBS learning 
outcomes and needs of volunteers. 

 Conduct research in volunteerism and its link to workforce training. 
 Document the core skills required by volunteers in a variety of positions within the 

community and identify those skills that can be developed within the Giving Back 
program. 

 Gather and use authentic documents from the community for use in the Giving Back 
Program. 

 Revise existing Giving Back curriculum to ensure that it is valid in terms of its content 
and its linkages to the LBS Learning Outcomes. 

 Create a workshop outline for professionals who wish to deliver the Giving Back 
Program within their agencies. 

 Validate and evaluate deliverables to ensure that they meet with current "best practices." 
 Publish and distribute the Giving Back program materials with a final report outlining the 

program development process, partnership building, results and recommendations. 
 
The Giving Back curriculum was based on current trends in the volunteer sector, and on best 
practices providers of workforce literacy training have identified. The expected outcomes of the 
Giving Back program reflect the needs of agencies and employers who work with volunteers on a 
daily basis. They represent what a potential volunteer needs to know, and be able to do when 
committing to a volunteer placement. The content and focus of the curriculum is, therefore, as 
real life as possible, and the learning activities and assessment tools have been designed to 
reflect real world concepts and situations. 
 
 
 



The Giving Back: Volunteering For Work Experience package 
includes: 

 The Final Report which outlines the background, development and results of the Giving 
Back project, and provides recommendations for modifications to the Giving Back 
program; 

 The Giving Back: Volunteering For Work Experience Curriculum including a detailed 
introduction for agencies preparing to offer the program; 

 The Giving Back: Volunteering For Work Experience learning activities, assessment 
tools and evaluative criteria utilised in the Giving Back program. These are available on 
CD, which is included with the Giving Back curriculum. 

 
For details on the contents of this package, see An Introduction to the Giving Back: Volunteering 
For Work Experience Program section of the curriculum. 
 
Training is available for those programs who are interested in delivering the Giving Back 
Program by contacting St. Louis Adult Learning Centre, LBS Department at  
1-519-620-9658, ext. 23. 
 
  



Giving Back 
Final Report 

 
Introduction 
 
Project Background 
In September 2003, the LBS program at St. Louis Adult Learning Centres undertook a statistical 
analysis of its learner population, their involvement in the LBS program, and their status at exit. 
Results of the analysis indicated that the St. Louis LBS program was serving a number of long-
term learners. Further analysis uncovered some trends in long-term learner characteristics. 
 

 Although they had been in the program for many years, some of these learners lacked 
concrete, realistic and achievable goals. Most of these learners stated goals that included 
acquiring a secondary school diploma or upgrading their secondary school credits so that 
they could enter a community college program. For some, this goal was not realistic 
because the college program they had chosen was beyond their potential to learn. Other 
learners had stated a goal of greater personal independence but were unable to articulate 
what that meant for them when asked. Still others stated openly that they attended the 
LBS program at St. Louis because "they had nowhere else to go". Based on these goals, it 
became apparent that some learners would remain in the LBS program for some time 
without ever identifying a purpose for their learning. 

 
 Other learners, had realistic employment goals and were developing literacy and 

numeracy skills, but still lacked skills in self-management and self-direction or basic 
employability skills. This trend was also apparent in a number of learners who had 
entered the program more recently, having been referred from Ontario Works. This lack 
of skills meant that this group of learners would likely be unable to achieve their goals: 
even if they developed the literacy and numeracy skills required by a given occupation. 
They would not be able to get or keep a job they wanted to do. Also included in this 
group of learners were individuals who were also recipients of social assistance benefits 
from the Ontario Disability Support Program (ODSP). For these learners, finding full-
time employment would jeopardise the receipt of their benefits. They needed to set goals 
that would allow them to feel useful and productive within the community, but not lose 
the benefits that they required. 

 
 Still other long-term learners had set concrete goals, but had reached a plateau in 

learning: generally at or about LBS level 2. It was not clear whether reaching this plateau 
meant that the learners had reached their capacity to learn, or had simply lost the 
motivation to progress beyond their current level. It seemed, in some cases, that attending 
the LBS program had become the goal, rather than using the LBS program as a vehicle 
for attaining a goal outside the program. 
 

 



Many long-term learners at St. Louis were involved in a variety of volunteer positions both 
inside and outside of the school. Within the St. Louis community, some learners had been trained 
to work in the cafeteria. Other learners worked as by-law officers who monitored parking at the 
school. These learners had shown substantial gains in employability skills, self-management and 
self-direction. However, they lacked the motivation to move outside of their safe environment 
and try new challenges outside of school. Others were involved in long-term volunteer 
commitments with social service agencies such as the soup kitchen. Again, the LBS program had 
provided these learners with employability skills and a sense of self-esteem, but had not 
challenged them to move beyond their current level of accomplishment. 
 
The cafeteria program, at st. Louis, in particular, has been a successful model of preparing 
learners for the workforce. Many of the learners who had been involved in this program had 
moved on to full-time employment, thanks to the support of their instructors and to the efforts of 
the cafeteria management. Examination of the methods employed to train these successful 
learners showed that while involved in the cafeteria program they had developed many 
employability skills that employers demand. Central to these skills are personal appearance, 
hygiene and deportment, work ethic and skills specific to the retail industry such as money 
management and communications. 
 
It became apparent that programming designed to train learners in employability skills was 
needed in the St. Louis LBS program. Although there are many employment preparation 
programs within the community, experience had shown that participants required a higher level 
of literacy than our learners currently possessed. In addition, these programs were not 
appropriate for long-term learners who did not have a stated goal of paid employment. 
 
As stated earlier, many long-term learners were already finding a 
level of success in their roles as volunteers. This is seen as a 
viable option for people who are served by the Ontario Disability 
Support Program, since the benefits they receive would not be 
jeopardised by unpaid, possibly sporadic work. In fact, the 
Ontario Works Program makes their Community Placement 
programming, an opportunity to gain work experience through 
volunteering, available to clients of both OW and ODSP. 
Volunteering can also be considered as a possible outcome for 
individuals with a goal of greater personal independence, since it 
provides a means by which these learners can become more actively involved in their 
communities. Volunteering, therefore, becomes a vehicle for developing greater self-
management and self-direction skills and building self-esteem. 
 
For long-term learners who still lack basic employability skills and work experience, 
volunteering is a means of applying the literacy and numeracy skills gained within the LBS 
program. It also provides a motivation to develop basic employability skills as well as an outlet 
for social interaction, which had previously been the main reason for attending the LBS program. 
Volunteering further provides a realistic and attainable goal for those learners who have 
reached a plateau in their learning, or who have previously been considering long-term goals that 
might have been beyond their capacity to learn. 

"Success in life has 
nothing to do with 
what you gain in life 
or accomplishfor 
yourself. It's what 
you dofor others." 
 
Danny Thomas 
 



 
From an administrative perspective, learners who exit the LBS program to a volunteer position 
can be considered successful exits. This would be preferable to the current situation where 
learners were remaining in the LBS program for extended periods of time without stating 
concrete, realistic and achievable goals, and without making plans to exit. Training learners to 
volunteer would increase the percentage of learners who exit the program in any given year, and 
would minimize the negative effects of learners whose status is Not Currently Employed when 
they exit the LBS Program. The net result would be to demonstrate a higher success ratio, and to 
enhance the program's level of accountability to the funder. 
 
Moving increasingly toward workforce-specific 
training was also a goal for the LBS Program at 
St. Louis. A volunteer training program was seen 
as an avenue for the development of 
employability skills. In all respects, volunteers 
require and utilize the same skills that paid 
employees do. Theoretically, a volunteer training 
program would need to help learners develop the 
same employability skills that they would gain in 
any workforce-training program. The only difference in the outcome would be that the 
learner's would have specific knowledge pertaining to volunteerism and, they would exit to 
unpaid work. Although this distinction is an important one for individuals who need to work for 
financial reasons, the benefits workforce training are the same, whether one is preparing for paid 
or unpaid employment. Developing a volunteer training program would provide the LBS 
program at St. Louis, as well as in other LBS agencies, another tool for the delivery of workforce 
training. 
 
A program that prepares LBS learners for unpaid work would also support the efforts of the 
Community Placement component of Ontario Works. The Community Placement Program 
encourages social assistance recipients to contribute their services to the community while 
gaining valuable work skills and experience. It is one option available to OW clients who wish to 
prepare for return to the workforce. Participants in this program commit to a maximum of 70 
hours per month in a volunteer placement for approximately six months. 
 
Frequently, clients who become involved in the Community Placement Program have multiple 
barriers to employment, not the least of which is low levels of literacy, numeracy and basic 
employment skills. A volunteer training program offered within the LBS Program would help 
these clients develop these skills before they are placed in a volunteer position. This program 
would also open the door for increased participation in the regular LBS program by offering 
learners an opportunity to participate in regular LBS training at the same time that they are 
receiving volunteer training. 
 
 
 
 
 

"Don't ever question 
the value of volunteers. 
Noah's Ark was built by 
volunteers; the Titanic 
was built by 
professionals. " 
 
Anonymous 
 



 
Finally, a volunteer training program was seen 
as a benefit to the larger community. The face 
of volunteerism has changed substantially 
over the past twenty years. Volunteer-driven 
agencies increasingly require an unpaid 
workforce that has a full range of skills 
including self-management, self-direction and 
basic employability skills. At the same time, 
these agencies are seeing an increase in the 
number of frequently unprepared individuals 
who are seeking volunteer positions. (See the Research section of this report for 
further details.) A program that would help potential volunteers develop the skills they need for a 
successful placement would be a great asset to volunteer-driven and volunteer recruitment 
agencies alike. 
 
Initial research into the types of volunteer training programs available indicated that an LBS-
based volunteer training program would be somewhat unique and beneficial. Although there are 
some programs that approximate the type of program that had been envisioned, there was 
nothing that would specifically meet the needs of LBS learners who wished to volunteer. For 
example, the Ontario Works Program offers a variety of employment preparation programs 
and a program that helps clients keep a job once they have it, there was no specific training 
available for individuals who wished to prepare for and secure a volunteer placement. 
 
Furthermore, the literacy levels required for successful participation in many OW employment 
preparation workshops and programs. Similarly, the Volunteer Action Centre of Kitchener-
Waterloo and Area offers a program entitled Get Ready ...Get Set ...Volunteer! This program 
offers persons with disabilities an opportunity to volunteer in the community. Although at first 
glance this program appeared to be similar to the workforce training program we envisioned, it 
had some substantive differences: 
 

 it did not take the issue of literacy skills into account; and, 
 it did not focus on goal-setting and other self-management or self-directive skills. 

 
A program that focussed more intensively on the issue of literacy and on self-management, 
self-direction and employability skills seemed to compliment the volunteer coaching, recruitment 
and agency-support services offered by the Volunteer Action Centre. 
 
Initial Pilot Project 
In March 2004, the LBS Program at St. Louis undertook a pilot project entitled Giving Back: 
Volunteering For Work Experience. The instructor selected to deliver the program had extensive 
experience in developing the cafeteria-training program and in supporting the learners who had 
undertaken the responsibilities of a by-law officer at St. Louis. Based on her experiences and 
volunteering resources in the community, the instructor developed an initial curriculum for a 
twelve-week pilot. 
 

"We ourselves feel that 
what we are doing is 
just a drop in the ocean. 
But the ocean would be 
less because of that 
missing drop. "  
 
Mother Theresa 
 



Learners who participated in this pilot were already registered LBS students at St. Louis. 
Although registration for this pilot had been open to referrals from the Ontario Works 
Community Placement Program, there were no referrals made. The lack of referrals was likely 
due to the timing of the pilot project, and the lack of timely dissemination of information to OW 
staff likely played a central role in the lack of interest in participation. 
 
Overall, the feedback from learners who participated in the Pilot Project was excellent. Most 
learners felt that they had gained some valuable insights to volunteering, even if they were 
already involved with a volunteer placement. They also appeared to have an increased sense of 
self-esteem and confidence in their ability to contribute to their communities. Although many of 
the participants were already volunteering when they took part in the pilot, there was at least one 
learner who was not. This learner began volunteering in the cafeteria at St. Louis shortly after 
participating in Giving Back. Another learner who had participated moved from a volunteer 
placement through OW to a full-time paid job. The program apparently had great merit. 
 
There were, however, some elements of the pilot project that needed improvement. First, it was 
apparent that a stronger partnership with community stakeholders was needed to really get 
Giving Back off the ground. If the program was to be offered in the future, marketing to the 
Community Placement Program staff and a referral protocol would be required. 
 
In addition, the Giving Back participants would need access to a resource for potential volunteer  
placements outside of St. Louis. This would require partnerships with volunteer-driven and 
volunteer recruitment agencies in the community. The program would also need a vehicle for 
supporting the volunteers in their placements following their graduation from the Giving Back 
program. Although the LBS program is responsible for following up with exiting learners, it is 
not within its mandate to provide supervision and mentoring to exited learners. 
 
Finally, evaluation revealed that a more formalised curriculum was required for the Giving Back 
program. This curriculum would need to be linked to best practices in workforce training, and to 
the LBS Learning Outcomes. Although the Giving Back instructor had created many learning 
activities for the pilot project, there was nothing formally recorded about learning strategies, 
course content or assessment processes. If the Giving Back program were to meet with the 
expectations of the LBS Program and its funder, these items would need to be developed and 
validated. 
 
The Giving Back Project 
Funding for a project to formally develop the Giving Back curriculum was secured through 
MTCU and the National Literacy Secretariat (NLS). The project began in November of 2004. As 
an MTCU/NLS funded project, St. Louis was able to become part of the LBS Essential 
Skills/Workforce Work Group. This involvement helped to ensure that Giving Back was 
following best practices and would have an end product that was consistent with other workforce 
training materials being developed for the LBS field. 
 
 
 
 



The goals of Giving Back project were to: 
 

 Revise and further develop existing learning materials used in the Giving Back Program; 
 Validate these materials with the literacy community and the local volunteer sector; 
 Pilot and evaluate the results; 
 Publish the materials developed, as well as a project report on the partnership building 

process that develop the curriculum and sustain the Giving Back program; and, 
 Develop a workshop outline to train other LBS practitioners to deliver the Giving Back 

program. 
 
The objectives of this project include: 
 

 Conduct research in volunteerism and its link to workforce training;  
 Build partnerships with learners, community agencies and other LBS agencies in the 

development of meaningful learning materials clearly linked to the LBS learning 
outcomes and needs of volunteers; 

 Document the core skills required by volunteers in a variety of positions within the 
community and identify those skills that can be developed within the Giving Back 
program; 

 Gather and use authentic documents from the community for use in the Giving Back 
Program; 

 Revise existing Giving Back curriculum to ensure that it is valid in terms of its content 
and its linkages to the LBS Learning Outcomes; 

 Create a workshop outline for professionals who wish to deliver the Giving Back 
Program within their agencies; 

 Validate and evaluate deliverables to ensure that they meet with current best practices; 
and, 

  Publish and distribute the Giving Back program materials with a final report outlining the 
program development process, partnership building, results and recommendations. 

 
Research on Volunteerism and Workforce Training 
 
Volunteerism 
The initial research done in the Giving Back project was on volunteerism, as this is the intended 
target population. The contribution of volunteers in our society is immense. "The Canadian 
voluntary and non-profit sector is made up of more than 180,000 organisations, 6.5 million 
volunteers and 1.3 million paid staff' (Volunteer Canada). Reliance on volunteerism in Canada is 
on the rise. Research indicates that volunteers are being utilised to fill the gaps in the volunteer 
sector created when program funding is cut, or when governments discontinue services that were 
previously provided. Volunteer agencies increasingly need to recruit volunteers to do work that 
has traditionally been done by paid employees. (Community Dispatch: An InfoFax of the Halton 
Social Planning Council and Volunteer Centre. Volume 1, #6: July 28,1997- 
http://www.cdhalton.caldispatch/cdOl06.htm) 
 



"The supply of 
volunteers is 
increasingly critical to 
the well being of 
society, communities 
and organisations." 
 
(Presentation by Linda 
 Graff, 2005) 

Linda Graff, President of Linda Graff And Associates Inc., is 
a highly respected consultant who specialises in volunteerism 
and non-profit management. At a recent professional 
development workshop, Ms. Graff stated that the need for 
volunteers is on the rise, due in part to the impact of an aging 
population. A growing number of women over the age of 55 
are dropping out of the volunteer sector. This group has 
traditionally been considered the caregivers in our society. 
"At a time when the baby boomers are entering into a period 
of life where they are going to need more care, the nurturers 
are disappearing. This constitutes a threat to community life", 
Ms. Graff said. 
 
In addition to the growing demands on the volunteer sector, the demands on individual 
volunteers are also increasing. With a greater percentage of people working longer hours and 
working into later years, people who might otherwise have considered volunteering are dealing 
with increased pressures on the job, and increased stresses in their personal and family lives. The 
research indicates a number of other demands on volunteers. Among these is the complexity, 
responsibility and levels of personal risk or legal liability that volunteering entails. This means 
that people are more hesitant to volunteer, and it is possible that many people who might 
consider volunteer avoid doing so because they lack the skills required to take on many volunteer 
roles. 
 
The profile of those who do volunteer is also changing. 
 

 More young people work to gain work-related skills. 
 More seniors travel or have multiple activities and have less time available for 

volunteering. 
 More new Canadians volunteer to develop work experience and to practice language 

skills. 
 More unemployed people are looking to volunteering as a way to keep their skills and 

references current. 
 More persons with disabilities view volunteering as a meaningful way to participate in 

community life. 
 
(Volunteer Canada: Trends in Volunteerism. 
www.volunteer.ca/vo/can/eng/vo/incan/trendsinvol.php?display=2,0,9  ) 
 
Mandatory community service is another current trend in the volunteer sector. There has been a 
steady rise of "compulsory unpaid community service programs". (Community Dispatch: An 
InfoFax of the Halton Social Planning Council and Volunteer Centre. Volume 1, #6: July 
28,1997, http://www.cdhalton.ca/dispatch/cdo106.htm)These include programs such as Ontario 
Works, court-ordered community service, alternative measures program and school-based 
community service programs. As a result, there is an increasing number of individuals who are 
looking for volunteer placements, but are not motivated to volunteer, and do not necessarily 
possess the skills, knowledge and attitudes necessary to be a successful volunteer. 



 
Motivation to volunteer also appears to be critical issue in volunteerism. One way to increase 
motivation is to promote the positive aspects that come from volunteering. The altruistic 
motivations for volunteering are well known, and often cited by people for their primary reason 
for becoming volunteers. In fact, the phrase 'giving back' occurred in several references to 
volunteering. But there are a number of other motivators. The National Survey of Giving, 
Volunteering and Participating. (2004: Benefits of Volunteering, www.givingandvolunteering.ca) 
provides some interesting statistics on the reasons that people volunteer. 
 

 

Benefit of 
Volunteering 

Statistics 

 
Interpersonal skills 

 79% of volunteers had an increase in such 
as understanding Interpersonal Skills 
people better, motivating others and 
dealing with difficult situations. 

 
Communication Skills 

 78% of volunteers who contributed 188 or 
more hours reported gaining 
communication skills. 

 
 

Acquire Job Skills and  
Improve Job  

Opportunities 
 

 49% of employed volunteers aged 15- 24 
said that their volunteer activities gave 
them new skills that they could apply 
directly to their job. 

 28% of unemployed volunteers said that 
their volunteering had helped them to 
obtain a job in the past and 62% of 
unemployed volunteers believed that it 
would help them to find a job in the future. 

 
 

Volunteerism and Skill Development 
It appears, therefore, that there is a strong link between the need to find paid employment and the 
individual's choice to pursue volunteering. People who are looking for paid employment tend to 
see volunteerism as a means to an end. Some of the current literature on workforce training also 
recommends volunteering as a way to develop, hone and maintain work-related skills and to 
gain work experience for the job search. For example, Street (1994) states that "volunteer work 
can provide individuals with the opportunities to test and develop these (work-related) skills."  
(p. 6) 
 
 
 
 



However, Grace Niezen, Customer Service Co-ordinator at the Volunteer Action Centre, points 
out that agencies that utilise the services of volunteers may be willing to provide training for 
specific volunteer activities, but require volunteers who already possess strong employability 
skills. 
 
Similar to paid employment, volunteers have to be responsible 
for meeting their job requirements, being punctual, calling in if 
they are unable to attend, etc. However, for learners with little 
work experience, low levels of literacy and numeracy and other 
barriers to employment, and for those who participate in 
compulsory volunteering, these skills may be lacking. The Guide 
to Workforce Literacy: Skills at Work Series (2004) echoes this 
sentiment. 

 
"LBS learners participating in OW must focus their 

efforts on a goal path that leads to employment however; 
the majority of learners (including non-OW learners) 

can benefit from learning more about the world of work 
and developing the skills needed to success on the job." (P·4) 

 

It is logical, therefore, to conclude that the volunteer-sector continues to need motivated and 
skilled individuals who can meet the increasing demands of volunteering, and that substantial 
numbers of potential volunteers lack the very skills they need to volunteer. Creating a training 
program to prepare individuals who lack the essential skills for volunteering appears to be an 
effective way to meet the demand for skilled workers. 
 
Volunteerism and Greater Personal Independence 
Volunteer Canada lists the following amongst the benefits of volunteering: 
 

 Build self-esteem and self-confidence 
 Improve health help 
 Meet new people 
 Feel needed and valued 
 Make a difference in someone's life 
 Express gratitude for help you may have received in the past from an organization (What 

Are the Benefits of Volunteering: Volunteer Canada web site 
http://www.volunteer.ca/volcan/eng/iwant/benefits.php?display=1,3,2 ) 

 
For the LBS learner, volunteering may also provide opportunities to: 

 apply skills developed in LBS in a meaningful way; 
 be a role-model for children, family and friends; 
 be a more active participant in the community; or, 
 break the dependence on the LBS program as a social outlet. 

 
 

"You can't build a 
reputation on what 
you are going to do." 
 
-- Henry Ford 
 



"Knowing is not enough; 
we must apply. Willing is 
not enough; we must do." 

-- Goethe 

 

Although Street (1994) implies that volunteering can help learners develop qualities such as "a 
heightened sense of self-esteem, self-worth, and confidence that can help to overcome social 
isolation" (P.4), volunteer recruiters and managers interviewed suggested that a minimal set of 
self-management and self-direction skills would be expected in any volunteer. These skills 
include: 
 

 positive attitudes 
 oral communication skills 
 conflict resolution 
 anger management 
 self-reflection skills 
 working with others 
 time management and organisation skills 
 personal hygiene/appearance 

These skills are also aspects of greater personal independence. In the LBS Program, greater 
personal independence refers to the development of self-management and/or self-direction skills 
that can increase one's self-esteem and provide personal growth and independence. 
 
This disconnect between the skills the volunteer agency expects to find in volunteers and the 
skills that potential volunteers hope to develop may be particularly true in the case of 
compulsory volunteer participants or individuals with multiple barriers to employment. 
According to Paul and Roussy (2002), these hard-to-serve learners 
 

"...may include (individuals) having difficulty with anger 
management, the ability to work well with others, 
showing up on time and regularly, and completing 
assignments." (p. 19) 

 
These are the very issues that the domain of self-management and self-direction were designed to 
address. The LBS Program is intended not only to help learners develop literacy and numeracy 
skills, but also to develop the skills they need to set and achieve goals. A volunteer training 
program that provides explicit learning in this area is appropriate for the LBS Program. 
 
The Link Between Volunteerism and Workforce Training 
While researching volunteerism, there was a constant reminder that there is a link between 
volunteerism and paid employment. It became clear that this report should also include 
discussion on the principles of delivering workforce training to ensure that the Giving Back 
Project was following the best practices for workforce training delivery. 
 
"Volunteer activity is real work - volunteers exert their strength 
and their faculties to accomplish something, to perform 
something, or to produce something. Regardless of whether 
learners are volunteering to gain employment skills or to foster 
personal independence; volunteering has the same expectations 
as paid employment. 'Work' has become synonymous with paid 



employment however; volunteers accomplish real work through their efforts. Sometimes the 
work supports, compliments, and extends the work of paid staff, but often is central to the 
purpose of the organisation they serve." (p.g, Street, 1994) Volunteering therefore is workforce 
literacy. The key to success as a volunteer, therefore, is to possess and apply basic employability 
skills similar to those utilised in the workplace. 
 
Human Resources Skills Development Canada (HRSDC) promotes the use of  Essential Skills to 
describe the tasks embedded in a given occupation and the skills needed by a worker who is 
employed in that position. These skills can also be used to describe the basic  employability 
skills required by volunteers. These skills are also the core skills that are developed within the 
LBS Learning Outcomes. 

 

HRSDC Essential Skills LBS Learning Outcomes 
• reading text 
• document use 
• writing 
• numeracy 
• oral communication 
• thinking skills including:: 

• problem solving 
• decision making 
• job task planning and 
organizing 
• significant use of memory 
• finding information 
• working with others 
• computer use 
• continuous learning 

• reading (and document use) 
• writing (and document use) 
• numeracy 
• speaking and listening 
• self-management and self direction including 

• concentration/memory skills 
• goal-setting skills 
• personal advocacy and self- motivation 

skills 
• problem-solving skills self- assessment/ 

self- reflection skills 
• self-confidence building skills thinking 

skills 
• time management/organisation skills 
• understanding of personal learning style 

• working with others skills 
 
 
 

 

 (The breakdown of self-management and self-direction skills were taken from the OLC Level 
Descriptions (2000)) 
 
Workforce literacy is a term that has been adopted within the LBS Program to describe training 
in basic employability skills. In the Guide to Workforce Literacy: Skills at Work Series (2004), 



Grieves states that workforce literacy "focuses on improving the employability and essential 
skills of learners who have employment goals." (p. 1) 
 
The Guide to Workforce Literacy: Skills at Work Series suggests the following components of a 
workforce literacy framework: 
 

• Targeted Assessment and Instruction 
• Project-based Learning 
• Teamwork 
• Labour Market Research 
• Integrated Services 
• Interagency Collaboration 
• Employability Skills 
• Essential Skills 
• Employment Context 
• Links With Employers 
• Workplace Documents 
 

Volunteering is real work, and the LBS Program is an ideal vehicle for the delivery of workforce 
training. For this reason, it is logical to conclude that a volunteer-training program anchored 
within the LBS Program would be an effective model for preparing learners to develop basic 
employability skills needed to meet the demands of volunteer position. Such a program would 
need to incorporate the best practices suggested for workforce training, and cover the self-
management and self-direction skills that workers require to be employable. 
 
Interagency and Learner Partnerships 
Early on in the process of conceptualizing the Giving Back project, there was recognition that a 
partnership with a variety of agencies was imperative. The success of a volunteer-training 
program would depend largely on the marketing of the service amongst those individuals who 
had the greatest need for training. Once the participants were recruited, there would need to be an 
effective referral protocol in place to help move them from the referring agency to the Giving 
Back program. Once trained, participants would need to have a supportive environment in which 
to apply their newly developed skills. In order to be accountable, there would need to be a 
process in place to track the participant's involvement in a community placement. Finally, the 
curriculum would need to be evaluated in a variety of venues, in order to ensure that it met with 
the expectations of other LBS agencies and complied with LBS Learning Outcomes.  
 
Additional benefits of Interagency Partnerships include: 

• The learners benefit from the partnerships because they get a "foot in the door" of the LBS 
agency, where they can access LBS training supports as required. 

• Agencies that make use of volunteers benefit because they have a new source for volunteers 
that have been specifically trained to meet their demands. 

• The community benefits because the partnership bridges the gaps in programming and 
ensures that scarce resources are being used more effectively than one agency doing it all 
alone or reinventing the wheel. It also offers one more resource for the public to access. 

 



Region of Waterloo Community Placement Program 
The Social Services Department of the Region of Waterloo (Community Placement Program) 
provided excellent support to the project including agreeing to become a formal partner of the 
Giving Back Program of St. Louis Adult Learning Centre. 
 
Prior to launching the original pilot project in March 2004, the LBS Program Manager from St. 
Louis met with Graeme Fisken, Manager of Employment Services, Region of Waterloo, 
Employment and Income Support. The purpose of this meeting was to introduce the concept of 
the Giving Back program and to establish a need for the program in Waterloo Region. 
 
According to Mr. Fisken, the idea of providing targeted training for clients of the Community 
Placement Program was sound, since no such training was currently being offered by the Region. 
Similar training existed within the Employment Services Department, but it was focussed on 
preparation for paid employment, and did not cover the concepts of volunteerism that the Giving 
Back program would include. Since ODSP clients were also eligible for the Community 
Placement program, they would also benefit from employment preparation training for which 
they might not otherwise be eligible. 
 
Mr. Fisken's knowledge ofthe Ontario Works and ODSP client base in Waterloo Region was also 
invaluable. His sense was that the Giving Back program would likely be more successful in 
Kitchener, where OW and ODSP clients were far more motivated to enter the Community 
Placement Program than were the clients in Cambridge. In Cambridge, Mr. Fisken noted, clients 
were far more interested in programs that led to paid employment, and the Community 
Placement Program had far fewer clients. Locating the Giving Back program in Kitchener would 
mean a larger pool of potential learners. 
 
In order to ensure the success of the partnership between the Region and the St. Louis LBS 
program, Mr. Fisken recommended two key components: a formal agreement between the two 
agencies, and a referral protocol specifically designed for the Giving Back program. The formal 
agreement between the two agencies needed to cover issues: 
 

• the financial obligations of both parties; 
• the promotional, referral, delivery and administrative services that each agency would 

provide; 
• legal indemnification; 
• freedom of information and protection of privacy issues; 
• insurance requirements; and, 
• other miscellaneous issues. 

 
In Waterloo Region, this agreement needed to be a formal legal document. Mr. Fisken provided a 
standardized version of the contract used with other partnering agencies, and this was modified 
to meet the needs of the Giving Back program and the Waterloo Catholic District School Board 
(the host agency for the LBS program at St. Louis Adult Learning Centres). 
 
Since both partners have large and complex organizations, it was decided that a referral protocol 
was required. The Giving Back program was entered into Region's Central Booking System 



"The need to provide 
adult learners with 
support in order for them 
to be able to persist is 
particularly true of those 
learners deemed hard to 
serve." 
 
(p. 10, Paul and Roussy, 
2002) 
 

(CBS) as a means of allowing Placement workers to track the status of the referral. Either the 
Placement Worker or the client could contact the St. Louis LBS Assessor to make an 
appointment for an intake interview for the program. This would include an assessment of 
literacy skills and further information about participation in the Giving Back program. 
 
The Region has developed an attractive bookmark to describe the Giving Back program to its 
client base. This bookmark is available at the Region's resource centre, and was also distributed 
with the monthly benefit cheques prior to the commencement of the Giving Back pilot program. 
 
In exchange, the LBS Assessor is responsible for following 
up with the Region on all referrals made to the Giving Back 
program. The LBS Program Manager is responsible for 
contacting the Community Placement Program and providing 
a list of learners who are registered for the next session of 
Giving Back. The LBS Program Manager also provides a 
monthly "invoice" throughout each Giving Back semester to 
indicate the names and active status of participants. Finally, 
the LBS Program Manager provides the Community 
Placement Program with start dates for each semester of 
Giving Back. The Referral Policy established between the 
Region of Waterloo Community Placement Program and the 
Giving Back Program is included in the Appendix of this report. 
 
Once the project to formally develop the Giving Back project was initiated, the project staff was 
invited to tour the Region of Waterloo's Employment Services facility, and to orient the staff to 
the Community Placement Program. Project staff also attended a Community Placement 
Orientation Workshop for OW and ODSP clients who have an interest in the program. This 
provided the project staff with an opportunity to learn about the concept of Community 
Placement, to gather further research central to volunteerism, and to meet some potential 
Giving Back participants. 
 
Although the Giving Back program is open to any LBS learner who would like to participate 
regardless of income source, it was expected that large percentage of the referrals to the program 
would come from the Community Placement Program. As a result, it seemed important that the 
curriculum cover issues that would be critical to this population. As a result, a presentation by 
Community Placement Worker regarding issues such as how volunteering affects benefits, how 
to fill out the necessary paperwork and additional benefits available to clients who volunteer was 
planned to be part of a Giving Back session. (See Session 10 "Example Presentation on Money 
Management by Cory Willett, Region of Waterloo Community Placement Worker for further 
discussion of this information). The same Placement Worker returns at the end of the Giving 
Back program to follow-up with OW and ODSP clients regarding the volunteer placements that 
had been selected. In addition, the worker is available to provide guidance and support around 
any additional issues that these clients might have about the placement portion of the Giving 
Back program at that time. 
 
 



Kitchener- Waterloo Volunteer Action Centre 
Another key stakeholder in the Giving Back project was with the Volunteer Action Centre of 
Kitchener- Waterloo and Area. Their Mission: 
 

"... is to encourage and enable participation in 
volunteering. To work with existing community 
orqanisations to promote oolunteerism. 
 
The Volunteer Action Centre links people who want to 
volunteer with charitable orqanisations which rely on 
volunteers to provide valuable service in the community. 
 
Since 1984 the Volunteer Action Centre has referred over 
28,000 volunteers to meaningful volunteer 
opportunities. " 

 
Involving the Volunteer Action Centre in the Giving Back project provided the key source for 
information on volunteerism used in the development of the curriculum. Project staff met jointly 
with the Executive Director and the Customer Service Co-ordinator to learn more about the 
Volunteer Action Centre, and to discuss the agencies' respective roles. Project staff also toured 
the Volunteer Action Centre's resources and attended a workshop on current trends in 
volunteerism hosted by volunteer recruitment agencies in Kitchener-Waterloo, Cambridge and 
Guelph. 
 
The partnership between the Volunteer Action Centre and the St. Louis LBS program has many 
mutual benefits. First, the Centre provided invaluable information about volunteerism and the 
expectations of volunteer managers when recruiting and selecting volunteers. By becoming a 
member agency of the Volunteer Action Centre, the LBS program at St. Louis is afforded with 
the latest information about volunteering in the Kitchener-Waterloo area, and can take advantage 
of the many professional development opportunities that the Centre offers. 
 
For the participants in the Giving Back program, the Volunteer Action Centre provides a critical 
link between the learners and the larger community. VAC staff and volunteer members were 
scheduled to make presentations in the Giving Back program, thereby reaffirming the concepts 
that were being taught, and highlighting their importance in the world of volunteer work. When 
the learners are ready to begin their search for a volunteer community placement, VAC serves as 
an excellent source of potential placements and information about the volunteer agencies in 
which learners may have an interest. A field trip to the centre was included in the curriculum in 
order to increase the participants' comfort level with leaving the school and meeting with 
VACstaff. This made registering with the program a less threatening prospect. 
 
Following training, the Volunteer Action Centre also agreed to support the participants in 
connecting to the agency they had chosen as their placement. In addition, learners are invited to 
continue accessing VAC services for support and guidance once they had acquired a placement. 
This was a critical piece of the partnership puzzle, since the Centre is a recognised expert on 
supporting individuals to volunteer, and since the LBS program is not funded to provide 



"The greatest virtues 
are those which are 
most useful to other 
people." 
Aristotle 
 

continuing support to exited learners following their transition period. Continuous supervision of 
the volunteer placement is also a requirement for Giving Back participants who are supported by 
the OW and ODSP programs. 
 
Finally, the Volunteer Action Centre also benefits from its 
partnership with the Giving Back program. Because 
VACgenerously agreed to provide agency staff on the 
Advisory Committee, there was an assurance that the training 
developed was of high quality, and that it prepared 
participants effectively for the demands of volunteering. This 
pool of well-trained volunteers will be an asset to the organisation, in that they can refer Giving 
Back volunteers to member agencies with confidence. Having a volunteer training program is 
also a reasonable response to the shrinking pool of volunteers in the larger community, and to the 
concern that potential volunteers may not be adequately prepared to meet the member agencies' 
needs. The Giving Back curriculum can also be adapted to meet the needs of participants for 
whom literacy is not an issue, or who have other barriers to participating in the LBS program. 
 
LBS Learners 
The main stakeholder of the Giving Back program is the learner. If the program does not work 
for LBS learners, there is not any purpose of offering it. 
 
Based upon this assumption, two learners were asked to be part of the Giving Back Advisory 
Committee to further ensure the project's validity. Their involvement also ensured that the 
curriculum design and content would be learner-centred and focussed on the principles of adult 
learning. The learners actively took part in shaping the content, layout and delivery of the Giving 
Back program, as well as participating in the pilot program to get a genuine feel for the way the 
curriculum worked in practice. Based on their feedback on authentic classroom experience, the 
curriculum was modified to be more responsive to the needs of adult LBS learners. 
 
The opportunity to participate on the Advisory Committee was also a means by which the 
learners could hone the skills they were developing in the Giving Back classroom and in their 
regular LBS classes. As they were learning about how to become an effective and productive 
volunteer, they were actually serving as volunteer members of the committee. This experience 
helped the learners to further develop their skills, and to help shape their goals for future 
volunteer placements. One of the learner/committee members stood for a nomination to take part 
in the Ontario Literacy Coalition's Adult Learner Network of Ontario. Her experience as an 
Advisory Committee member was an excellent introduction to the world of board and committee 
work. 
 
As an example of skill development, it was noted that one of the learners was naturally more 
comfortable participating in group activities. The other learner was more introspective and not as 
comfortable interacting with new people. As their involvement with committee work continued, 
it was both exciting and interesting to see the more introverted learner gradually become more 
confident. With each meeting her confidence grew, and by the final Advisory Committee 
meeting, she spoke openly and candidly about her opinions and feelings. 
 



Since both learners were also social assistance recipients, they were able to access the financial 
supports available to Community Placement Program participants. Specifically, they were issued 
bus passes rather than bus tickets, so that they could have transportation to and from Advisory 
Committee meetings when they occurred, and so that they could pursue other volunteer 
placements. In addition, they were given a start-up allowance in order to purchase clothing and 
other supplies that were appropriate for someone who sits on a professional committee. 
 
Both learners asked to join the committee were already attending LBS classes at St. Louis, and 
had been for some time. One of the learners had already taken part in the original Giving Back 
pilot program in March of 2004, and was already volunteering at St. Louis and in the community. 
The other learner had never been employed in either a paid or unpaid position, and had never 
participated in a program like Giving Back. This mix of experiences and skills was deemed 
important for Advisory Committee members, since the two learners would bring very different 
perspectives to the table. Such a range of experience would ensure that the Giving Back 
curriculum would respond to the needs of a wide variety of learners. 
 
The Role of the Advisory Committee 
Following the research phase and the establishment of key project partnerships, the Advisory 
Committee members were selected and recruited. Each member of the committee was invited to 
join because she possessed skills, knowledge and experience that would contribute to the overall 
success of the Giving Back program. Advisors were drawn from a variety of relevant fields to 
provide a full range of relevant information. 
 

•   A representative from the Region of Waterloo Social Service Department, Employment 
and Income Support, Community Placement Program offered valuable information about 
the Ontario Works and Ontario Disability Support programs, the services of the 
Community Placement Program and the needs of its clients. 

 
•    A representative from the Volunteer Action Centre contributed information on volunteer 

recruitment and management that was critical content for the Giving Back curriculum, 
and a wealth of resources for Giving Back learners when they were ready to begin a their 
search for a placement. 

 
•    A representative from the Literacy Group of Waterloo Region and one from the Waterloo 

Region District School Board. Although the school board representative was unable to 
attend meetings, both members offered pivotal information about how the Giving Back 
program would need to be modified for use in different LBS environments. In addition, 
once the pilot programs were underway, the instructor from the Literacy Group attended 
the meetings. She contributed up-to-the-minute reports on how the curriculum was being 
received by learners in a community-based LBS program. 

 
•    A representative from Project READ Literacy Network who is responsible for liasing 

with LBS programs in Waterloo Region and Wellington County, and who has a vast 
wealth of current information about workforce literacy programming in Canada. She was 
able to provide information about the HRSDC Essential Skills and about other workforce 
initiatives that might align with the Giving Back curriculum. 



 
 "When you give to 
others, you speak a 
silent but audible thank 
you. " 
 
Kara "Cherry" Whitaker, 14 

 

 
•    The instructor from the St. Louis Giving Back program. Since this individual had 

developed the original curriculum and had led the original pilot program, she was an 
integral part of the  development of the curriculum, and could offer many useful 
suggestions about delivery models, timing and learner interests. 

 
•    Two representatives of LBS learners at St. Louis. These two individuals ensured that the 

focus of the Giving Back program was on the learner/participants. Their insights gave the 
committee an opportunity to see how the content and delivery of the Giving Back 
curriculum would play to a live audience. 

 
A representative from the LBS Program (MTCU) was also kept apprised of the activities of the 
Advisory Committee and the progress of the Giving Back project. She was always available to 
answer questions and to provide guidance around the link between the Giving Back curriculum, 
workforce literacy training and the LBS Learning Outcomes. The Giving Back program manager 
and project co-ordinator were also members of the Advisory Committee. 
 
The Advisory Committee met three times communicated regularly via em ail and telephone 
throughout the duration of the project. 
 
The Advisory Committee's role was to guide it in the development of meaningful learning 
materials that were clearly linked to the LBS learning outcomes, needs of volunteers and 
volunteer agencies, and workforce training programs. Initially, the Advisory Committee 
brainstormed with project staff to determine the delivery model, format and learning outcomes 
for the curriculum. Each member offered substantial resources and expertise from their 
respective fields to ensure that the curriculum was complete and accurate. They reviewed the 
draft curriculum and workshop outline, once they had been developed, and provided feedback. 
They also reviewed the outcome of the pilot project evaluations. The contribution of the 
Advisory Committee was extremely valuable in the development of this curriculum, and helped 
to ensure that the program is authentic and valid within the LBS program. 
 
Supporting LBS Learners on the Advisory Committee 
Learners are often asked to participate in the planning and governance of LBS programming and 
as the subjects of research projects. Their participation is a key factor in insuring that the 
programs offered to LBS learners are learner-centred and appropriate for the adult learner. 
Although many research projects have adult literacy learners as their focus, there are few 
projects that involve the learner at the planning stage. As a result, learners rarely have an 
opportunity to make a meaningful contribution to the projects that will have an impact on the  
way LBS programming is delivered. Even when they are involved 
in some way, there is often little done to support them in their 
efforts. 
 
A unique exception to this pattern was the Ontario Literacy 
Coalition's research project entitled Seeing The Need: Meeting The 
Need (2002). Not only was a learner representative involved on the 
Advisory Committee for this project, but LBS learners were also 



recruited and trained to serve as research interns. The experience gained by this interesting and 
unusual project informed the decision around actively involving LBS learners in the Giving Back 
project. The curriculum developed for training the research interns was critical to our 
understanding of how to support LBS learners in this way. 
 
Initially, the learners were selected based on their range of experience, length of time in 
the LBS program and the perceived benefits that they would accrue from their status as 
Advisory Committee members. Their participation had to have some tangible benefit for the 
learner as well as for the committee. Although the project staff was aware that neither of the 
learners had a great deal of experience sitting on committees, there was a sense that both learners 
possessed sufficient literacy skills to handle the demands of the committee work if they received 
support and guidance. Both learners also possessed a degree of insight and the ability to think 
critically which is required when analysing and evaluating information and experiences. 
 
To assist the learners in making a meaningful contribution, project co-ordinator set up several 
advance meetings with the learners to explain in detail, the nature and scope of the project, and 
what their expected roles would be as committee members. During these meetings the learners 
were given background information about the other committee members, and were reassured to 
know that all of them had some experience working with LBS learners or social assistance 
recipients. Having this information in advance addressed any misgivings that the learners may 
have had about meeting new people for the first time. 
 
Prior to each committee meeting, the project would distribute the agenda and relevant 
information that would be covered. Although the learners received their copy of the information 
at the same time that the other committee members did, the project co-ordinator set aside time to 
meet with the learners to review the contents and what the learners needed to do with it before 
the meeting date. This was done to ensure that the learners understood all correspondence with 
the committee members, dates of meetings, their roles within meetings as active committee 
members, and appropriate personal appearance, language, etc., at the meetings. 
 
The learners were also given a 'Giving Back Advisory Committee Binder' with subject dividers 
titled: calendar, definitions, questions, first meeting, second meeting, and third meeting. 
  



The learners were given four assignments prior to each Advisory Committee meeting: 
 

1. Meeting Preparation: This included reading all correspondence from the Project Co-
ordinator and/ or Advisory Committee members. The learners were asked to write down 
all questions and concerns from this material that they wanted to discuss with the project 
co-ordinator. They were also asked to write down any unfamiliar words from material 
and either look up the meaning in a dictionary, or discuss the definitions at a meeting 
with the Project Co-ordinator. 
 

2.  Questions and/or Concerns During the Meeting: The learners were asked to prepare 
questions and comments for the Advisory Committee Meeting. These were previewed 
with the project co-ordinator prior to the meeting. The questions were posed during the 
Advisory Committee during the meeting. Following the meeting, the project co-ordinator 
would debrief the learners to see if they had received an adequate response. If further 
information was required, it would be provided during the debriefing. 
 

3. Follow up From the Meeting; This was a debriefing session with the learners 
immediately following the Advisory Committee meetings to review the concepts from 
the meeting. It also ensured that the learners understood all that was discussed during the 
meeting. 
 

4.  For the Next Meeting: This included any time-sensitive committee work, or work that 
needed to be completed by the next Advisory Committee meeting. The learners were 
given a specific due date for this task. For example, one of the learners went to The City 
of Kitchener's Volunteer Department and acquired application forms to be used in the 
Giving Back Program. 

 
Learner support also included special attention during the Advisory Committee meetings. The 
learners were specifically asked to comment on issues that directly affected them, and were 
encouraged to provide any other information they thought was relevant. In addition, care was 
taken to explain terms and concepts that arose during the meeting that might have been 
unfamiliar to the learners. Other committee members appreciated this as well, since as 
professionals from a variety of fields, there was a tendency to use acronyms and other 
terminology that was unfamiliar to the group as a whole. 
 
The learners were a great asset to the committee membership! They provided a direct insight into 
how the Giving Back program worked for them, personally. The learner's feedback about the 
Giving Back pilot program as well as members of the Advisory Committee had a greater 
influence on the development of the curriculum because they were representative of the target 
population. If the curriculum could be developed to the satisfaction of the Learner Advisors, then 
it was sure to have relevance for other Giving Back participants. 
 
 
 
 
 



"This class was at a faster pace 
than I am used to. I am used to 
working at my own speed, not 
following what the teacher is 
doing" 
 
Giving Back Participant 
 

Development of the Giving Back Curriculum 
 
The starting point for the development of the Giving Back program curriculum was to establish 
the format, delivery model and content. The Giving Back Advisory Committee was instrumental 
in completing this task. 
 
Format 
The Advisory Committee determined that a volunteer-training program should have a finite 
duration. This would give learners the sense that there was a set amount of learning that needed 
to be done, and that this training would culminate in a concrete outcome within a reasonable 
amount of time. Secondary school credits at St. Louis are offered in a seven-week semester. 
However, seven weeks was considered too short a time for LBS learners to develop the requisite 
employability skills and have an opportunity to apply them within the classroom 
setting. Twelve weeks was, therefore, recommended. 
 
In order to be cost-effective within a school board- based LES program, the Giving Back 
program needed to serve between eight and ten learners per semester. Given this class size, the 
Advisory Committee felt that classes would need to be scheduled for three hours. In order to 
cover the considerable amount of learning and practising that learners would require, two three-
hour sessions per week were recommended. The Committee agreed that mornings would be a 
preferable timeframe, since the program would be intensive, and learners would need to be 
energetic and alert throughout each class. Early on in this process, however, committee members 
recognised that it might be necessary to adapt this format if the Giving Back program was to be 
offered in a community-based setting where class size might be smaller, and where learners 
traditionally have participated with less frequency within a week. 
 
Delivery Model 
The Advisory Committee determined that the Giving Back curriculum should be teacher-led. The 
members anticipated that there would be a large amount of information for learners to process in 
72 hours of instruction, 24 three-hour sessions in twelve weeks. For this reason, the timing of the 
delivery was critical, and would require that an instructor keep the learners moving forward 
within prescribed timelines. 
 
Perhaps more importantly, learners entering the Giving 
Back program may not possess the selfmanagement 
skills that a program of this nature would require if it 
were learner-directed. In fact, a major part of the 
reason for offering the program in the first place is 
because learners lack the time management, 
organisation and other essential skills that a learner-
directed program would require. A teacher-led 
program would also allow the instructor an opportunity 
to make the processes involved in decision-making and 
problem solving explicit, and to model and offer opportunities to practice these skills 
independently. This type of explanation, modelling and practice is not always available in self-
directed programs. Teacher-led learning is also parallel to 



volunteer placements and paid employment, in that the volunteer/employee would usually have a 
manager or supervisor overseeing what is done, and setting deadlines. Learning to work 
effectively co-operatively with a supervisor is one more skill that Giving Back learners could 
benefit from acquiring. 
 
Although the Giving Back program is intended to be teacher-led, the curriculum is designed to 
make learner self-direction an increasingly central feature of the curriculum. Once the instructor 
has explained and modelled a skill, the learners work either independently or in small groups to 
practice the skill themselves. As the learners develop skills in problem-solving and decision-
making, they are empowered to become increasingly self-directed in terms of their choices about 
volunteering. By the end of the program, learners should be able to pursue a volunteer placement 
entirely on their own. 
Since the Giving Back curriculum was to be teacher-led, intensive and focussed, the Advisory 
Committee felt that it was important to utilise a wide range of instructional strategies. This would 
allow learners with different learning styles to maximise their learning potential, and to provide a 
break from lecture-style presentations that are common in teacher-led programs. The activities 
needed to be familiar enough to provide learners with a sense of security and comfort, and yet 
present enough of a challenge to move them beyond their comfort zone.  
 
Instructional strategies selected for the Giving Back curriculum include: 

 Small and large group work 
 Independent work 
 Case studies 
 Role-playing 
 A field trip to a local volunteer agency 
 Guest speakers for a variety of topics 
 Content-specific games and activities 
 Experiential learning such as mock interviews 
 Note taking and journal writing 
 Self-assessment activities and regular assessment and demonstrations 
 Pre-Reading Strategy 

 
The curriculum reflects this suggestion by starting off with an ice breaker in the first session, to 
having learners working in small groups and pairs throughout the main part of the curriculum, 
and eventually ending with self-directed learning. 
 
The most positive feedback from learners in the pilot programs came after experiential learning 
segments where it did not seem like they were learning. Those segments were more 'fun' than 
working on other areas, such as writing a resume. That is similar to a real life work situation. 
Sometimes work can be enjoyable and even fun however; there are more times when work is just 
that - work. 
 
 
 
 
 



Learning Outcomes 
Development of the Giving Back curriculum began by stating what a learner would know 

and be able to do following participation in the twelve-week program. The knowledge and skills 
developed through the Giving Back program are the authentic knowledge and employability 
skills utili sed by successful volunteers and workers. However, since the learner is ultimately 
responsible for applying the skills and knowledge acquired within the Giving Back program, it is 
the learner, not the program that will determine whether the learner will actually secure a 
volunteer placement in which to apply these skills. The overall learning outcome for the 
curriculum, therefore, is to provide the learner with the opportunity to develop the skills in a 
meaningful way. For this reason, the general outcome for the Giving Back program is: 

 
The learner will be able to identify, prepare for and 
pursue a volunteer community placement. 
 

Using this outcome as a starting point, the Advisory Committee then listed the skills, knowledge 
and attitudes that a successful volunteer or paid employee would demonstrate Giving Back 
program was completed, and the learner was actively involved in the pursuit, or the performance 
of the duties, of a volunteer placement. These composite skills, knowledge and attitudes seemed 
to fall into six logical segments or units of study, which outline the process of becoming a 
volunteer. Separate learning outcomes were developed for each of the six units.  
 
Unit 1: Why Do I Want To Volunteer? 

•   Learner identifies the personal benefits of volunteering. 
 
Unit 2: What Is Volunteerism? 

•   Learner will be able to communicate his/her personal knowledge and skills related to 
volunteerism in group discussions. 

 
Unit 3: How Can I Manage This? 

•   Learner will be able to prepare for volunteering by: 
• identifying supports and barriers to success; 
• demonstrating time management, punctuality and good attendance through the use of a 

variety of time management tools and through the Attendance Record; 
• identifying ways, and exhibiting an understanding of good personal hygiene and/or 

appearance; 
• creating a personal budget including supports and basic needs budgeting; and, 
• recognising traits of a positive attitude and the ability to work well with others. 

 
Unit 4: What Do I Want To Do? 

•   Learner will be able to identify a community volunteer placement by self-assessing and 
prioritising values and preferences, and by setting a goal in volunteering. 

 
 
 
 
 



Unit 5: What Do I Need To Do? 
•   Learner will be able to prepare for volunteering by: 

• creating a career portfolio; 
• creating a resume; and, 
• participating in a mock interview; 

 
Unit 6: Choosing The Right Placement 

•   Learners will be able to pursue their choice for a volunteer placement. 
 
Assessment and Curriculum Development 
Assessment activities and demonstrations were created to provide evidence that the learning 
outcomes for each unit had been achieved. From this, the curriculum and learning activities for 
each of the 24 sessions was created, using the learning strategies selected for the purpose. 
 
Throughout this process, gathering and using authentic documents was a critical task. 
 
Guest Speakers 
Guest speakers are used throughout the Giving Back Program as much as possible to add validity 
to what participants are learning via the curriculum. Guest speakers can demonstrate that 
information covered in the Giving Back program is introduced for a reason: the information is 
actually relevant to real world experiences of paid and unpaid workers. 
 
Bringing in guest speakers is another way of reinforcing the importance of a subject. Initially, 
there was to be a guest speaker for most of thezq sessions. However, time proved to be a critical 
element. There was not nearly enough time to allow for a guest speaker in each class. 
 
Future Giving Back classes should make use of as many guest speakers as possible throughout 
the program. Learners and instructors of the Giving Back pilot programs provided very positive 
feedback on the use of guest speakers. 
 
 
Testing the Giving Back Program 
 
There were three sites that hosted the Giving Back pilot programs. Classes were held at St. Louis 
Adult Learning Centre in Kitchener, The Literacy Group of Waterloo Region in Kitchener, and 
at Northern Connections Adult Learning Centre in Sharbot Lake.  
 
St. Louis Adult Learning Centre, Waterloo Catholic DSB 
St. Louis LBS program is housed within the St. Louis Adult Learning Centre, and is part of the 
Waterloo Catholic District School Board Continuing Education Department. 
 
 
This pilot program started with eleven learners, all of whom remained for the entire twelve 
weeks. Two of these learners are on support through Ontario Works and nine are recipients of 
the Ontario Disability Support Program. There were not any new referrals to the Pilot Giving 
Back program from the Region of Waterloo Social Services. The two OW clients who registered 



were already in the St. Louis LBS Program and were referred by their instructor. Three other 
people  were referred to Giving Back: however, two found jobs before Giving Back commenced 
and one did not attend a scheduled initial assessment, and could not be reached for follow up. 
Ten of the eleven learners obtained volunteer positions by the end of the twelve week in-class 
portion. One learner was still in the process of applying for positions, but had not yet accepted a 
position. 
 
The Literacy Group of Waterloo Region 
The Literacy Group is a community- based literacy program that provides learners with one-to-
one tutoring and small group learning for upgrading literacy skills. 
 
The Literacy Group pilot program started with four learners who also remained for the entire 
Giving Back Program. One of these learners is on support through Ontario Works, and three of 
the learners are supported by ODSP. Three of the four learners had secured volunteer positions 
by the end of the twelve-weeks of classes. The other learner had health issues that prevented her 
from participating in a volunteer placement at this time. 
 
Northern Connections Adult Learning Centre 
Northern Connections Adult Learning Centre is a community based literacy program that 
provides training, literacy and employment services. The Northern Connections pilot program 
started with six learners. Five learners remained for the entire Giving Back Program. All five of 
these learners were supported through the Ontario Disability Support Program. All five learners 
have secured volunteer positions since taking the twelve-week in-class portion of the Giving 
Back Program. 
 
 
Evaluation of The Curriculum 
 
Method of Collection of Information 
Each pilot site was asked to complete evaluation forms, specifically designed for this purpose, on 
a weekly basis during the Giving Back program. Both instructors and learners provided feedback 
on each session. (See Appendix for a sample Giving Back Learner's Evaluation Form and 
Giving Back Pilot Program: Instructor Evaluation Form) 
 
Instructors were asked to complete the Instructor Evaluation Form after each class and send the 
results in for review. Learners were asked to complete the Learner's Evaluation Forms whenever 
the instructor asked for their feedback. These forms were also sent in for review. Instructors 
provided feedback on each Giving Back class. It seemed that the learners understood the 
importance of the evaluations, and that they wanted to be part of the process of improving the 
program. They had a sense of ownership. Learners provided feedback on eighty percent of the 
curriculum/classes. 
 
 
 
 



Instructors reviewed the assessment tools as they administered them and as they evaluated the 
session, overall. This review was intended to validate the accuracy of the evaluative criteria (as it 
related to the LES Learning Outcomes), as well as the performance levels. Since the LES 
Learning Outcomes and the OLC Level Descriptions do not provide levels for Self-Management 
and Self-Direction, the feedback from instructors on the levels used for the Giving Back project 
was critical. 
 
Comments from the instructors and the learners were reviewed and revisions were made to the 
Giving Back curriculum if it was something that the majority of the pilot programs suggested as 
needing improvement. The Giving Back Advisory Committee also reviewed the curriculum. 
Comments from the Advisory Committee were reviewed, and in most cases, revisions were 
made. Some revisions were not implemented, however. This was the case where the 
recommended changes would alter the scope or purpose of the curriculum, or where only one 
instructor or committee member made the suggestion and others seemed to disagree. 
 
Content Evaluation 
The Giving Back Pilot Program Instructor Evaluation Form asked specific questions related to 
content of the Giving Back curriculum. The content for the Giving Back curriculum is 
appropriate to the learner's needs based upon feedback from the pilots. There was however; a 
suggestion to reinforce what was being taught in Giving Back with learners outside of the Giving 
Back classroom. 
 
For example, when learning about money management, the Giving Back learners could have this 
and/or additional information related to money management reinforced with them in their regular 
LES classes and/or with tutors. This would provide more opportunities for learners to master the 
concept and skills needed for money management. This is relevant to several learners' comments 
that stated that they wished that they had more time on each topic. 
 
There were two instances of suggestions for change in the content. First, when it came to the 
Time Management sessions, the instructor from The Literacy Group reported that learners "didn't 
agree with being organised to such a high degree and felt there was a bit of a bias in the 
curriculum." They felt that this section concentrated on those people who have many things 
going on in their lives and was not as relevant to their present life situation. The Giving Back 
Advisory Committee suggests that based upon their experiences many learners may not see a 
need for time management, but it remains one of the most common barriers to success with their 
learners. The time management section of this curriculum may seem too thorough, but many 
learners need to know this information and need to develop time management skills. 
 
Second, the Northern Connections ALC did not see a need for Money Management in the 
curriculum, as their learners are younger in age and do not have as much control over their 
finances.  
 
 
 
 
 



Application of Concepts 
The Giving Back Pilot Program Instructor Evaluation Form asked specific questions related to 
the application of concepts of the Giving Back curriculum. 
 
Each instructor was asked to keep track of the timing of each section of the curriculum including 
learning activities. This was very helpful in determining if there was enough content and learning 
activities for each session. It seemed that the session on Time Management was completed in 
less time compared to all other classes. Since there was a repeated demand from the learners to 
incorporate more time in class to get "caught up" or to finish work, the timing for these session 
have not changed. Rather, the curriculum for these sessions now has additional time for learners 
to get caught up on any Giving Back related work activities to date. 
 
Comments related to specific classes being too rushed came from St. Louis pilot site. However, 
this was the largest of the three pilot sites, and it is likely that additional time for reporting to the 
larger group what went on in small-group discussions took additional time. Since it is better to 
have too many activities than not enough, the amount of content and learning activities per 
session remains the same. Instructors are encouraged to take class size into account when 
considering the timing of session. 
 
In most evaluations instructors commented that the curriculum was clearly written; that the notes 
and activities were written at an appropriate level for the learners; and that the learning activities 
were presented with clearly written instructions. As stated previously, comments related to 
specific classes were reviewed and revisions were as required. 
 
 
Key Findings 
1. Partnerships matter 
Researching volunteerism led to the discovery of key characteristics of meaningful volunteer 
work experience. The Giving Back program was designed to provide these opportunities, thus 
demonstrating in a comprehensive way that successful graduates of the Giving Back program are 
able to experience meaningful volunteer work. The chart below demonstrates the parallels.  
 
 

  



Key Characteristics of Meaningful Work Experiences Available Through The Giving Back 
Program 
 
Key Characteristics of 
Meaningful Volunteer Work 
Experience 

Key Characteristics of Meaningful Volunteer Work 
Experience Available Through the Giving Back Program 
 

Volunteer placements must be 
well thought out and well 
designed. 

•   Giving Back learners base their choice of placement on their 
personal preferences, interests, values, skills, aptitudes and 
availability research volunteer placements. 

•   Local volunteer agencies and/ or Community Placement 
Programs can also assist in this process. 

Volunteer job descriptions 
must be clear. The agency and 
volunteer must agree upon 
their respective roles, rights 
and responsibilities 

•   Learners are asked to gather job descriptions for specific 
volunteer placements. 

•   General Rights and Responsibilities are outlined in the 
Giving Back Program 

•   Volunteer agencies provide specific job . descriptions and 
outline the rights and responsibilities for each volunteer 
position. 

Volunteers must be  properly 
interviewed and. matched 
with a placement, and they 
must be given an orientation 
on the organisation. 

•   Learners are prepared for interviews and orientation through 
Giving Back program 

Volunteers must be given  the 
training needed to. accomplish 
the job that they are doing, 
and should receive 
appropriate supervision and 
support from a trained 
volunteer manger, including 
regular feedback and 
evaluation. 

•   Information in this section is discussed in the Giving Back 
program 

Where possible,  volunteers 
should be  offered 
opportunities to. expand or to 
modify their volunteer roles to 
develop new skills and to 
expand their horizons. 

•   Learners are encouraged to expand or modify their  
volunteer opportunities in the Giving Back Program 

 
Adapted from: Street, Lorraine. 1994. Volunteering for Work Experience. 
Voluntary Action Directorate Canadian Heritage. Ottawa, Ontario 

 

 



Research also uncovered the role and responsibility of a volunteer agency in supporting 
graduates of the Giving Back program. Partnering with a volunteer agency is critical to the 
success of Giving Back program as the partnership will provide resources and services not 
available within the LBS program. Alternatively, the Giving Back Program can offer training 
and skill development for potential volunteers that may not be available through the volunteer 
agency. This is particularly true for adults with lower levels of literacy skill development. The 
following chart indicates how Giving Back can enhance the services offered by the volunteer 
agency and visa versa. This support is an asset to the Giving Back learners as they are given the 
opportunity to experience quality volunteer placements based upon current 'best-practices' in the 
volunteerism community. 
 

Role and Responsibility of 
Volunteer Centres 

Available Through the Giving Back 
Program 

Help the volunteer identify opportunities that 
match his or her skills, interests, available 
time, and respect the motivation that has 
brought him or her to volunteering. 

•   Giving Back learners examine their 
motivations; match their skills, interests 
and available time to research and to 
choose an appropriate volunteer placement. 

Refer the volunteers to an appropriate, well-
managed and well- organised volunteer 
program. The program should have clearly 
defined volunteer jobs, and offer an 
opportunity to work in an area identified by 
and agreed upon by the volunteer. 

•   Learners in the Giving Back program are 
responsible to gathering job descriptions 
for placements that interest them. 

•   The Giving Back program strongly 
suggests that learners use local volunteer 
centres to aid in their acquisition of 
volunteer placements. 

Seek to ensure that the volunteer referred to 
agencies meet the needs and requirements of 
those agencies. 

•   Learners coming from the Giving Back 
program have extensive opportunities to 
prepare for, identify and choose an 
appropriate volunteer placement. 

Work with agencies to develop, design, or re-
design volunteer placements where and when 
possible so that they can be filled by new 
volunteers. 
 

•   Some Giving Back learners may choose 
volunteer placements that need to be re-
designed to accommodate the learner's 
abilities. 

 
Adapted from: Street, Lorraine. 1994. Volunteermg for Work Expenence. Voluntary Action 
Directorate Canadian Heritage. Ottawa, Ontario 
 
 
 
  



2. Volunteering Is Work 
The second Key finding is that volunteering demands the same skills, knowledge and attitudes as 
work. This is a view held by volunteer recruitment and management agencies, agencies that use 
the services of volunteers, employers who consider volunteer experience as legitimate work 
experience and volunteers, themselves. 
 
As reflected in the research into volunteerism, many individuals participate in volunteer 
placement as a means of developing or honing work-related skills, making important contacts 
that might lead to employment, and acquiring work-related experience to enhance their resumes. 
Experts in volunteer management also promote this aspect of volunteerism when recruiting 
volunteers, and volunteer managers are happy to provide letters of references for volunteers who 
have made a contribution to their agencies.  
 
Experts in the delivery of workforce literacy programs also sing the praises of volunteering for 
work experience. As stated in Guide to Workforce Literacy: Skills at Work Series (2004), 

 

"Learners can gain employment skills and work 
experience through volunteer work. Volunteering 
provides an opportunity to practice skills learned in the 
literacy program, and gives learners taste of exactly how 
they will need to use skills on the job. It may even help 
learners to identify areas where they could benefitfrom 
further upgrading." (p. 51) 

 
The Ontario Works Program also recognises the value of volunteer work experience for those 
individuals who are making an effort to re-enter the workforce after a prolonged absence. The 
Community Placement Program was designed for just that purpose. In other words, volunteer 
work experience, from the perspective of experts in many fields, is an extension of the training 
and employment preparation that takes place in more formal workforce training environments. 
 
This has important implications for the delivery of the Giving Back program, and the LBS 
program, in general. When learners exit to volunteering from either the LBS class or the Giving 
Back component of an LBS program, they will most likely be counted as exiting to something 
other than employment. Volunteering and employment are counted as two separate items in the 
data reported at year end. 
 
Each year, LBS agencies enter data on the Information Management System (IMS), to report 
their exit and follow-up data for the previous funding year. The total number of learners who exit 
to employment (after entering while in receipt of OW or EI benefits or some other form of 
income) or to further education and training (including another LBS training agency) are 
considered as successful exits, in that the learners have achieved a goal that is a move into or 
toward employment. It should be noted that an exit to volunteering is not counted in this number. 
This is unfortunate, since many agencies, employers and individuals see volunteering as a valid 
form of employment preparation, including another ministry within the government of Ontario. 
 



 It should also be noted that as a group, LBS agencies in Ontario are expected to reach a target 
percentage oflearners who exit to either paid employment or education or training each year. 
This percentage of exiting learners has recently increased, and represents a majority of the total 
program exits per year. Again, volunteer positions are not considered within this number. 
 
The implication is that volunteerism does not weigh as strongly as paid employment, and 
therefore, does not have as much value. It is understood that the Ministry recognises the value of 
volunteering, since it has included Exit to Volunteering as one choice for describing the learner's 
status at exit from the program. When the program is evaluated using qualitative measures, the 
number of exits to volunteering for work experience may be taken into account. However, when 
it comes to the statistical analysis of exit outcomes, volunteering appears to have the same value 
as a learner who is not employed or who has lost contact with the LBS agency. These are not 
considered to be positive outcomes. 
 
Recommendations 
 
1. Before Starting the Giving Back Program 
Recommendations were made by the Giving Back Advisory Committee to make first time 
instructors aware of other Giving Back possibilities that may need to occur before starting the 
Giving Back Program. These possibilities include:  

 Host a Giving Back Workshop for both the LBS Program that is thinking of starting a 
Giving Back Program, and for local community agencies that may be included as partners 
and/or involved in the Giving Back process. Workshop information is available from St. 
Louis Adult Learning Centre at http://stlouis.wcdsb.edu.on.ca or by calling 1-519-745-
120l. 

 Use the Giving Back Program as the host organisation for a community volunteer fair. 
 Budget LBS Program finances to include money for membership in local volunteer 

agencies who help support and/or follow up on Giving Back learners as they are a key 
resource in the Giving Back program. 

 Make arrangements with as many guest speakers as possible for upcoming Giving Back 
classes to ensure availability. 

 Review An Introduction To The Giving Back Program prior to facilitation. Final Report 
  



2. Using Essential Skills 
Human Resources and Skills Development Canada's (HRSDC) Essential Skills have been 
referred to, but not used extensively within the Giving Back Program. It is recommended that if 
instructor and learners are interested, they may utilize Essential Skills further than what is 
provided within this curriculum. Essential Skills could be used to: 

• Research the top Essential Skills needed for a specific job. All nine Essential Skills are 
required in all jobs however; specific jobs may require stronger usage of certain 
Essential Skills. 

• Use Essential Skills Profiles to look up a learner's previous job(s) and use the Essential 
Skills language to help with resume building. 

• With the help of the community volunteer agency staff, determine what volunteer jobs 
are most common and match the volunteer jobs to the Essential Skills of the same paid 
jobs. 

• Use Essential Skills within the Giving Back Program to reinforce the importance of: 
- Reading Text: such as reading Giving Back handouts. 
- Document Use: such as filling out application forms. 
- Numeracy: such as the section on money management. 
- Writing: such as writing a resume, writing in the Giving Back journal, taking notes 

in class, etc. 
- Oral Communication: such as using communication skills discussed within Giving 

Back, interview skills, etc. 
- Working With Others: as discussed in Giving Back, once in a volunteer placement 

learners need to work (well) with others. This is a critical success factor. 
- Thinking Skills: critical thinking and reflective thinking are encouraged throughout 

the Giving Back Program. 
- Computer Use: is throughout the Giving Back Program and used in many 

volunteer placements. 
- Continuous Learning: by being involved in the Giving Back Program learners are 

continuing to learn. However, by taking part in community volunteer placements, 
learners will also continue to learn new knowledge and skills. 

 
3. Resources 
Recommendations were made by the Giving Back Advisory Committee to include the following 
as resources for the Giving Back program. 
 

 Using the AWAL (Applications of Working and Learning National Project) web site 
(www.awal.ca) for links under Related Sites to other workforce related web sites 
including TOEWS (Test of Workplace Essential Skills, used mainly by colleges), 
Essential Skills (HRSDC), and Employability Skills 2000+ (The Conference Board of 
Canada). AWAL also contains useful information about the National Occupational 
Classification (NOC). 

 
 
 
 



 Using local employment resource agencies. In Waterloo Region: The Working Centre 
(www.theworkingcentre.org), Lutherwood (www.lutherwood.ca). and the Region of 
Waterloo Employment Centres. These are excellent resources to acquire guest speakers 
who reinforce what is being taught in the Giving Back Program. They are also as places 
to direct learners to for further self-directed volunteer and/or job searching, and to build 
upon Giving Back knowledge and skills such as resume writing and interview skills. 

 
4. Researching For a Volunteer Placement 
It is recommended that when learners are researching possible community volunteer placements 
the instructor emphasise that if learners are currently in a volunteer position, they challenge 
themselves to find another and/or different volunteer position. This may involve some learners 
having to move out of their comfort zone. However, learners need to be reminded to ask 
themselves: "what are you doing to better yourself?" Instructors need to encourage learners to 
move forward. This may also be a requirement of government supported programs 
such as Ontario Works. 
 
It is also recommended that learners try to have more than one community placement option in 
case one does not work out. Some learners were so excited about getting a placement at their 
most preferred location that they did not consider the fact that they might not get the position. By 
emphasizing that learners should have a few good options, there is less chance of 
disappointment. 
 
5. After Community Placement 
The Pilot Giving Back Programs and the Giving Back Advisory Committee recommended some 
further thought into what could take place after Giving Back learners completed their 12 week in-
class and their 12 week community volunteer placement. The following suggestions were made: 

 Ensure that each learner takes part in an Exit Interview with the Giving Back instructor. 
This could help the instructor to learn more about what works well and what needs 
improvement in the process of acquiring community volunteer placements. An exit 
interview could also help to indicate poorly matched placements, and provide statistics on 
the learner's status at exit. 

 If it is feasible, develop a Focus Group to ensure success with the community volunteer 
placements including previous Giving Back learners, instructors, and community 
volunteer agency staff/volunteers. 

 Using previous successful Giving Back learners to come into the Giving Back classroom 
as a guest speaker is highly recommended. Another option is to have previous successful 
Giving Back learners come into the Giving Back classroom throughout the entire Program 
to discuss various relevant points of interest based upon their experiences. A panel 
discussion with several previous Giving Back learners could also be very helpful. 

  



6. Next Steps for Learners 
The Giving Back Advisory Committee made recommendations about the next steps for learners 
in the Giving Back Program. The concern was that some long-term learners, particularly those 
who might already have served as volunteers in the past, may feel that they need not find a new 
volunteer placement. Frequently, individuals who stay in a literacy program or volunteer 
placement for extended periods of time do so because it they feel safe and secure. They know 
what is expected of them, feel accepted by others, and feel confident about their ability to 
successfully do their jobs. However, progress does not occur when learners are not challenged, 
and a long-term volunteer position of stay in a literacy program may not present the challenge 
that the learner needs to progress. 
 
One member of the Advisory Committee suggested that LBS learners who volunteer may stay in 
their placements for extended periods of time because they feel a strong sense of commitment, 
and that they have an obligation to stay. This may actually be true in some cases. 
 
On the other hand, there were a number of learners in one of the Giving Back pilot sites who 
were recipients of ODSP benefits, and who had been involved with the Community Placement 
Program (CPP) for some time. Their commitment as CPP participants was that they would 
volunteer for no more than six months. In some cases, their respective Placement Workers had 
extended that commitment to a year or more. 
 
However, as the Advisory Committee member who works as a Placement Worker noted that 
there comes a point when the community placement ceases to serve its purpose: to assist the 
participant to develop relevant employability skills and contacts for the job search. If a 
participant has not moved to employment after a year or more in a community placement, then 
the placement has been unsuccessful, and the participant should move on. 
 
This is also true for learners who have reached a learning plateau in the LBS program. In order to 
be eligible for service, learners in the LBS Program must be able to "set and demonstrate 
progress toward literacy goals". (LBS Program Guidelines, Section 2, p. 7) If the learner is no 
longer making progress in literacy skills, or cannot demonstrate progress toward a goal, then the 
learner becomes ineligible for service. While remaining in the program may provide the learner 
with feelings of comfort, safely and security, it does not challenge the learner to progress, or to 
achieve a level of acceptance and comfort outside of the LBS program. There comes a point in 
time, when the learners needs are best served by a supportive referral to an outside agency, or by 
preparation to move on to some other form of activity, such as a volunteer placement outside of 
the LBS program. 
 
The Giving Back program was initially designed, at least in part, to provide the kind of 
workforce training that learners who have reached a plateau may need in order to achieve a goal 
of employment, further education or training, or even greater personal independence. If a 
participant in the Giving Back program does not acquire a volunteer placement or a new 
volunteer placement, the program cannot be said to be a complete success, even if all the unit 
outcomes have been achieved. 
 
 



Therefore, it is recommended that learners who are long-term participants in LBS or who are 
already involved in a long-term volunteer placement be strongly encouraged to commit to a new 
volunteer placement. If the learner is unsure about what his/her obligation to the current 
volunteer agency is, then the instructor should suggest that the learner speak to the volunteer 
manager at that agency, or to his/her Placement Worker if the learner is a recipient of OW or 
ODSP. The instructor might wish to discuss ways that the learner might inform a volunteer 
manager about his/her plans to move on. The learner might need to develop some skills, 
knowledge and support to move forward from the Giving Back program. 
 
7. Volunteering as Employment Preparation 
Finally, it is recommended that there be further research into the links between workforce 
training/employment preparation and volunteering. LBS learners and others outside of the LBS 
program are apparently being counselled to, and actually using volunteer placements as a means 
of improving their chances at finding and keeping a job. For this reason, a learner who 
successfully completes a volunteer training program such as Giving Back, and independently 
secures a volunteer placement within the community should be counted in much the same way 
that a learner who exits to further education, training or LBS agency is. 
 
By using this expanded definition of what constitutes training, people who do unpaid work 
would not be valued as highly as those who find paid employment. Although the two forms of 
work are equivalent, save for the remuneration, volunteer participation could be view as 
preparation for the real work-world. An LBS learner who volunteers might still be dependent on 
some form of social assistance, for example, but would be gainfully pursuing an opportunity to 
break the cycle of dependence by developing employability skills through volunteering. Once the 
requisite skills have been fully developed and honed, the learner could then graduate to the 
ultimate goal of paid employment. 
 
Furthermore, the very fact that individuals use volunteer experience as a stepping stone to 
employment suggests that volunteerism is one piece of a much larger training system. 
Volunteering for work experience should be considered the final step in the achievement of a 
longer-term goal of full employment. By counting a successful exit from the Giving Back 
program as an exit to further education/training, the LBS agency could increase the percentage of 
successful outcomes for the LBS program. 
 
  



Notes 
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Referral Policy Between St. Louis 
Giving Back & Region of Waterloo 
Community Placement Program 

 
1. A Literacy Screen is administered to those Region of Waterloo clients who may have 

literacy issues. A Project READ Literacy Network (PRLN) Assessor is on-site for further 
assessment if needed. If Literacy and Basic Skills (LBS) is recommended PRLN 
Assessor will contact the client's case worker. 
 

2.  Case workers can review a list of available programs on the Region's computer system 
and determine what is best for their client. The Giving Back Program currently listed in 
the Region's computer system.  
 

3. Cory Willett (Placement Worker, Social Services, Employment & Income Support, 
Region of Waterloo) will look on the computer system's list for potential Giving Back 
clients and fax the names of potential clients to St. Louis, attention Yvonne Heninger, 
LBS Program Manager at 745-4277. 
 

4.  The St. Louis Assessor will contact the client for assessment to determine if the client 
will be attending LBS classes and/or the Giving Back Program. 
 

5.  Once the Region of Waterloo client is enrolled in the LBS Program, the learner will need 
to provide a copy of their registration to their case worker. If the learner is in St. Louis 
full-time they will contact Veronica Steinman. If the learner is in St. Louis part-time they 
will contact their regular case worker. The St. Louis Assessor will also email Cory a 
confirmation letter indicating that the client is now enrolled as a learner at St. Louis in the 
LBS Program and what the learner is doing i.e., full-time days, part-time, evenings, 
Giving Back, etc. 
 

6.  When the Giving Back Program is commencing and St. Louis has a complete class list, 
Yvonne is responsible for emailing Cory an "invoice" that indicates the names of the 
learners enrolled. The "invoicing" is important to establish needed information that may 
affect the learner's support payments from Ontario Works. This is to be done monthly 
until the Giving Back Program is finished. Cory also needs an email if a learner quits the 
program. 
 

7.  It is recommended that Cory attend the first Giving Back class or meets with those learners who 
are on Ontario Works before the first Giving Back class in order to have those learners complete 
necessary paperwork including the "Application For Recognition" form from the Region of 
Waterloo's PlacementProgram 

 
  



GIVING BACK 
Program 

 
Participants develop reading, writing 
and employment skills, set job goals 

and experience a volunteer 
placement in the community 

 
Length 

 
12 weeks in classroom 

6 hours per week, in addition to 
literacy and basic skills classes 

 
Participants 

 
Must be on Ontario Works and 

enrolled in literacy and basic skills 
classes at St. Louis Adult Learning 

Centre 
Participants may get help with 

transportation and child care costs 
 

Location 
 

Kitchener 
St. Louis Adult Learning Centre 

80 You ng Street 
Kitchener, ON. 

N2H 4Z1 
(519) 745-1201 

In This Program You Will 
 

• Learn and practice reading, writing and oral 
communication skills 

• Develop problem-solving and decision-making 
abilities 

• Enhance self-confidence  
• Identify skills, set goals and develop a plan of 

action 
• Discover the benefits of volunteering in the 

community 
 
 
Is This For You? 
 

 Would you like to improve your reading, 
writing and communication skills?  

• Are you unemployed and facing barriers to 
finding a job?  

• Do you need help setting job goals and creating 
a plan of action? 

 
 
 

 
 
 
 
 
  

 
  



Giving Back 
Learner Evaluation Form 

  
How Did it Go Today? 

 
Please answer the following questions and hand this in to your 
instructor. Do NOT put your name on it. 
 
1. What was your favourite part of today's class? 
 
 
 
 
 
 
2. What didn't you like about today's class? 
 
 
 
 
 
 
3. What would you like see change in the Giving Back Program? 
 

 

 

 

4. Any other comments? 

  



Giving Back 
Instructor Evaluation 

 
Please complete the following after each Giving Back session: 
CLASS# _______________   Instructor: _________________________ 
 

1. What went really well today? 
 
 
 
2. What did not go well today? Any suggestions as to why it did not go well? 
 
 
3. What would you like to see improvements on? 
 
 
4. How was the timing of each topic segment? 

 Topic took longer than indicated in curriculum by minutes 
 Topic took less time than indicated by minutes 
 Topic was timed appropriately. 

 
 
5. The topic segments flowed logically from one topic to the next. 

 Yes 
 No 
 Other: 

 
 
6. The instructions for the instructors were: 

 clear 
 detailed 
 confusing 
 left out important detail such as: 

 
 

7. The layout of the curriculum was: 
 Well done 
 Needs improvement: 

 
 
8. Is the curriculum written at a level that your learners could follow? 

 Yes, the learners had little difficulty following the information presented in class and/or 
on the handouts. 

 No - please indicate on your DRAFTcurriculum where the learners had difficulty 
and explain: 



 
9. What words/vocabulary did your learners need explanations/definitions for? 
Please list: 
 
 
 
 
10. The learning activity/handouts were presented with: 

 Clearly written instructions 
 Needs more instructions 
 Needs more clearly written instructions 
 Appropriate font style and size 
 Needs larger font 
 Needs clearer font style 
 Too much information on handout 
 Appropriate amount of information on handout 
 Other: 

 
 
11. Was there information pertaining to a topic segment that you think was missing and should be 
included in the curriculum? If so please explain: 
 
 
 
 
 
12.What changes not listed so far would you like to see changed in thecurriculum? 
 
 
 
 
 
13. Please provide any feedback from your learners. 
 
 
 
  



An Introduction to Giving Back: 
Volunteering For Work Experience 

 
What is Giving Back? 
 
Giving Back is a program that links LBS learners to employment by preparing them to volunteer 
in their community. It helps learners to develop the skills that they need to become productive 
and successful paid or unpaid workers. It gives some learners, who may never have paid 
employment, the opportunity to 'give back' to their community and feel an increased sense of 
self-worth. Through the partnerships developed, it links the LBS Program to local social service 
and volunteer agencies. 
 
The expected outcome of the Giving Back program is: 
 

The learner will be able to prepare for, identify and  
pursue a community volunteer placement. 

 
This outcome is accomplished in twelve weeks of teacher-delivered classes. Following the 
classes, learners are expected to participate in an additional twelve weeks of community 
placement. However, it is recognised that not all learners will be successful in the Giving Back 
program, and it is possible that not all learners will choose to participate in the placement 
component of the program. For this reason, the program's expected outcome does not include 
acquiring or participating in a community placement. 
 
Giving Back: Volunteering For Work Experience is a detailed curriculum, complete with learner 
activities, instructor's information, and assessment activities demonstrations. Similarities 
between volunteer and paid work are emphasised throughout the program. 
 
 
Who Are Giving Back Learners? 
 
The Giving Back program is suitable for any learner enrolled in the LBS program. Learners who 
have an interest in volunteering: to 'give back' to their community, to develop work-related 
knowledge, skills and attitudes, or gain relevant work experience would benefit from the Giving 
Back program. It is ideal for learners who have a goal of greater personal independence, but who 
have reached a  plateau in skill development. These learners may benefit from development of 
skills that will allow them to exit successfully from the LBS program to productive and 
gratifying placements in the their community. 
 
 



The program is also intended to provide another option for hard- to- serve learners who receive 
social-assistance from Ontario Work (OW) or the Ontario Disability Support Program (ODSP). 
For these individuals, the Giving Back program is a value-added service that supports and 
enhances the Community Placement stream of Ontario Work, but who lack the skills they need 
to participate. 
 
Learners entering the Giving Back program should be reading and writing at approximately LBS 
Level 2. Learners will be required to read handouts in every Giving Back session. In some areas 
of the curriculum it is recommended that learners take notes during class discussions. While note 
taking is encouraged, it may be a skill not yet developed by all learners. In this case, the Giving 
Back program may be an opportunity for learners to begin to develop note-taking skins. 
Alternatively, the instructor may wish to create the notes and distribute them to the class 
following the group discussions. 
 
Ideally, participants in the Giving Back program will be learners who are already enrolled in the 
agency's regular LBS classes or tutorials. Since many paid and unpaid jobs require literacy and 
numeracy skills beyond LBS Level 2, learners win benefit from the additional learning that they 
will attain in the LBS program. However, Giving Back is designed as a stand-alone program. 
Assuming that participants are reading and writing at LBS Level 2, they will be able to cope with 
the curriculum, and need not be enrolled in LBS classes. 
 
 
How Is the Giving Back Curriculum Organised? 
 
Development of the Giving Back curriculum began by stating what a learner would be able to do 
following participation in the twelve-week program: the learner will be able to identify, prepare 
for and pursue a volunteer community placement. The Advisory Committee then listed the skills, 
knowledge and attitudes that a successful volunteer or paid employee would demonstrate when 
the expected outcome was achieved. The list of attributes were then divided into six logical 
categories or units of study, and one or more learning outcome were developed for each unit. The 
following is a summary of the six units of study. 
 
Unit 1:Why Do I Want to Volunteer? 
This two-session unit serves as an introduction to the Giving Back program, and outlines the 
learners' responsibility as a Giving Back participant. A former Giving Back participant or 
community volunteer is invited to make a presentation in the first class as a means of motivating 
the learners to participate. 
 
Unit 2: What is Volunteerism? 
The focus of this two-session unit is on volunteerism: what it is, and how it can benefit the 
learner. Not only is volunteering the goal of the program and a way to give back to the 
community, but it also has value for the volunteer. The links between volunteering and paid 
employment are also highlighted, as are the rights and responsibilities of the volunteer. Guest 
speakers in this section could be volunteer agency staff and/or volunteers. 
 
 



Unit 3: How Can I Manage This? 
This unit is the largest section of the curriculum: eight sessions. It focuses on the self-
management skills that the hard-to-serve population so often lacks, including time management, 
personal hygiene/appearance, money management, and positive attitude/working with others. 
Learners discover that these attributes are critical for success in both the paid and unpaid 
workforce. A guest speaker for this unit might be a volunteer co-ordinator or a Human Resource 
specialist. 
 
Unit 4: What do I Want to Do? 
This four-session unit focuses on self-realisation and self-assessment. Here, learners have the 
opportunity to explore their preferences; personality, values, interests and skills to begin 
identifying potential community volunteer placements. It is imperative that the learners 
understand more about themselves in order to make a responsible choice when it comes to 
pursuing a community volunteer placement. The more suited a volunteer placement is for a 
learner, the more likely they will be happy with their choice, work well at the placement, and 
perhaps stay longer than originally intended. A field trip to a local volunteer recruitment agency 
is recommended in place of a guest speaker. 
 
Unit 5: What do I Need to Do? 
This unit consists of four sessions that examine what needs to be done in the process of getting a 
community volunteer placement. It looks at the actual skills needed to land a job: completing 
application forms, writing a resume, and participating in a job interview. Learners are 
responsible for creating their own career portfolios. At this point, the curriculum becomes 
increasingly self-directed. Learners will need to rely on the self-management skills that they have 
been developing in previous units, as they will be continuing to identify and research potential 
lacements as well as preparing for possible interviews. 
 
Unit 6: Choosing the Right Placement 
The final four sessions of the Giving Back program are learner self-directed. Learners need to use 
this time to complete unfinished assignments and actively pursue a community volunteer 
placement. Instructors are present to support learners in any way but ultimately the learner is 
responsible for pursuing their own volunteer placement. The guest speaker could be someone 
who has experience hiring employees. 
 
Community Volunteer Placement 
Following the in-class portion of the Giving Back program, the learner has the opportunity to 
apply the skills learned in a self-identified community volunteer placement. The amount of time 
a learner commits to a community volunteer placement is dependent upon the agreement made 
between the learner and the agency selected. It is recommended that placements are for at least 
twelve weeks, but this can also be negotiated. Learners who receive social assistance may be 
constrained by policies that limit the number of hours and the duration of their placements. 
 
It is strongly recommended that the LBS agency develop a partnership with local volunteer 
agencies to support your learners in their research and pursuing of a volunteer placement. These 
volunteer agencies may also need to provide support to learners during their community 
volunteer placement. 



Giving Back Program Breakdown 
The following table provides a breakdown of the Giving Back curriculum by unit and session. It 
includes the learning outcome(s) for each unit as well as a listing of assessment activities. 
 
 
 
Unit Learning Outcome Content 

 
Assessment Activity 
 

Unit 1: Why Do I 
Want to Volunteer? 

Learner identifies the 
personal benefits of 
volunteering. 

• Welcome and 
• Introduction 
• Why Volunteer? 

• Unit 1: Session 2 
Assessment: 
Volunteer Survey 

• Unit 1: Session 2 
Assessment: Good 
For Me 

 

Unit 2: Why Do I 
Want to Volunteer? 

Learner will be able to 
communicate his/her 
personal knowledge 
and skills related to 
volunteerism in group 
discussions. 
 

• What is 
Volunteerism? 

• Unit 2: Session 4 
Assessment: 
Instructor 
Observation 

 

Unit 3: How Can I 
Manage this? 
 

Learner will be able to 
prepare for 
volunteering by 
identifying supports 
and barriers to 
success. 
 

• Supports and 
Barriers to Success 

 

• Unit 3: Session 5 
Demonstration: 
Reaching Your 
Goal 

 

 

  



Unit Learning Outcome Content 
 

Assessment Activity 
 

Unit 3: How Can I 
Manage this? 

Learner will be able to 
prepare for 
volunteering by 
demonstrating time 
management, 
punctuality, and good 
attendance through 
the use of a variety of 
time management 
tools and through the 
Attendance Record. 

• Time Management 

• Unit 3: Session 7 
Assessment: Activity 
Log, Personal Agenda 
and Attendance 
Record 

Learner will be able to 
prepare for 
volunteering by 
identifying ways, and 
exhibiting an 
understanding of good 
personal hygiene 
and/or appearance. 

• Personal Hygiene/ 
Appearance. 

• Unit 3 : Session 8 
Assessment: 
Instructor Observation 
 

Learner will be able to 
prepare for 
volunteering by 
creating a personal 
budget including 
supports and basic 
needs budgeting.  

• Money 
Management 
 

• Unit 3: Session 10 

Demonstration: 
Creating a Personal 
Budget   

 

 

  



Unit  Learning Outcome Content Assessment Activity 

Unit 3: How Can I 
Manage this? 

Learner will be able to 
prepare for 
volunteering by 
recognising the traits 
of a positive attitude 
and the ability to work 
well with others. 

• Positive Attitude 

 • Communication  
• Working with 

others 
 

• Unit 3: Session 12 
Demonstration: Go 
Team!  

Unit 4: What Do I 
Want to Do? 

Learner will be able to 
identify a community 
volunteer placement 
by self-assessing and 
prioritising values and 
preferences, and 
setting a goal in 
volunteering. 

• Getting to Know 
Myself - 
Personality, Values 
and Interests 

• Researching 
Possible Volunteer 
Placements 

 

• Unit 4: Session 16 

Demonstration: 
What Kind of 
Volunteer Work 
Do I Want To Do?  

• Unit 4: Session 16 
Demonstration: My 
Choice  

Unit 5: What do I 
Need to Do? 
 

Learner will be able to 
prepare for 
volunteering by 
creating a career 
portfolio. • Completing 

Application Forms 
and Career 
Portfolio 

• Unit 5: Session 17 

Demonstration: 
Getting It 
Together: Creating 
a Career Portfolio 

• Unit 5: Session 17 
Assessment: Self-
assessment for 
Volunteer 
Readiness 

 

Learner will be able to 
prepare for 
volunteering by, 
crea,ting a resume 

• Writing a Resume 
• Unit 5: Session 18 

Demonstration: 
Creating a Resume 

Learner will be able to 
prepare for 
volunteering by 
participating in a 
mock interview. 

• Mock Interviews 

• Unit 5: Session 20 
Demonstration: 
Participating in a 
Mock Job 
Interview.  

 
 

 

 



Unit  Learning Outcome Content Assessment Activity 

Unit 6: Choosing 
the Right 
Placement. 
 

Learner will be able to 
pursue his/her choice 
for a volunteer 
placement. 

•   Choice of 
Placement: Self 
Directed 

•  Unit 6: Session 21-24 

Assessment Learner 
acquires a volunteer 
placement 

 

Guest Speakers 
 
Guest speakers are used throughout the Giving Back Program as much as possible to add validity 
to what participants are learning via the curriculum. Guest speakers can demonstrate that 
information covered in the Giving Back program is introduced for a reason: the information is 
actually relevant to real world experiences of paid and unpaid workers. 
 
The curriculum provides suggestions for the type of guest speaker to recruit for each unit, and 
the topics that the speaker should cover. However, additional guest speakers will make the 
learner more authentic. It is strongly recommended that guest speakers be arranged before the 
program begins to ensure that the flow of learning will not be interrupted. 
 
 
Assessment 
 
Purpose 
Assessment in the Giving Back program is designed to reflect the progress that learners are 
making in terms of the outcome(s) for each unit of study. Assessment activities are linked to the 
content of the unit, which is directly linked to the expected outcome for the unit. Assessments 
will inform both the learner and the instructor about what skills, knowledge and attitudes have 
been acquired, the relative success for each learner within each unit of study, what gaps in 
learning have occurred, and which learning activities and delivery methods have been most 
successful 
. 
Types of Assessments 
Three types of assessment activities are used in the Giving Back program: observational 
assessment, demonstrations and learner/peer assessment. 
 

Observational Assessment: Instructors observe each learner's performance in the regular 
activities in the Giving Back session. Using a rubric specifically designed for the assessment 
activity, the instructor makes judgments about the quality of the learner's performance. This 
form of assessment is used as an authentic means of evaluating skills and attitudes such as 
speaking and listening, personal appearance and hygiene: supervisorsin the workplace 
would use the same method of evaluation with employees. 
 
 
 
 

 



Observational assessment takes place most frequently at the beginning of the program, when 
there have not been enough opportunities for skill development to warrant a more formal 
form of assessment. Observational assessment of some skills such as attendance and 
personal hygiene take place throughout the twelve-week program as a means of monitoring 
learner progress with these skills. As the learner's ability to self-evaluate develops, instructor 
observation becomes less important, and learner/peer evaluation replaces it. 
 
Demonstrations: Demonstrations are the formal means by which learners' progress is 
assessed within the Giving Back program. They provide the learner with an opportunity to 
show that they have made acquired or become more proficient with specific skills, or gained 
specific knowledge. They also provide evidence that the learner has achieved the outcome 
for each unit of study, and ultimately achieved the expected outcome of the Giving Back 
program. 
 
Demonstrations are based on authentic activities that are relevant to the content of learning 
for their respective units of study. 
 
Learner Self-Assessment/Peer Assessment: All demonstrations have a learner self-
assessment component. In most cases, the self-assessment has been formalised: learners 
reflect on their performance on the demonstration activity, and complete a written for as a 
record of their 
feelings. In all cases, however, the instructor includes an opportunity for learner self-
reflection when instructor and learner meet to discuss the results of the demonstration's 
evaluation. 
 
Learner self-assessment is not only a means of evaluating the learner's performance on an 
assessment activity, but it is also a skill that is developed within the context of the Giving 
Back program. The LBS Learning Outcomes Validation Draft (1998) states that self-
directed 
learners demonstrate an "increased readiness to offer constructive criticism of (his/her) own 
work". (p. 141) Learners develop the ability to accurately self-assess through a process of 
instructor modelling and opportunities to practice on an ongoing basis throughout the Giving 
Back program. The learner self-assessment is, therefore, a means of evaluating the learner's 
performance with the assessment task, as well as an authentic demonstration of his/her 
increasing self-direction. 
 
In the section of the curriculum that deals with teamwork, it is appropriate for learners to 
assess one another's skills and attitudes. Some characteristics of the learner, such as having a 
positive  attitude and interpersonal communication are evaluated in the workplace by co-
workers and supervisors. It is important that learners to experience this form of assessment 
before they are subjected to it in a real-life situation. This type of assessment is only 
introduced, however, when learners have had ample opportunity to establish a level of trust 
amongst the Giving Back participants. The instructor should ensure that learners understand 
how to provide feedback in a positive way before the peer assessment takes place. 
 

 



What Is Assessed? 
The expected outcome of the Giving Back program is that learners will be able to identify, 
prepare for and pursue a community volunteer placement. This overall outcome was analysed to 
determine the component outcomes that are embedded within it. The component outcomes were 
then analysed to determine the literacy and basics skills that are required to achieve them. 
Assessment activities were then designed to provide evidence that the learner has developed 
these skills and achieved the component outcomes. Taken together, the results of each 
assessment activity demonstrate that the overall outcome has been achieved. 
 
Analysis of the component outcomes revealed that, in many instances, the core skills, knowledge 
and attitudes required for success related most strongly to the Self-management 
(awarenessj/Self-Direction domain of the LBS Learning Outcomes. These, then, became the 
focus of the assessment activity. Since neither the LBS Learning Outcomes nor the Ontario 
Literacy Coalition's Level Descriptions provide detailed success markers/performance indicators 
for Self- Management and Self-Direction, the evaluative criteria for the assessment tools were 
custom-designed to reflect the specific examples of self-management and self-direction the 
learner exhibits when performing the assessment task. 
 
In some cases, the learner needs to employ writing or speaking and listening skills to 
successfully perform the assessment activity: for example, in the teambuilding, mock interview 
and resume-writing demonstrations. In these cases, communication skills were also assessed, but 
only to the degree that they are employed within the context of the assessment activity. 
Completion of these demonstrations should not be used outside of the Giving Back program as 
evidence that a learner has successfully completed an LBS level. 
 
Frequency 
There are 14 assessment activities administered in the course of delivering the Giving Back 
program: one initial assessment, 12 ongoing assessments and one exit assessment. 
 

Initial Assessment: The Volunteer Survey is used as a means of creating a baseline for 
assessment. Although having had volunteer or employment experience is not a determinate 
of the learner's relative success with the experience, it is expected that a learner who has had 
previous experience with volunteering would have more knowledge and skills than someone 
would who has never worked before. Instructors should use this assessment in concert with 
his/her own observations of the learner to determine the level of skilldevelopment for each 
learner in each component outcome. 
 
Ongoing Assessment: Each unit of study has at least one assessment activity associated 
with it. Learner success with these activities provides evidence that the component outcome 
has been achieved, and that the learner is making progress toward the overall program 
outcome. 
 
 
 
 



 
Exit Assessment: The assessment activity associated with Unit 6 is a culminating 
experience for the learner, which demonstrates that the overall outcome of the Giving Back 
program has been achieved. It reviews the learner's success with each of the component 
outcomes and asks the instructor to make a judgement about whether the learner is taking 
the program one step further by actually acquiring a volunteer placement. It is expected that 
follow-up with the learner will determine whether the learner has had a successful exit from 
the Giving Back program. 

 
The number of assessment activities used in the Giving Back program is higher than would be 
expected in the regular LBS classroom. Normally, the frequency of assessment in the LBS 
program is determined by the amount of progress the learner has made toward the short-term 
goal. Assessing too frequently means that the assessment tool will not show a substantial degree 
of skill development. 
 
The Giving Back program, however, is only twelve weeks in duration. Within that timeframe, 
there are sixteen component outcomes (short-term goals) that are covered. This constitutes far 
more short-term goals than are normally developed within the same span of time within the 
regular LBS program. 
 
For this reason, assessment takes place more frequently. Although some of the component 
outcomes are complex, the learner should be able to show some progress toward achieving them 
within the time allotted for each unit. The more component outcomes the unit contains, the more 
weeks are used to cover them. Assessment activities are designed to reflect only the skills that 
are embedded in the session to which it relates. 
 
Evaluation of Assessment Activities and Demonstrations 
All assessment activities, with the exception of the Volunteer Survey, and demonstrations have 
an evaluative rubric associated with them. The rubrics have been specifically designed to allow 
the instructor to analyse the learner's performance on the assessment activity. Observational 
assessments consist of the evaluative rubric and instructions for their use. 
 
Demonstrations consist of a number of components. The cover sheet provides the instructor with 
a full description of the assessment task: 
 

 the demonstration cover sheet lists: 
 the title of the demonstration; 
 the LBS Learning Outcomes and/or the Ontario Literacy Coalition (OLC)  

Level Descriptions used to develop the evaluative criteria; 
 information about prior learning required to be successful with the demonstration; 

and, 
 a rationale for the use of the demonstration within the context of the Giving Back 

program. 
 
 
 



 instructions for the Practitioner includes: 
 the process of administering the assessment; 
 possible variations for the demonstration where applicable; 
 resources required for completing the demonstration; and, 
 the learner supports allowed during the demonstration. 

 
 the evaluative rubric 
 the demonstration activity, complete with instructions for the learner 
 a learner self-assessment tool (where applicable)' 

 
For demonstrations that assess writing or speaking and listening, the OLC Level Descriptions 
were used to develop the evaluative criteria for the rubric, since it provides a more 
comprehensive description of the components of an authentic assessment task (e.g. writing a 
resume or participating in a mock interview). 
 
In cases where the focus of the demonstration is self-management/self-direction, neither the LBS 
Learning Outcomes nor the OLC Level Descriptions provide sufficient detail to accurately 
describe the behaviours and attitudes that indicate success with the activity across several levels 
of complexity. The OLC Level Descriptions suggest that practitioners should develop their own 
examples of performance indicators for each feature ofthe Self-Management/Self-Direction 
domain. This suggestion was followed for the rubrics used to evaluate assessment activities and 
demonstrations. 
 
All rubrics have four levels of complexity related to the degree of success that learners might 
demonstrate in the completion of the related activity: 
 

 Does Not Meet Expectations: Normally this means that the learner has either failed to 
complete the activity, or has not demonstrated that they have absorbed the content of the 
learning activities. 
 

 Beginning To Meet Expectations: This means that the learner demonstrates emergent 
skills, but is not yet approximating the desired skills. 
 

 Almost Meets Expectations: This means that the learner approximates the desired skills 
and behaviours associated with the activity. 
 

 Meets Expectations: This means that the learner has fully grasped the concepts 
embedded in the activity, and has demonstrated the relevant skills, knowledge and 
attitudes that employers expect to see in successful jobapplicants. 

 
The distinction between the Almost Meets Expectations and Meets Expectations levels is a subtle 
but important one. When a learner achieves a rating of Almost Meets Expectations, it means that 
s/he successfully demonstrated the embedded skills, knowledge and attitudes that the instructor 
would expect to see within the LBS program. A designation of Meets Expectations indicates that 
the learner has developed the embedded skills, knowledge and attitudes, and is ready to apply 



them in a real-world context. Although it can be said that learners have been successful if they 
achieve an overall rating of Almost Meets Expectations, they may require more practice before 
transferring these skills to a real-world situation. 
 
Giving Back Certificates 
Upon completion of the Giving Back in-class sessions, each learner will receive one of two 
certificates. Learners who have been successful with the exit assessment (the assessment activity 
contained in Unit 6) should receive the Giving Back Certificate. Learners who were unsuccessful 
should receive the Giving Back Participant Certificate to acknowledge their participation in the 
program. Those who have been unsuccessful should be encouraged to repeat those segments of 
the program where a gap in their knowledge exists. There are no failures in the Giving Back 
Program! The certificates are located on the accompanying CD. They can be customised with 
the name of the agency and the learner's name. It is recommended that speciality paper such as 
linen or parchment should be used for this purpose. The learners' accomplishments in this 
program deserve to be recognised in a very special way! 
 
Giving Back Learner Portfolio 
A Giving Back Portfolio should be created for each learner in the program; similar to the 
portfolio used in the regular LBS classroom or tutorial session. The Giving Back Learner 
Portfolio is a collection of artifacts that demonstrate the learner's achievements within the Giving 
Back program. The portfolio can be housed in any form of container, but a simple file folder will 
suffice. The Learner Portfolio should contain: 
 

 All original assessment activities and demonstrations, including evaluations. Make 
photocopies of the original for the learners to keep in their Giving Back Binders. (See 
Resources and Materials Needed For Giving Back below.) 

 Any other relevant information pertaining to the learner that you feel should be kept in 
their file. 

 
You do not necessarily need an exclusive Training Plan for Giving Back. It is assumed that the 
completion of goals related to Giving Back will be indicated on the learner's Training Plan for 
their LBS program. Training Plans may be added to learner portfolios. If the learner is not 
involved in any other LBS programming, a training plan that outlines the learner's involvement 
in the Giving Back program is recommended. 
 
Note: For more information about assessment, see the Demonstrations Ontario web site:\ 
 

http://demonstrations.alphaplus.ca/scoredconsistently.asp 
 
 
 
 
 
 
 
 



Timing of the Curriculum 
 
Approximate time values have been assigned to each topic heading within the curriculum to help 
with class planning and timing. The timing of each session will vary depending upon the class 
size and/ or the ability level of the learners. The Giving Back program was designed to be 
teacher-delivered in a class of eight to ten LBS learners who have acquired LBS Level 2 in 
reading and writing. If the group is smaller, less time may be taken in large-group activities, and 
dividing the class into small discussion groups may be unnecessary, thus eliminating the time 
taken to have small groups report their discussions. Learners who are functioning at lower levels 
in reading and writing may require additional time and support to complete the reading and 
writing activities, while higher level learners will require less time. 
 
Due to the amount of work in the Giving Back Program, learners taking Giving  Back may need 
to spend time in their regular LBS program classes or tutorials completing Giving Back 
activities. Additional LBS class time may also be required for researching possible volunteer 
placements. 
 
Feedback from our pilot Giving Back Programs also indicated that LBS instructors/tutors might 
wish to compliment the Giving Back curriculum with learners in the regular LBS classrooms. 
For example, after learning about money management in Giving Back, Giving Back learners 
spend more time in the LBS classes developing the skills listed in the LBS Learning Outcomes 
under the Money Concepts skill set of the Numeracy domain. 
 
 
Curriculum Format 
 
The expected outcome of the Giving Back: Volunteering For Work Experience program is that 
learners will identify, prepare for and pursue a volunteer community placement. There are 
sixteen component outcomes embedded in this outcome. When analyzed, the component 
outcomes seemed to fall quite naturally into six categories: these categories reflect six questions 
that learners may want answered when considering paid or unpaid employment. The Giving Back 
curriculum is, therefore, divided into six units of study. Each unit is covered in two or more 
sessions. The more complex the unit of study the more sessions needed to cover the materia1. 
There are 24 three-hour sessions within the twelve-week in-class Giving Back program. (See the 
Giving Back Program Breakdown in this introduction for a complete list of the units of study and 
individual session contents.) 
 
There are a number of regular features contained in each session that are intended to make the 
curriculum easier to follow. 
 

 Each session has a banner title, which indicates the title and number of the unit of study. 
All assessment activities and demonstrations have the same banner title to differentiate 
them from learner notes and learning activities. The former has only a bolded and 
underlined title. 

 
 The session number and title is listed immediately below the unit title. 



 
 All topic headings and subheadings appear in bold-type. 

 
 All learner handouts are titled and listed in the curriculum in Italics. 

 
 Within each topic, items with round bulleted points, such as the ones used here, are used 

to indicate a new instruction within the topic. 
 Bulleted points marked with an arrow like this one indicates further information that 

you need to convey to your learners. For example: 
 
 
 
 
 
 
 
 

 A number of icons have been used to indicate special features of the curriculum. 
 
 

 
 

 
 
 

 
 

 
 
 
 

 Once complete review the answers with the learners. 
 Highlight the similarities between 

        volunteer/ paid work with the learners. 
 
 
 
 
 

The blackboard icon signals that the instructor is to write what follows 
on the blackboard, whiteboard or flipchart paper: whatever is being 
used to post information for the whole class/group to see. 
 
 
The notepad icon indicates that either the instructor or the learners 
should make notes of what follows. In some cases the direction will be 
for the instructor to create and distribute the note, and in other cases, 
the learners are directed to make their own. 
 
 
 
The computer icon indicates that computers will be used in this session. 
It will appear at the beginning of the session's curriculum and again 
when it's time to actually use the computers. 
 
 
 
The file folder icon indicates that the associated instructions refer to an 
assessment activity or demonstration that should take place at this point 
in the curriculum. 
 
 



 
 

 
 
 

 The curriculum and instructor's copies of learning activities are all written using Georgia 
font. This is the same font that was used to create the final report and this introduction to 
the curriculum. All learner notes, learning activities and the learner portion of 
demonstrations have been created using the Comic Sans MS font. This makes it easier 
for the instructor to differentiate between the two. 

 
 Every attempt has been made to ensure that learner activities and notes comply with the 

principals of clear writing. The font is normally larger than that used for the instructor's 
materials. Whenever possible, white space was employed to make the documents easier 
to read. Headings, subheadings and titles have been kept consistent to make it easier for 
learners to follow the layout of the material. Graphics have been included to break up the 
monotony of longer documents, and to provide some context for the reading. 

 
 
Where Do I Find the Learning Activities, Notes and Assessment Activities? 
 
This copy of the Giving Back: Volunteering For Work Experience program contains the project 
report, introduction to the Giving Back program and Giving Back curriculum. All other 
documents (learning activities and notes, instructor's copies, assessment activities, and 
demonstrations) are contained on the accompanying CD. 
 

 The CD contains one folder for each unit of study. 
 Within each Unit folder there are one or more Session folders: one folder for each session 

contained in the associated unit of study. 
 Within each session folder, there are two folders marked Instructor and Student. The 

Student folder contains all of the notes and activities that a learner will need during that 
session. A copy of these can be printed as a master, and then photocopied for each learner 
in the class. The Instructor folder contains all of the instructor copies of activities, notes 
for guest speakers, assessment activity rubrics and demonstrations associated with that 
session. A master copy of demonstrations may be printed from the CD and then 
photocopied for each learner in the class. 

 
 
 
 
 
 
 

The exclamation mark icon indicates that what follows are points to be covered 
in large-group discussions. 
 
 
The bullhorn icon indicates that the associated information is to have extra 
emphasis within the current discussion. 



Other Resources and Materials Needed For Giving Back 
 
Learner's Binders 
It is recommended that each learner has their own two-inch Giving Back Binder complete with 
24 session/subject dividers, and dividers for the following sections: Dictionary, Questions, 
Journal and Homework. This may be provided for the learners or by the learners. The binders 
will hold all handouts and additional notes from the Giving Back sessions. This will help to 
ensure that all of the learner's Giving Back information is kept together and organised in a way 
that makes it easy for learners to refer to specific information. 
 
One instructor from the Giving Back pilot project suggested that the learners had difficulty 
managing so many pages of information. The instructor suggested that creating and updating the 
Giving Back binder was an excellent way to teach learners organisational skills as part of their 
development of their ability self-manage and prepare for the need to organise at work and at 
school. 
 
Computers 
Computers are used in Giving Back for several purposes. Computers are used for researching on 
the Internet and for using Microsoft Programs. Giving Back utilises licensed products such as 
agendas from Microsoft Outlook, and/or a resume template from Microsoft Word. It is 
recommended that the Giving Back classroom have access to a computer and the Internet. One 
computer per learner is ideal however; accommodations can be made for classrooms with fewer 
computers. 
 
Equipment 
It is recommended that you have a blackboard and/or whiteboard in the classroom that your 
teach the Giving Back Program in. You will also need a flip chart and paper, and may prefer to 
use an overhead projector. 
 
Giving Back Learner's Portfolio 
There should be one file folder, binder or other container provided for each participant in the 
Giving Back program. These containers should be kept together in a location that is accessible 
for both the instructor and the learners. 
 
It is also recommended that learners be encouraged to review their Learner Portfolios on a 
regular basis, to see the progress that they have made within the Giving Back program. 
 
Giving Back Career Portfolio 
Finally, each learner will need some form of container to house the career portfolio that s/he will 
create in Unit 5: Session 17. The container should be portable, water-resistant and not too large: 
a three-ring binder, durable portfolio or small portable file box may be used for this purpose. The 
learner will also need page protectors, dividers original copies of a variety of artefacts such as 
certificates, diplomas, letters of recognition and samples of work. 
 
The Giving Back certificate will also become part of the learner's Career Portfolio. 



Notes 
 

 

  



Why Do I Want to Volunteer? 
 
Session #1- Welcome and Introduction 

 
Learning Outcome: Learner identifies the personal benefits of volunteering. 
 
Welcome to Giving Back!  (10 minutes) 
The purpose of this is to welcome the learners to Giving Back, to introduce the instructor and to 
let the learners know the date and times of the program. 
 

• Introduce instructor. 
• Discuss program dates and times (write on blackboard or provide learners with a 

handout of this information). 
 Use Giving Back Program Attendance Record to monitor attendance and punctuality. 

 
Icebreaker: Autographs (10 minutes) \' 
The purpose of this exercise is to have learners become more comfortable with one another and 
to learn each other's names. 
 

 Hand out Autographs 
 Explain the rules and give the learners 10 minutes to complete this task. 
 Once everyone has finished getting their autographs, discuss as a group each item. For 

example, "Who in this group sings in the shower?" 
 Have each individual state their name when doing this. 

 
Pre-reading Strategy 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. 
 
Option A - 20 minutes 

• Divide the class into pairs and hand out Session 1 Vocabulary. 
• Divide the vocabulary list as evenly as possible, and have each pair brainstorm a 

definition for their assigned words/phrases. 
• After 10 minutes, in a large group, review each word/phrase and write acceptable 

definitions on the board for learners to take notes or provide learners with a list of 
definitions for each word/phrase. 

 
Option B - 10 minutes 

• Hand out Session 1: Vocabulary and read each word to learners. Ask learners to define 
the words and write definitions on the board for reference throughout the session. Provide 
learners with a list of words with definitions to be kept in their Giving Back Binders. 

 



Option C - 10 minutes 
• Read the words to the learners and ask for a definition. 
• Verbally provide a definition for those words that learners do not understand. 
• Assign a word-study for any unknown words as homework. Ask learners to put a star 

beside all the words that they are unfamiliar with. Have them look up the meanings in a 
dictionary and write out the definitions in their Giving Back Binders. 

 
Course Outline (15 minutes) 
The purpose of the Course Outline is to give relevant information to the learners about the 
Giving Back Program. The Outline includes: 

1. The Giving Back topics. 
2. Information about community volunteer placement. 
3. Student expectations. 
4. Giving Back binder information. 

 
 Hand out Course Outline 
 Read and review the Course Outline with the learners. 
 Reinforce to the learners that the expectations of this program are the same as they 

would be for a volunteer placement and/or ajob within the culture of the Canadian 
workplace. 

 
 Allow time for comments and questions. 

 
Why Are You Taking This Program? (40 minutes) (['I 
The purpose of this activity is to have learners think about why they are taking the Giving Back 
Program. Learners may come to realise that other learners in the program have similar reasons 
for volunteering. 

 Hand out Why are You Taking This Program? 
 Have learners answer the first question independently. (5 minutes) 
 Once completed, divide learners into small groups. 
 Have the group members share their reasons for taking Giving Back. All group members 

should write this information on their handout. 
 After 15 minutes, the group will select one person to present their reasons for taking 

Giving Back. 
 

 
Record all answers on the board. (10 minutes) 
 
 

 When all groups have presented, compare the answers. (10 minutes) 

 

 

 



Points for discussion: 
 What answers are similar? Why? 
 What are the most common answers? Why? 
 What is the main reason that everyone is taking Giving Back? 

 
BREAK- 10 minutes 
 
Guest Speaker (1 hour 30 minutes) 
The purpose of a guest speaker is to add validity to the topic of the session. This topic is 
not just being talked about in class - it is also happening in real life volunteer and/or 
work situations. 
 
Options: 
 
1.   It is recommended that a former (successful) Giving Back 

learner be brought in as a guest speaker in this first session/unit. 
This provides an opportunity for the learners to see what 
positive outcomes can come from taking Giving Back. 

 
2.   If a former learner is not available, it is recommended to get a 

community volunteer who can speak about the positive 
outcomes that they have experienced as a volunteer. 

 
•    Provide guest speaker with Unit 1Guest Speaker: Being a Volunteer prior to speaking 

engagement for consideration and review. 
 

 
Make notes from the presentation and distribute to learners or if possible, assign this 
task to a learner and photocopy the notes for distribution. 
 

 
•   Have a learner thank the guest speaker for their time and for sharing their experiences with the 

class. 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/ or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner 
answers thought provoking question(s) .  

 
Write on the board: 
 

 
In this Giving Back session you have been given a lot of 

information. What is one thing that stands out to you the most 
from today's class? 

 
“My favourite part was 
the speeches given by 
the volunteers about 
what they do for the 
community. " 
 
Giving Back Participant 
 



"If there is not enough time at the end of class, learners can write in their journal as 
homework. Although journal entries are not being assessed it is recommended that all 
learners complete their journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also 
include reminders of any work that needs to be done for the next session(s). 
 
 

Notes 

  



 
 

Why Do I Want to Volunteer? 
 

Session #2 - Why Volunteer? 
 
Learning Outcome: Learner identifies the personal benefits of volunteering. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record 
punctuality, and discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know 
from the onset that there may be unfamiliar words that they do not understand within 
this topic. By introducing these words ahead of time, difficult vocabulary may be less 
intimidating. Selected vocabulary may be repeated throughout the program. Three 
suggested options are listed that may be used to introduce this session's vocabulary to 
the learners. Timing may be a factor. 
Refer to the three suggested options that are listed in Session 1to complete this activity. 
 
Volunteer Survey (10 minutes) 
The purpose of this survey is to establish a base line of the volunteering experience of the 
learners within the Giving Back Program. This activity will allow learners to describe 
their experiences in volunteering and let the instructor find out a little more about the 
learners in the class. 
 

 Hand out the Volunteer Survey form. 
 Review the survey with the learners. 
 Learners complete the survey independently, while instructor is available for support. 

 
 
Place a copy of the completed form in each learner's portfolio. 
 

 
What Does "Giving Back" Mean? (30 minutes) 
The purpose of this activity is to have the learners think about why this program is 
named Giving Back. Individuals volunteer to give back to our community. 
 

 Divide learners into pairs. 

 



 

Write on the board: "What does Giving Back mean?" and have learners brainstorm 
this question. Ask learners to provide at least 2 examples of how they have been 
helped or supported by their community. Their community can be their municipal/ 
regional government, their school, church, families, or other organizations to which 
they belong. 

 
 After 10 minutes, each pair presents their opinions to the class. As a large group, discuss 

these opinions and write each pair's ideas on the board. Also include any examples given. 
 After each pair has presented, decide (as a group) upon a definition of Giving Back. 

 
 
Have a learner write this definition on flipchart paper and hang it in the room for 
the remainder of the Giving Back Program. 
 
 

 
Good for Me! (30 minutes) 
The purpose of this section is to help learners identify the ways that volunteering can 
benefit them. Volunteering not only allows us to give back to our communities, but also 
provides us with the opportunity to improve our lives in a variety of ways. 
 

 Have learners work in small groups and elect one person to be the recorder/reporter. 
 
Write on the board: "What's in it for me?" 
 
 

 Ask the groups to brainstorm the question for 10 minutes. 
 After they have discussed the question, write these three categories on the board: 

 Learn new things. 
 Get ready for a job. 
 Feel better about myself. 

 As each group reports, ask which category the benefit belongs in and write it in the 
appropriate category on the board. (10 minutes) 

 Using the Good for Me handout, suggest any benefits that the groups have missed.  
 Next, ask the learners to indicate, with a checkmark, 5 benefits that are important to 

them. 
 Ask the learners, as a large group, why they think the top 5 are most important. 
 Finally, hand out Good For Me and ask the learners complete the form and answer the 

questions that follow. Make sure that each learner puts his/her name on the activity and 
hands it in for inclusion in the learner's portfolio. Explain that the class will refer to these 
later in the 

 

 



 
"Some learners had 
difficulty with all 
the handouts. We 
turned it into a 
learning exercise on 
keeping things in 
order." 
 
Giving Back 
Instructor 

 

Evaluate the learner's performance on this activity using the Evaluating Good For 
Me rubric. Make a copy of the original Good For Me activity, and put the 
originals in the learners' portfolios along with the rubric. Give a copy to each 
learner for his/her Giving Back binder. 

 
How is Volunteering Similar to Paid Employment? (15 minutes) 
The purpose of this section is to show the learners how a volunteer placement is similar to, or has 
the same expectations, as a paid job. Some learners may not be capable of getting and/or keeping 
a paid job. Volunteering may be their "job". For others, getting a volunteer placement may help 
them to find employment. It is important that the learners understand that employers and 
volunteer supervisors will demand the same types of behaviour and deportment. 
 

 Hand out Which One and have learners complete it independently. 
 Once completed, review the answers with the learners. 

 
Emphasise the similarities between volunteer/paid work. 
 
 

 Hand out Student Expectations. 
 Refer to the Student Expectations Contract for this program. Explain that these are 

similar to the expectations an employer or volunteer supervisor might have. 
 Ask learners to sign and date the document before handing it in. These agreements should 

be placed in the learner's portfolio. Photocopy the original and give learners a copy for 
their binders. 

 
BREAK - 10 minutes 
 
How Could Your Life Change With a Volunteer Placement (30 minutes) 
The purpose of this activity is to have the learners speculate about what getting a volunteer 
placement can and/or cannot do for them. Recognising the positive outcomes of volunteering 
may lead to an increase in motivation to participate in the program and to becoming a volunteer. 
 

 Hand out What If. 
 Learners complete this activity independently. 
 Once completed, write positive outcomes on the board as 

learners state their "good things" from a volunteer placement. 
Encourage learners to add other positive aspects if it applies 
to their situation. 

 Repeat for the negative outcomes. 
 

Points for Discussion 
 What are there more of-positive or negative outcomes 

from getting the volunteer placement of their choice? 
 How do the positive outcomes make you feel? 

 
 



 Do they make you feel better about yourself? How so? 
 How do you feel about the negative outcomes? 
 Is there anything that you can do that would change negative outcomes to positive 

outcomes? 
 How did our guest speaker's (from session 1) life change because of volunteering? 

 
Setting A Goal (so minutes) 
The purpose of this activity is to demonstrate to learners that goals can be broken down into 
manageable steps. In order for goal setting to be effective, the goal must be concrete, realistic 
and achievable. By working through this "dream" exercise, the learners will see that any goal can 
be concrete and achievable (i.e. broken down into steps), but that not all goals are realistic, and 
therefore, not all goal setting activities will result in success. 
 

 
On the board, draw a circle close to the top of the board and write the word Goal in it. 
 

 
 Read the following quote from Way to Go: Written for LBS learners, Issue 1of 4, April 

2001, page 3. Ontario Literacy Coalition. "Every journey has a destination. It's the place 
where you want to go. The learning journey is no different. The destination is called your 
goal." An alternative quote could be, "A journey of a thousand miles begins with a single 
step" (Confucius). Ask the learners to explain what either of these quotes means to them. 

 
 Explain that setting a goal is another way of thinking about "what you want to be 

able to do." You need to set a goal so that: 
 You have something to work toward. 
 You have a way to focus on what's really important to you. 
 You can be sure that what you're learning is really useful to you. 

 
 Explain the difference between a long-term goal (what you ultimately want to 

achieve) and short-term goals (the steps you have to take in order to get there). 
NB: this definition is slightly different than the one used in the LBS program, but 
it is more applicable to this exercise. 

 
 Give a quick example of how you might break down a goal: for example, taking a friend 

out for a birthday lunch. Write the word lunch in the circle you drew earlier, under the 
word Goal. Ask the learners to come up with the steps, and draw the corresponding flow 
chart. 

 When you have a complete list of the short-term goals, ask the learners, as a group, if 
they feel that this is something they might be able to do. 

 
 Hand out My Dream Vacation and review the instructions with the learners. 
 Learners complete the flow chart activity independently. (15 minutes) 
 Discuss the learner's goals and the steps they said would be needed to achieve it. Ask the 

learners whether they think, given their current circumstances, this is a realistic goal or 
not. Why? 



 
'T hope this class 
helps me to figure out 
what (job) I will be 
suited for. " 
 
Giving Back Participant 
 

 
 
Repeat this process with My Dream Job (20 minutes to complete this activity). 
• Explain that you will be doing more goal- setting in a future session. 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/ or critical thinking 
about the topics covered in today's session. It is a quiet time 
when the learner answers thought provoking question(s)  
 

 
Write on the board: 
 

 
One of the statements made in the "Which One?" activity said: Get 
along with co-workers. In your journal discuss what you think this 

statement means. 
 

*If there is not enough time at the end of class, 
learners can write in their journal as homework. 
Although journal entries are not being assessed 

it is recommended that all learners complete 
their journal entries. 

 
 

For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the 
next session. This may also include reminders of any 
work that needs to be done for the next session(s). 
Giving Back Curriculum 

 
  



Notes 
 

  



 
"It may be helpful to 
switch learners within the 
group work exercises so 
that learners get to know 
other classmates and 
become more comfortable 
working with others." 
 
Giving Back Instructor 
 

What Is Volunteerism? 
 

Session #3 - What is Volunteerism? 
 
Learning Outcome: Learner will be able to communicate his/her personal knowledge and skills 
related to volunteerism in group discussions. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
What Do You Know About Volunteering? (30 minutes) 
The purpose of this 'quiz' is to introduce the topic of volunteering. It is not meant to be an 
intimidating situation. This 'quiz' is also a way of having the learner evaluate or self-assess their 
personal knowledge and skills related to volunteerism and/or employment. 
 

 Hand out Volunteering Pop Quiz, and have learners complete this 'quiz' independently. 
 Once completed, take up the quiz together as a large group discussion.   
 Refer to the answers from the Instructor's Volunteer Pop Quiz. 

 
What Is Volunteerism? (40 minutes) 
The purpose of this activity is to have the learners work 
co-operatively within small groups and brainstorm the 
definitions that are commonly used in this curriculum. 

 Divide learners into 4 small groups. 
 Hand out one of the following to each group: 

"What is a Volunteer?" "Why do People 
Volunteer?" "Where can you Volunteer?", and 
"What is Volunteerism?" 

 Have each group work on defining the question 
that they are assigned. Giving Back Curriculum 

 
 
 
 
 



 
"This program is a 
confidence builder. We 
see value in this 
program." 
 
Giving Back 
Instructor 
 

• After 15 minutes each group will take their turn to present their answers to the 
rest of the class. 
• Allow for class discussions regarding whether the rest of the class agrees or 
disagrees with each group. 
• Hand out Defining Volunteerism and review the answers together. 
 
BREAK- 10 minutes 
 
What Are the Rights and Responsibilities of a Volunteer? (90 minutes) 
 
The purpose of this activity is to introduce the rights and responsibilities of volunteers. 
By explaining what the points listed mean, the learners have to apply critical thinking 
about this subject area. 
 

 Hand out Volunteer Rights and ask the learners to read the list of volunteer rights. 
 Review the list together. 

 
Points for discussion 
 Are there any questions about this list of 

volunteer rights? 
 

 Hand out Volunteer Responsibilities and ask the 
learners to read the list of volunteer responsibilities. 

 Review the list together. 
 Points for discussion 

 Are there any questions about this list of volunteer responsibilities? 
 

 Divide all of the listed points from Volunteer Rights and Volunteer Responsibilities (31 in 
total), by the number of learners in the class. That number will be how many points each 
learner is responsible for defining. Be sure to mix up points from both the rights and 
responsibilities lists. 

 Each learner will review the points assigned to them and then informally present them to 
the rest of the class. The learner will state the point (as given to them) and then discuss 
what they think that point means. 

 After each point the remaining classmates can offer their opinions as to what they think, 
agree, disagree, etc.  

 
 
Learners are encouraged to take notes during this process. 
 
 
 

Journal  (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/ or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 



 
 

Write on the board: 
 
 

 
What information surprised you most about volunteer rights and 
responsibilities? 
 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 
  



Notes 
  



 
"Guest speakers are 
an asset to the class." 
 
Giving Back 
Instructor 
 

 
 

What Is Volunteerism? 
 

Session #4 – Volunteerism 
 

Learning Outcome: Learner will be able to communicate his/her personal knowledge and skills 
related to volunteerism in group discussions. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. 
Refer to the three suggested options that are listed in Session 1to complete this activity. 
 
Guest Speaker  (1 hour and 10 minutes) 
The purpose of a guest speaker is to add validity to the topic of the session. This topic is not just 
being talked about in class - it is also happening in real life volunteer and/or work situations. 
 
Option A: 

It is recommended that an employee from a volunteer 
agency visit the classroom. Discussion topics should include: 
benefits of volunteering (including increased self-esteem and giving 
back to society), rights and responsibilities of volunteering, referral 
policies of volunteering, linkages between volunteer work and paid 
work and types of volunteer placements available in our 
community. 
 
Option B: 

If the first option is not available, a community volunteer who can speak about all 
the positive outcomes that have come from his/her volunteer experience, including the 
topics mentioned in option (A) would be suitable. 
 

 Provide guest speaker with Guest Speaker Unit 2: Volunteerism prior to speaking 
engagement for their consideration and review. 

 



 
Make notes from the presentation and distribute to learners or if possible, assign this task 
to a learner and photocopy the notes for distribution. 
 
 

 Have a learner thank the guest speaker for their time and for sharing their experiences 
with the class. 

 Please note: the guest speaker may speak longer than the allotted time. If needed, adjust 
break time and following class activities accordingly. 

 
 
BREAK- 10 minutes 
 
How do I Become a Volunteer? (45 minutes) 
The purpose of this activity is to show the process of becoming a volunteer. Learners will realise 
that becoming a volunteer is not as easy as stating "I want to volunteer." There are several steps 
involved in choosing a volunteer placement. These are based upon one's goals for volunteering. 
If any of these steps are neglected, the end result could be lack of interest, and commitment to, a 
volunteer placement, as well as unsatisfactory work results, and/or a negative experience as a 
volunteer. 
 

 Hand out How do I Become a Volunteer and review the instructions with learners. 
 Learners complete the first page of this activity independently. 
 As a large group, review the entire chart including discussion from the learners' 
 answers on the first page. 

 Include all bulleted information listed on Instructor's How do I Become a 
Volunteer. 

 
Learners are encouraged to take notes on this information and/or provide learners with 
notes from the class discussion. 
 
 
 

What Would Happen? (45 minutes) 
The purpose of this activity is to demonstrate to learners that volunteers are a critical part of our 
community and every day life. 
 

Write on the board: 
 
What would happen to our community if there were no volunteers? 
Imagine a day without any volunteers. 

 
 Divide learners into groups and have the learners brainstorm about what they think would 

happen if here were no volunteers in our community for a day. 
 After 10 minutes have learner groups informally present their thoughts. 



 Write answers on the board. 
 Ensure all possibilities have been examined including community volunteers who provide 

the following services: 
 

 Recreation and organised sports: all child/youth/adult organising, league 
convenors, coaches, fundraisers, groundskeepers, other:  
 

 Health care: palliative care, feeding patients, walking patients, Meals on Wheels, 
driving cancer patients to appointments, auxiliary gift shops in hospitals, 
administrative volunteers (those who compile paperwork or intake information of 
patients), other:  
 

 Home care: cleaning, yard work, snow removal, driving to appointments, friendly 
visitors, nursing, other: 
 

 Child care: volunteers in community centres, YMCAchild care workers, other: 
 

 Tutoring: adult literacy, children, other: 
 

 Classroom volunteers: in all levels of schools providing classroom support. 
 

 Parent volunteers: in schools (hot dog/pizza days, committee work, concerts, 
field trips, driving students, sewing, etc.), in sports, other:  
 

 Boards/committees: Board of Directors for most non-profit organisations 
including community volunteer centres, YMCA,etc, other: 
 

 Fundraising/special events: large community events such as Oktoberfest, 
parades, Christmas celebrations, festivals, Cancer Society Relay For Life, MS 
Walk-A-Thon, etc., other: 
 

 Arts/music/culture: local orchestra boards, fundraisers, etc., other: 
 

 Social Service: self-help groups, hospice organisations, lay ministries, other: 
 

 Courts and Justice System: volunteer parole officers, other: 
 

Assessing Unit 2: Volunteerism 
Using the What is Volunteerism? Instructor Observation Based on Small- Group 
Discussion rubric, assess each learner's performance in the What Would Happen? 
discussion. Place the completed rubrics in learners' portfolios. 

 
 
 
 
 



Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical 
thinking about the topics covered in today's session. It is a quiet time when the learner 
answers thought provoking question(s). 
 

 
Write on the board: 
 

What is your dream volunteer position? 
 
"If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 
 
 

Notes 
 
 
 
  



How Can I Manage This? 
 

Session #5 - Supports and Barriers to Success 
 

 
Learning Outcomes: Learner will be able to prepare for volunteering by identifying supports 
and barriers to success. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor.  
Refer to the three suggested options that are listed in Session 1to complete this activity. 
 
What is helpful? (70 minutes) 
The purpose of this activity is to examine personal supports related to volunteering. If one has 
supports available, it is more likely that barriers will be overcome and that the goal will be 
achieved. 
 

 Hand out What is Helpful to the learners. 
 In a large group discussion, work through Section 1:Nancy's Story. (20 minutes) 

 
 

Copy columns from What is Helpful? Section 1: Nancy's Story on 
the board, and complete the table as learners give their answers. 
 

 
 Are there any other supports that were not listed from each group? 

 
 

 
 
Learners should take notes or provide learners with notes from discussion. 
 
 

 
  



 
"It was interesting 
to see how many 
barriers there are 
when it comes to 
volunteering. " 
 
Giving Back 
Participant 
 

 Divide the class in small groups and have the groups complete Section 2: Dave's Story 
without instructor's input. (10 minutes) 

 Have each group informally present their answers. (10 minutes) 
 
Copy columns from What is Helpful? Section 1:Nancy's Story on the 
board, and complete the table as learners give their answers. 
 

 Are there any other supports that were not listed from each group? 
 

 
 
Learners should add any additional information to their notes. 
 
 
 

 Learners complete Section 3: Volunteering independently. (20 minutes) 
 Review answers in a large group discussion. (10 minutes) 

 
Copy columns from What is Helpful? Section 1:Nancy's Story on the 
board, and complete the table as learners give their answers. 
 

 Are there any other supports that were not listed from each group? 
 
 

 
 
Learners should add any additional information to their notes. 
 
 
 

 
BREAK- 10 minutes 
 
What are your Barriers to Success? (50 minutes) 
The purpose of this activity is to help learners to recognise the 
potential barriers of success in volunteering. As mentioned 
previously, volunteering is not as simple as deciding that one is 
going to volunteer. This activity is meant to brainstorm possible 
and/or hypothetical barriers to success. Identifying barriers will help 
learners to recognize obstacles, and to think of ways to overcome 
them. It may also identify any unrealistic expectations of what the 
learners is capable of doing in their present situation. This activity 
uses small group interactions so that learners do not feel 
pressured to share personal information. 
 
 



 Divide learners into 5 small groups. 
 Hand out to each group one copy of the following: Time Related Barriers, Money Related 

Barriers, Childcare Related Barriers, Transportation Related Barriers, Health Related 
Barriers. 

 Have the groups brainstorm a list of possible barriers related to their subject (i.e. time 
related barriers). 

 After 20 minutes, each group will present the possible barriers that they came up with. 
  

 
Write the list of barriers on the board or have a learner from each group write the 
list on the board. 
 

 
 After each group has presented, hold a large group discussion about how one could 

possibly overcome the barriers listed on the board. 
 

Points for discussion 
 How to overcome barriers to success can also be called an Action Plan. 
 Remind learners to think of the supportive parts of their life that can help with 

an  action plan to overcome barriers. 
 

 
 
It is recommended that everyone take notes (or have a learner/instructor be 
responsible for a list that can be photocopied and distributed to the class). 
 
 

 
 Hand out List of Community Resources. 
 Provide an updated list of community resources that are available to learners who 

need more help than what can be provided in the Giving Back classroom. *Not 
provided in Giving Back Curriculum 

 Hand out Note to Learners and review with learners. 
 
Reaching Your Goal (40 minutes) 
The purpose of this assessment is to have learners self-assess their supports and barriers to 
successful volunteering. 
 

 Hand out Reaching Your Goal and review the instructions with the learners. 
 Learners will complete this independently. 

 Be available to help answer questions 1:1 with the learners. 
 

 
Completed originals should be put into learner's portfolios. Give a copy to learners 
for their Giving Back binders. 

 



Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s) . 

 
 
Write on the board: 
 

 
What do you think this quote means? 

 
"Give what you have. To someone it may be better than you dare think." 

Henry Wadsworth Longfellow 
 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include  
reminders of any work that needs to be done for the next session(s). 

 
 

Notes 
  



How Can I Manage This? 
 

Session #6 - Time Management 
 

Learning Outcome: Learner will be able to prepare for volunteering by demonstrating time 
management, punctuality and good attendance through the use of a variety of time management 
tools and through the Attendance Record. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. 
Refer to the three suggested options that are listed in Session 1to complete this activity. 
 
What is Time Management? (70 minutes) 
The purpose of this activity is to define time management. Time was introduced in the previous 
session as a barrier to success. In this section learners can examine tools to help them to manage 
their time. 
 

 Hand out What is Time Management? 
 Learners answer questions # 1- 3 independently. (10 minutes) 

 
 As a large group discuss Question # 1. (5 minutes) 

 Refer to Instructor's What is Time Management? 
 

For Question # 2: Choose three definitions from Instructor's What is Time 
Management? Question # 2 (Paraphrased Definitions of Time Management) that 
you feel would be most appropriate for your learners and write them on the board. 

 

 Split the learners into three groups and have each group review one of the definitions. (15 
minutes)  

 Each group is responsible for explaining to the rest of the class what their definition 
means in their own words. (15 minutes)  

 Write the groups' explanations under the definitions on the board.   
 As a large group discuss answers given (15 minutes)  



Points for discussion 
 Do you agree with this explanation of the time management definition? 
 Demonstrate similarities between definitions. 
 Show similarities of what is being taught in Giving Back with the definitions 

of time management, i.e. "Skills for learning how to use one's time more 
effectively to accomplish one's goals." highered.mcgrawhill.com/sites/ 
0072412976/student_viewo /chapter7/glossary.html 

 
• Question # 3 - As a large group, discuss learners' answers. Refer to Instructor's 
What is Time Management? Question (5 minutes) 
 
• As a large group decide upon one definition for time management. (5 minutes) 
• Distribute this definition to the learners for inclusion in their binders. 

 
Remind learners that it is expected that they practice effective time management 
throughout the remainder of the program. 

 
BREAK - 10 minutes 
 
Advantages of Time Management (20 minutes) 
The purpose of this activity is to discuss advantages of time management. 
 

 Hand out Advantages of Time Management. 
 Learners complete this activity independently. 
 Once completed take up the answers with the class. Refer to Instructor's Advantages of 

Time Management. 
 
Tools for Time Management 
The purpose of this activity is to examine tools for time management. The tools for time 
management used in Giving Back are Personal Goal Setting, Activity Logs, To Do Lists, and 
Personal Schedules/ Agendas. By working through some of this section independently, learners 
will have the opportunity to reflect upon their life situations and think about ways to overcome 
any time barriers. 
 
Personal Goal Setting (10 minutes) 
The purpose of learning about setting personal goals is to demonstrate to learners how they can 
effectively plan for their future. Without goals where are we going? Part of the plan for one's 
future may involve making changes. How can one make changes to their complex life? The 
answer is by planning for changes and time management. 

 Personal Goal Setting was previously discussed in Unit #1, session # 2 Setting A Goal. 
Refer to this activity with the learners. (5 minutes) 

 Although this curriculum does not formally discuss personal goal setting again in this unit, 
goal setting is an underlying theme of Giving Back. 
 

Make references to goal setting where applicable throughout this unit and the curriculum. 



 
Based on their 
experiences, The Giving 
Back Advisory 
Committee understands 
that many learners may 
not see a need for time 
management, but 
suggests that lack of 
skills in this area is one 
of the most common 
barriers to success with 
learners. The time 
management section of 
this curriculum is 
extensive, but learners 
need to acquire the 
embedded skills in order 
to be successful 
volunteers and 
employees. 
 

 
 
 
 
 

 Hand out Tools for Time Management and review with learners. (5 minutes) 
 
Activity Logs (so minutes) 
Activity Logs are an excellent time-management tool. Activity Logs show areas of wasted time 
activities such as watching TV every night instead of cleaning or doing laundry. Activity Logs 
can also indicate where one loses time such as sleeping in when one needs more time to things 
done. 
 

 Hand out Activity Logs and review with learners. 
 Have copies of the Activity Log Sheets available for learners to track their  

ctivities/time. 
 Hand out Time Management Demonstration and review with learners. 

 
Microsoft Outlook's "1 Day Calendar" 
could also be used as an Activity Log sheet 
where learners could customise their own 
times and make their own sheets using a 
computer 

 
 Have learners complete an activity log for today 

(Let's Practice!) on activity log sheets provided. 
 Learners answer questions # 1-5 independently. 
 As a large group discussion, review the answers 

with the class 
 

Points for Discussion 
 Some learners may not feel 

comfortable sharing all of their 
personal activities. Use general 
statements/ categories of activities to 
initiate discussion. 

 What are common "time wasting 
activities" within the class? 

 What changes could be made to help 
eliminate any time wasting activities? 

 Did most learners need more time to get something done today? 
 What ways could the learners add more time to their day? 

. 
 
 
 

For further information on goal setting refer to A Dream That Walks by Myrna 
Hanna (Garlic Press, 2000) and A Dream That Walks II: Planning For Change by 
Anne Moore (Guelph Action Read Literacy in The Community Press, 2005) 
 



Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s) .  
 

 
Write on the board: 
 

 
Why do you think time management is thought of as a skill? 
 
*If there is not enough time at the end of class, learners can write in their journal as 
homework. Although journal entries are not being assessed it is recommended that all 
learners complete their journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 

 
Notes 

 
 

 

 

  

  



How Can I Manage This? 
 

Session #7 - Time Management 
 
Learning Outcome: Learner will be able to prepare for volunteering by demonstrating time 
management, punctuality and good attendance through the use of a variety of time management 
tools and through the Attendance Record. 
 

Computers scheduled for use in this class 
Checklist: 
o         Do you have computers in the classroom? 
o        Are they ready to be used? 
o        Do you need a volunteer to assist with the computer activity? 
 

Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
Tools For Time Management - (continued from last session) 
The purpose of this activity is to examine tools for time management. By working through some 
of this section independently, learners will have the opportunity to reflect upon their life 
situations and to think about ways to overcome time as a barrier to volunteering. Tools for time 
management reviewed in Giving Back are Personal Goal Setting, Activity Logs, To Do Lists, 
and Personal Schedules/Agendas. 
 
To Do Lists (40 minutes) 
The purpose of discussing 'to do lists' as an example of a tool for time management is to show 
learners a way of prioritising what needs to be done. 

 Hand out To Do Lists and review with learners. (20 minutes) 
 

 
 It may be helpful to provide an example To Do List on the board when reviewing the 
process of making one. 
 

 
 



 Learners complete To Do List independently. (20 minutes) 
 Have copies of the To Do Lists available for learners throughout the entire Giving 

Back Program. 
 This activity will not be assessed however; it is highly recommended that learners 

complete the task. 
 
Personal Schedules/ Agendas (90 minutes total) 
The purpose of learning about the use of 'personal agendas' is to reinforce the importance of using time 
management tools: to be organised and to use time effectively/efficiently. Personal agendas or 
'date books' are used commonly by people, not just by professionals. AB a volunteer who will 
have a commitment to volunteer at a specific time and place it is important that learners find 
ways to organize their time and responsibilities. 
 

 Hand out Personal Schedule and Agendas. 
 Review information with learners. (5 minutes) 

 
Styles (10 minutes) 

 Learners list as many different types of agendas independently. 
 AB a large group discuss answers. 
 Refer to Instructor's: Personal Schedules and/or Agendas for additional 

answers. 
 
Where can you find agendas? (5 minutes) 

 Review this section with learners. 
 The purpose of this is to reinforce how popular agendas are. So many people 

use these that they are sold almost everywhere. Agendas are also available on 
most computers. 

 Hand out for review: 
 Blank copies of Microsoft Outlook's 1- Day Calendar (to be used as a Daily 

Agenda). 
 Blank copies of Microsoft Outlook's 7-Day Weekly Agenda. 
 Blank copies of Microsoft Outlook's 5-Day Work Week Agenda. 
 Blank copies of Microsoft Outlook's Monthly Agenda. 

 
BREAK - 10 minutes 
 

 Let's try it! Finding Agendas on the Computer (40 minutes) 
 Learners can work on this activity on classroom/facility computers. 

 
 If there are not enough computers, learners may have to work in pairs or  

small groups and take turns locating the information. 
 Ensure that all learners have a chance to find this on the computer. 
 Be available for 1:1 computer support if needed. 

 
How To Use an Agenda? (30 minutes) 



 
"Time management 
promoted great 
discussion amongst 
the learners." 
 
Giving Back 
Instructor 
 

• Review with learners. 
• Hand out Time Management Demonstration: Time Management Agenda and review 
instructions with learners. 

 
This assessment activity will be evaluated using the Evaluating Activity Logs, 
Personal Agendas &Attendance Record rubric. 
 

Catch Up! 
(Time: any remaining Giving Back class time for this 
session.) 
The purpose of this section of the curriculum is to allow 
learners to catch up on any incomplete work in Giving Back, to 
write in their journals, and/or to take time to meet with their 
instructor and discuss any questions or concerns. 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote 
reflective and/or critical thinking about the topics covered in 
today's session. It is a quiet time when the learner answers thought provoking question(s). 
 

 
Write on the board: 
 

 
In the next session we will begin discussing Personal 

Appearance and Hygiene. How do you think Time Management can 
affect your image? 

 
* If there is not enough time at the end of class, learners can write in their journal as 
homework. Although journal entries are not being assessed it is recommended that all 
learners complete their journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 
  



Notes 
 
 
  



 
"Several learners could 
relate to this topic, 
especially 'Fred's Story'." 
 
Giving Back Instructor 
 

How Can I Manage This? 
 

Session #8 - Personal Hygiene/Appearance 
 
Learning Outcome: Learner will be able to prepare for volunteering by identifying ways, and 
exhibiting an understanding of good personal hygiene and/ or appearance. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed 
in Session 1to complete this activity. 
 
Fred's Story (70 minutes) 
The purpose of this activity is to have the learners read 
and comprehend a story about personal appearance/ 
hygiene as a way of introducing the topic of this class. By 
completing this activity independently the learners are 
more likely to use critical thinking skills and perhaps 
compare similar situations from their own experiences. 
Large group discussion will allow for debating of 
different perspectives or opinions amongst learners. 
 

 Hand out Fred's Story. 
 Learners read Fred's Story and answer questions # 1 -11 independently. 

 Be available for 1:1 support for learners who may have difficulty reading the 
story and questions. (40 minutes) 

 Another option is to read the story and the questions to the class, leaving time for 
learners to write answers as you go along. 

 Once completed review answers as large group discussion with class. (30 minutes) 
 Questions #1 - 11 are mostly opinion questions. There is not necessarily a right or wrong 

answer. 
 
  



 Refer to Instructor's Fred's Story 
 The answers provided are only suggestions and may not cover all topics listed by your 

learners. 
 

Points for discussion: 
 

 Play the 'devil's advocate' with the learners when taking up the answers by trying to get 
them to think of another perspective. 

 Encourage debating among the learners. 
 The purpose of this activity is not to debate the ethics involved in possibly replacing 

Fred but rather to challenge the learners to think about Fred's story from: Fred's 
perspective, Bob's perspective and the learner's perspective. It is a way of discussing a 
sensitive topic without asking, "has this ever happened to you?" 

 
BREAK- 10 Minutes 
 
Personal Hygiene/Appearance Checklist (70 minutes total) 
The purpose of this activity is to have learners brainstorm in small groups about personal 
hygiene/ appearance. By working through this sensitive subject matter in groups, learners may 
feel more at ease. Often issues are reinforced if stated in numbers. For example, if most of the 
learners in a group j class state that one should bath daily, it may be more easily accepted. The 
instructor's input will further reinforce this, as will any guest speaker. While some of this subject 
matter may be of a sensitive nature to the learners, it is important to remember that appropriate 
hygiene and appearance is a standard among volunteer placements and employment. Appropriate 
Hygiene/ appearance will help learners to get their foot in the door of a placement and perhaps 
maintain a position. 
 

 Divide learners into small groups. (20 minutes)  
 
 

Write the following on the board and have each group brainstorm: 
 What does personal hygiene mean? 
 What does personal appearance mean? 

 
 
 
Learners should take notes during group brainstorming. 
 
 

 
 Encourage learners to compare the differences between the two terms. 
 A 'definition' of personal hygienej appearance has not been supplied in this curriculum. 

For ideas refer to Personal Hygiene Checklist/Personal Appearance Checklist. 
 

 As a large group, decide upon a 'definition' for both personal hygiene and appearance. (10 
minutes) 



Write the definitions on a large piece of paper and hang them in room for remainder of 
the program. 
 
 
 

 
Write the following on the board and have each group brainstorm: (15 
minutes) 

 What does it mean to have good personal hygiene? 
 What does it mean to have good personal appearance? 

 
 
Learners should take notes during group brainstorming. 
 
 
 

 
 Once completed hand out Personal Hygiene Checklist. 
 Review answers with learners as a large group discussion. 

 
 Hand out: Personal Appearance Checklist (15 minutes) 
 Review answers with learners as a large group discussion. 

 
 Hand out Personal Hygiene/Appearance and review it's contents with the learners. (10 

minutes) 
 As a large group discussion, learners should answer the question: "How do you know 

what is appropriate dress for your placement or job?" 
 
 
 
Learners should take notes on the handout. 
 Refer to Instructor's Personal Hygiene/Appearance 

 
 
OPTIONAL: Guess Who? (30 minutes total) 
The purpose of this activity is to illustrate to learners how often we make assumptions 
about people based upon their appearance. People present an image of themselves. 
 

 Divide the learners up into small groups. 
 Hand out Guess Who? and review the instructions with the learners. 
 Learners work in their groups to come up with an answer for each question. (10 minutes) 
 Once completed take it up as a large group discussion. (20 minutes) 
 Refer to Instructor's Guess Who? 
 The answers provided are only suggestions and may not cover all topics listed by 

your learners. 
 



Points for discussion: 
 
 Encourage debating about the answers and why the group(s) chose their 

answers. 
 Reinforce how powerful assumptions and (first/everyday) impressions are. 
 Once all four questions are answered, ask the learners to reflect upon: "What 

image are you presenting to people?" 
 This question is not intended for group discussion, as it may be too personal for 

some learners. However, it is meant as something for the learners to think 
about. 

 
OPTIONAL: Your Impressions (30 minutes) 
The purpose of this activity is to further demonstrate how people make assumptions 
about people based upon what they see and/or first impressions. 
 

 Hand out Your Impressions and review the instructions with the learners. 
 Learners will complete this exercise independently. 
 Once completed, review answers with the class as a large group. 

 Refer to Instructor's Your Impressions 
 The answers provided are only suggestions and may not cover all topics listed by 

your learners. 
 Reinforce with the learners how often people make assumptions about what they 

see. We must remember that we are all guilty of this regardless of whether it is 
right or wrong. 

 
Assessing Session 8: Personal Appearance 
Using the Evaluating Personal Hygiene rubric, observe and evaluate each learner's 
personal hygiene and appearance periodically throughout the rest of the Giving Back 

program. If necessary, provide the learner with suggestions about ways  to improve personal 
appearance and hygiene. This should be done in private, and the learner should be given an 
opportunity to self-assess. Place the completed rubrics in each learner's portfolio by the end of 
session 20. 
 
Journal (20 minutes) 
 The purpose of having learners write in a journal is to promote reflective and/ or critical 
thinking about the topics covered in today's session. It is a quiet time when the learner answers 
thought provoking question(s) . 
 

 
Write on the board: 
 
 

"What kind of image do I want to present?" 
and 

"How can my image affect getting a volunteer placement or a 
job?" 



 
'T really liked learning 
about how to dress for a 
volunteer position. " 
 
Giving Back Participant 
 

"If there is not enough time at the end of class, learners can 
write in their journal as homework. Although journal entries 
are not being assessed it is recommended that all learners 
complete their journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next 
session. This may also include reminders of any work that 
needs to be done for the next session(s). 
 
 
  



Notes 
 
 
 
  



How Can I Manage This? 
 

Session #9 - Money Management 
 
 
Learning Outcome: Learner will be able to prepare for volunteering by creating a personal 
budget including supports and basic needs budgeting. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
Concept of Budgeting (70 minutes total) 
The purpose of this activity is to introduce the topic and/or concept of budgeting by comparing 
the making a budget to the making of a pie. It demonstrates the relationship between the amount 
of money coming in and how much and/or how fast money is going out. 
 
Resources (Income) (15 minutes) 

 Draw a large round circle on the board and label it "Pie." 
 Ask the learners to list all of the ingredients (or the main ingredients) that one would need 

to make a pie and section off the pie with the list of ingredients from the learners 
 

Points for discussion: 
 
 The ingredients for a pie are similar to income for a budget – income going into 

a budget like ingredients going into a pie. 
 The ingredients of a pie are known as resources - those items that were 

needed to make the pie. 
 When working with a budget, resources are also known as income.  

 
Usage of the Resources (Outgoing or Expenditures) 

 The resources are used to pay monthly bills; in this case, each expenditure is a portion of 
the pie.  

 
 



Points for discussion: 
 

 The faster the portions of the pie are "eaten" with monthly bills, etc., the quicker the pie 
is gone. (5 minutes) 

 
 Hand out The Budget Pie. 
 Have learners work through The Budget Pie independently. 
 Be available for 1:1assistance. (20 minutes) 

 
 Review the activity as a large group. (30 minutes) 

 This activity is not intended to put learners "on the spot" in terms of their personal 
income. When reviewing this activity use general examples, i.e.,  income source 
"OW," "ODSP," "job," etc. 

 In question # 3, when listing "Bills To Be Paid," remind learners that these are not 
only bills but could be anything that they spend money on throughout a month. 
For example: cigarettes, children's needs, entertainment, etc. 

 
Reinforce how important it is to have money available throughout the entire month. 
Learners need to make their money last for the month. This will be less stressful than 
the alternative of struggling for half of the month without enough money to get by On. 

 
BREAK- 10 minutes 
 
Setting Priorities (45 minutes) 
The purpose of this activity is to introduce and/or reinforce to learners that one needs to set 
priorities in life and when making responsible financial choices. By setting financial priorities, 
learners may have more success in overcoming money as a barrier to success. 
 

 Hand out Setting Priorities: What do I Need us. What do I Want 
 Divide learners into partners and have the learners work through Setting Priorities 

together. 
 As a large group discussion, review the activity together. 
 Refer to Instructor's Setting Priorities: What do I Need us. What do I Want for 

answers/suggestions. 
 
Money Management (45 minutes) 
The purpose of this activity is to summarise what money management is (including terms used in 
money management). It also incorporates a discussion on self-management in terms of financial 
management. This section ends with reviewing good money management practices. 
 

 Hand out Money Management and review with learners .  
 
In section "Examples of Good Money Management" write the examples from the 
activity on the board:  
 

 



 
"The learners felt that they 
were helped and had a better 
handle on money 
management. " 
 
Giving Back Instructor 
 

 Examples of good money management: 
 Choosing to remain within your monthly budget 
 Spending your money wisely 
 Not using credit cards 
 Not getting cash advances 
 Saving money 
 Living within one's means 

 
 Divide the class into 6 groups (one group for each example). If there are fewer students 

split learners into small groups and divide the examples between the groups. 
 Learners discuss within their group what they think each example means. 
 Each group informally presents their answers. 
 As a large group debate the answers given. 

 
OPTIONAL: Essential Skills Profile Research 
A way to incorporate Essential Skills into the Giving Back classroom is by having learners 
complete an Essential Skills profile search, and look for jobs that identify numeracy as the most 
important task. Learners could also be asked to list jobs that consider money math important. 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 
 

 
Write on the board: 
 
 

Does money management cause you stress? If so, what can you do 
to overcome stress caused by money? If money management does 
not cause you stress, what advice would you give to others to help 

them overcome stress from money? 
 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the 
next session. This may also include reminders of any 
work that needs to be done for the next session(s). 
 
 
 
 



Notes 
 
 
 
  



How Can I Manage This? 
 

Session #10 - Money Management 
 
Learning Outcome: Learners will be able to prepare for volunteering by creating a personal 
budget including supports and basic needs budgeting. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity.  
 
Guest Speaker (I hour 30 minutes) 
 
Options: 
 

1) It is recommended that a local Community Placement Worker could discuss supports and 
basic needs budgeting. See Example Presentation on Money Management by Cory 
Willett, Region of Waterloo Community Placement Worker, April 2005 for further 
possible topics of discussion. 
 

2)  If the first option is not available, a member of the community with relevant experience 
related to supports and basic needs budgeting could be a guest speaker. 
 Provide guest speaker with Guest Speaker: Supports and Basic Needs Budgeting 

prior to speaking engagement for consideration and review. 
 

 
Make notes from the presentation and distribute to learners or if possible, assign this 
task to a learner and photocopy the notes for distribution.  
 
 

 
 
 
 
 



 
"Some learners did not 
like that they could not 
use personal money 
management examples 
in class when learning 
about budgeting. " 
 
Giving Back. Instructor 
 

 Have a learner thank the guest speaker for their time and for sharing their experiences 
with the class. 

 
BREAK- 10 minutes 
 
How to Create a Budget (40 minutes) 
The purpose of this activity is to present the steps needed to create a budget, and to practice 
designing and implementing a "practice" budget for one day. This activity cumulates terms 
introduced in previous sections of the money management section.  
 

 Hand out How to Create a Budget and review with learners. 
 Have learners work through the "Let's try it!" exercise independently. 
 Be available for 1:1 assistance during this exercise. 

 Learners do not have to hand this in for assessment however; it is strongly recommended 
that they complete this activity for future budgeting exercises. 

 Learners can also work on this within their LBS classes and/or with tutors as needed. 
 
Creating a Personal Budget Demonstration (30 minutes) 
The purpose of this demonstration is to show that learners are able to create a personal 
budget including supports and basic needs budgeting. 
 

 Hand out Creating a Personal Budget Demonstration to 
learners. 

 Review the terms of the demonstration 
 (instructions for learners). 
 Ensure that you are familiar with the assessment 

process including: 
 Possible Variations for the Demonstration 
 Resources Required for the Demonstration 
 Learner Supports Allowed for the Demonstration 

 Take as much time as needed to ensure that the learners 
understand what is expected of them before they begin 
the demonstration. 

 Any remaining time left in class may be allocated for working on this demonstration. 
 

 
Completed originals should be put into learner's portfolios. Give a copy to learners 
for their Giving Back binders. 

 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 
 
 



Write on the board: 
 
 
Who else could help you with money management and budgeting? 
Write about what supports are available to you for help with this 

subject. 
 
"If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s).  
 
 
  



Notes 
 
  



How Can I Manage This? 
 

Session #11 - Positive Attitude – Communication 
 
Learning Outcome: Learner will be able to prepare for volunteering by recognizing the traits of 
a positive attitude, which will enable him/her to work well with others. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed 
in Session 1to complete this activity. 
 
Positive Attitude 
The purpose of discussing positive attitude in Giving Back is to help learners to understand how 
a positive attitude can assist them to get a volunteer placement/paid employment; to keep a 
volunteer placement/paid employment; and to work well with others. 
 
What is a Positive Attitude? (20 minutes) 
The purpose of this activity is to initiate thinking about what a positive attitude is. Although 
learners have heard the term before they perhaps have not taken the time to think about what it 
means and how it affects them. 
 

 Refer to Positive Attitude Quotes and/or 
research the Internet for positive attitude 
quotes to share with the learners throughout 
this session and the remainder of the Giving 
Back Program. 

 As a large group brainstorm about what the 
class thinks "positive attitude" means. 

 Some ideas to get you started taken from: The 
American Heritage Dictionary of the English 
Language, 4th  Edition Houghton Mifflin 
Company 

 
 
 

 
“My favorite part was when 
we talked about our attitude 
in a working or volunteering 
setting and when we talked 
about how we can work with 
others. " 
 
Giving Back Participant 
 



2004 (www.answers.com/attitude) 
 
"A state of mind or feeling: disposition: had a positive attitude about 
work." 
"A frame of mind affecting one's thought or behaviour: outlook." 
"A complex mental state involving beliefs and feelings and values and dispositions to act in 

certain ways." 
 
Once you have an agreed upon definition write the definition on paper and post it in the 
room. 
 
 

 
Remind learners to have a positive attitude during the Giving Back classes. 
 

Positive Attitude (50 minutes) 
There are several purposes for this activity including: seeing the importance of a positive attitude 
in today's society through popular media sources; determining the learner's type of attitude; 
understanding why a positive attitude is important, especially when it comes to hiring for 
employment or for a volunteer placement; and having an informal peer assessment of attitude 
with a partner. 
 

 Hand out Positive Attitude and review the information on page 1 & 2. (5 minutes) 
 Review What is my Attitude. Learners complete What is my Attitude independently. (10 

minutes) 
 Divide the class into pairs and have each pair work on Why is a Positive Attitude 

important? (5 minutes) 
 As a large group, discuss the answer to: "If you were in the position to hire a person for 

ajob or for a volunteer placement would you pick a person with a negative attitude or 
would you pick someone who smiles and use positive words?" (10 minutes) 

 Have partners work on Peer Assessment. (10 minutes) 
 As a large group, discuss the quote: "You never get a second chance to make a first 

impression." (5 minutes) 
 As a large group, discuss how many people were surprised by their partner's opinion of 

their personal attitude? (5 minutes) 
 This is an informal discussion and is not meant to create negative or uncomfortable 

feelings. 
 
BREAK - 10 minutes 
 
Communication 
Communication is being discussed in this section as it closely ties to positive attitude and 
working well with others. How one communicates is reflected in one's attitude. One's attitude 
can affect how well one works with others. Successful communication skills will help learners to 
become better volunteers and employees. 



In this section the learners are introduced to the two types of communication: verbal 
(speaking and listening), and non-verbal communication. 
 
Verbal Communication: Speaking and Listening (20 minutes) 
The purpose of this activity is to introduce the first type of communication: verbal 
communication. 
 

 Hand out Verbal Communication and review with learners as a large group discussion. 
 
 Learners are encouraged to take notes in this section and/or provide photocopied notes 
from the discussion for the learners. 
 
 
 

 Refer to Instructor's Verbal Communication for further information. 
 
Communication Survivor (30 minutes) 
The purpose of this group activity is to demonstrate to learners how good speaking and listening 
skills are imperative for effective communication. If the "caller" in this activity does not 
speak/communicate well enough with the blindfolded player the result will be that the 
blindfolded player takes longer to get to the board and the team could lose. Subsequently, if the 
blindfolded player does not listen to the caller, the same results could occur. 
 

 The handout Communication Survivor contains the rules for playing this game. 
 After the game is completed discuss the following: 

 
Emphasise the need for good communication skills, i.e. speaking and listening.  
 

 
Points for discussion: 

 
 Losing Team: 

o Why do you think that your team lost? 
 The caller could have spoke clearer, louder, gave better directions. 
 The players were not listening to the caller. 
 There was too much noise in the room from both teams. 
 Our team name was too long. 
 We had more people on our team. 
 Other: 

 
o What could have been done better that may have helped your team to 

win? 
 Better communication between the caller/speaker and the 

blindfolded players/listeners. 
 Other:  

 



 
"I enjoyed the games. I 
like to have fun while 
learning. " 
 
Giving Back Participant 
 

 Winning Team: 
o Why do you think that your team won? 

 Better communication between the caller/speaker and 
 the blindfolded players/listeners. 
 There were fewer people on our team. 
 Shorter team name. 
 Other: 

 
o What was the hardest part of this game? 

 Being blindfolded. 
 Listening to the caller. 
 Being the caller. 
 Other: 

 
o Better communication between the caller/speaker and 

 the blindfolded players/listeners. 
 Other: 

 
Non Verbal Communication (10 minutes) 
The purpose of this section is to introduce the second type of 
communication: non-verbal 
communication.  
 

 Hand out and review Non Verbal Communication with  
learners as a large group discussion. 
 Refer to Instructor's Non Verbal Communication for further information. 

 
Body Language Charades (30 minutes) 
The purpose of this activity is to demonstrate to the learners how much we rely upon non-
verbal/body language as part of communication. 
 

 The handout Body Language Charades contains rules for playing this game. 
 After the game is completed discuss the following: 

 
Points for discussion: 
 
 Was it easy to tell what the person was acting without the use of verbal 

communication/ speaking? Why or why not? 
 
Emphasise to learners: 
 

 We use non-verbal communication all the time and it is as important as verbal 
communication. Often, one's attitude is displayed through body language. 

 What kind of impression do you give from your body language?  
 



Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/ or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 

 
Write on the board: 
 

How do you think your attitude or body language could 
affect you getting a volunteer placement or ajob? 

 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 
  



Notes 
 

  



How Can I Manage This? 
 

Session #12 - Positive Attitude - Working With Others 
 

Learning Outcome: Learner will be able to prepare for volunteering by recognising the traits of 
a positive attitude, which will enable him/her to work well with others. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
Communication (continued from previous session) 
 
Communication: What If? (60 minutes) 
The purpose of this activity is to have learners think about the poor verbal and nonverbal 
communication skills and attitudes. 
 

 Divide learners into pairs and hand out Communication: What If? 
 Have learners work on this activity in pairs. 
 After 30 minutes, review answers for questions # 1- 8 as a large group discussion. 

 
 
Learners are encouraged to take notes or provide learners with photocopied notes. 
 
 
 

 
 
BREAK- 10 minutes 
 
  



Working with Others (40 minutes) 
The purpose of this section is to demonstrate to the learner the importance of working with 
others. Life is not always about "me." Working well with others is a skill that some learners may 
need to work on to become an effective volunteer and/or worker. 
 

 Hand out Working With Others and review with learners. 
 

 Learners independently complete Are You a Team Player? (5 minutes) 
 As an informal discussion, review the results of the class. (5 minutes) 

 
 Divide learners into pairs and have learners work on questions: (15 minutes) 

 How do you handle conflict? 
 How could you handle conflict better? 

 
 As a large group discuss answers to questions. (15 minutes) 

 
 
Learners are encouraged to take notes or provide learners with photocopied notes. 
 
 
 

Working With Others Activity (15 minutes) 
The purpose of this activity is to demonstrate to the learners how effective communication is 
often the key to success. 
 

 Divide learners into pairs. 
 Have Person A put their hands together in front of their face with their fingers 

interlocked. 
 Have Person B cover their partner's hands with both of their hands. 
 Person A tries to get their hands out from under Person B's grip. 
 Please ensure that no one tries too hard and someone gets hurt! 
 The winner is the first team to free Person A's hands. 

 
 BEST WAY TO WIN: Person A asks Person B to remove their hands. 

 
 Points for discussion: 
 
 Discuss with the learners how much everyone struggled to free their hands or 

prevent Person A from freeing their hands. 
 If they had worked as a team and communicated they would have done the 

task much quicker and with much less difficulty. 
 
 
 
 

For further information on working with others and teamwork skills refer 
to Working Together, Working Well by Lorri Sauve and Jane Tuer (Project 

READ Literacy Network Waterloo-Wellington, 2005) 
 



Working With Others - Essential Skills (20 minutes) 
The purpose of referring to Working With Others from HRSDC's Essential Skills is to reinforce 
to the learners how important this topic is. 
 

 Hand out and review Essential Skills. 
 As a large group discuss what the class thinks the Essential Skills definition of "working 

with others" means. 
 

Record definition on board for learners to copy into their notes/provide photocopied 
notes for learners after discussion of definition. 
 
 Post the definition in the classroom for further reference. 

 
 Review Essential Skills - Types of Work with learners. 
 As a large group discuss possible examples of workers in each category. 

 
Go Team! (25 minutes) 
The purpose of this demonstration is to assess the learner's ability to work as part of a 
team. 

 Hand out Go Team! Demonstration to learners. 
 Follow instructions on demonstration for completion. 

 
Follow procedures for evaluation as per instructions for the practitioner. 
 
 

OPTIONALACTIVITY:I Noticed ... 
The purpose of this activity is to provide learners with an opportunity to become more aware of: 

 The positive things that their classmates have to offer. 
 To affirm the positives. 
 To provide positive reinforcement of good attitudes, deeds, communication skills, 

body language, conflict resolution skills, etc. 
 

 Photocopy I Noticed sheets and have them available in the classroom for learners to take 
whenever they need one. 

 Encourage learners to fill out a sheet whenever they notice something positive about a 
classmate. After completing the sheet the learner can give the sheet directly to the 
classmate in question, or have the instructor hand it anonymously to the learner. 

 Encourage learners to write about positive attitudes, good use of body language when 
listening/speaking, good communication skills (speaking and listening), good use of 
conflict resolution skills, etc. 

 This can be ongoing throughout the rest of the Giving Back Program. 
 Some learners may want to include I Noticed sheets in their Vocational Portfolio.  

 
 
 



 
"There seems to be a lot of 
laughter coming from the LBS 
classroom lately!" 
 
Advisory Committee Member 
 

Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical 
thinking about the topics covered in today's session. It is a quiet time when the learner 
answers thought provoking question(s) . 
 

Write on the board: 
 
 

Think about what kind of volunteer placement you would 
like to have. Will it involve working alone, working independently, 
working with a partner or working as part of a team? Which would 

you like best and why? 
 
*If there is not enough time at the end of class, 
learners can write in their journal as homework. 
Although journal entries are not being assessed it is 
recommended that all learners complete their 
journal entries.  
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 
 

Notes 
 
  



What Do I Want To Do? 
 

Session #13 - What Do I Want to Do? 
 
Learning Outcomes: Learner will be able to identify a community volunteer 
placement by self-assessing and prioritising values and preferences and setting a 
goal in volunteering. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
What Do I Want to Do? (70 minutes) 
The purpose of this activity is to review what has been learned so far in the Giving Back 
Program and to think about moving forward with pursuing a volunteer placement. In "What do I 
Want to Do?" learners can think ahead to the future - vision their dream future. From there, 
learners can set a long-term goal by answering "what is it you really want to do with your life?" 
Setting a long-term goal towards pursuing a volunteer placement/job is critical to success. Take 
as much time as needed for this exercise. Learners need to think about, and take ownership of, 
their future aspirations. What direction in life will they take if they do not have a goal to point 
them in the right direction? 
 

 Hand out What Do I Want To Do? and review the first page with the learners. 
 

 Review the instructions for the Visioning Exercise with the learners prior to the exercise.  
 To help with the calming or quietness of this exercise you may need to turn off the 

lights. 
 Take as much time as you need to allow learners to really reflect and/or dream 

about their future. 
 
 
Encourage quiet time! It is easier to concentrate!  
 

 
 
 



 After the quiet time portion of the exercise is completed ask learners to answer 
 questions # 1- 9. 

 Be available to assist the learners on an individual basis. 
 

NOTE: this is the Learners future dream(s) - they need to 
answer the questions honestly based upon their ownfeelings 
and not the opinions of others. 

 
 Learners complete the Think Big portion of the Visioning Exercise independently. 

 
 Divide learners into pairs and have them discuss each other's goals from their answers to 

the questions on Think Big. 
 
Remind learners to use effective communication techniques when working 
with a partner. 
 

 
 
Write on the board: 
 
"What are some other suggestions for your partner to help them to 
reach their goals?" "How long do you think it will take to reach this 

goal?" 
 

 Pairs continue to discuss Think Big questions and answer the questions on the board. 
 
 
Learners should take notes from their partner's suggestions and add them to their 
sheet. 
 
 

 As a large group review and write everyone's answers on the board (unless someone does 
not want to share their goals with the class). Make note of the following: 
 Are there any common goals among your learners? 
 What is the most common goal path of your learners? 
 Are the goals short term or long term? 
 What is the average length of time for your learners to reach their goals? 

 
BREAK 10 minutes 
 
Jeremy's Story (30 minutes) 
The purpose of this case study is to have the learners think about breaking down their long-term 
goal(s) into short-term goals. 
 
 
 



 Hand out Jeremy's Story. 
 Divide the class into small groups and have the groups read Jeremy's Story and answer 

questions # 1- 3. 
 As a large group review the group's answers. 

 Refer to Instructor's Jeremy's Story for possible answers. 
 
Jeremy's Story OPTIONALEssential Skills 
As an additional part to the activities in Jeremy's Story, learners could research the Essential 
Skills Profiles for a Pet Groomer to gain a better understanding of what Jeremy may need to do. 
 
My Plans (30 minutes) 
The purpose of this activity is to have the learners develop a worksheet indicating their plans, 
including a long-term goal, short-term goal(s) and an action plan. 
 

 Hand out My Plans and review the activity sheet with the learners. 
 This activity should be done independently to help learners with concentration. 

 Be available to help answer individual questions. 
 Take as much time as needed for learners to complete this activity. 

 
Emphasise the importance of goal setting. 
 

 
A Few Words About Goal Setting (5 minutes) 
The purpose of this activity is to reinforce the importance of goal setting, and to introduce the 
following topics and how they relate to goal setting. 
 

 Hand out A Few Words About Goal Setting and read it to the class (or have learners take 
turns reading aloud if possible). 

 
 
 
 
 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical 
thinking about the topics covered in today's session. It is a quiet time when the learner 
answers thought provoking question(s). 
 

 
Write on the board: 
 

Was it difficult for you to decide on a goal for yourself! Why or 
Why not? 

OR 

For further information on goal setting refer to A Dream That Walks by Myrna 
Hanna (Garlic Press, 2000) and A Dream That Walks II: Planning For Change 
by Anne Moore (Guelph Action Read Literacy in The Community Press, 2005) 
 



What made you most uncomfortable in today's class? Why was it 
uncomfortable? 

 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 

 
Notes 

 
  



 
 
 

What Do I Want To Do? 
 

Session #14 - Getting To Know Myself - Personality, Values 
and Interests. 

 
Learning Outcomes: Learner will be able to identify a community volunteer placement by self-
assessing and prioritising values and preferences and setting a goal in volunteering. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record 
punctuality, and discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. 
Refer to the three suggested options that are listed in Session 1to complete this activity. 
 
Getting to Know Myself 
The following activities are designed to help the learners to 
reflect and to understand more about themselves. Once 
learners assess their personality, interests, values, and 
skills, they will be more prepared to make an informed 
decision about the type of volunteer placement they are 
suited for. Personality, values, and interests will be 
examined in this section. Skills will be discussed in the 
next session.  
 
What is My Personality? (20 minutes) 
The purpose of this activity is to help learners to understand that people typically 
have personalities that can be described using specific words such as spontaneous 
and extrovert. 
 

 Hand out What is My Personality? 
 Learners complete this activity independently. 

 Be available to help answer learners' questions. 
 

 As a large group, review the last part of the activity together: "What is My Personality ?" 

 
"This class helped  
learners with self-
reflection." 
 
Giving Back Instructor 
 



 Determine what the most common personality types are in the class. 
 
What do I Value? (45 minutes) 
The purpose of this activity is to introduce the topic of 'values', and to show how one's values can 
affect the learner's choice of volunteer placement. 
 

 Hand out What do I Value? 
 As a large group review the definition of values, and then brainstorm as to what the 

definition means to the learners. (10 minutes) 
 
Decide upon one definition and post it somewhere in the room where 
learners can be see it throughout the remaining Giving Back classes. 
 
 

 Independently, learners complete "What do I Value?" checklist. (15 minutes) 
 As a large group review Value System and Value Judgements. (5 minutes without 

discussion) 
 Further discussion on this topic is encouraged within the classroom if learners feel 

comfortable with the subject matter. 
 

 Review "Do You Believe?" and the questions: "How can your values affect the type of 
volunteer placement or job you choose?" and "How can your values affect your work in a 
volunteer placement or ajob?" Have learners complete the sections independently. (10 
minutes) 

 Be available to help answer learners' questions. 
 Review as a large group the answers for the last two questions. (10 minutes) 

 
BREAK 10 minutes 
 
What Am I Interested In? (20 minutes) 
The purpose of this activity is to introduce 'interests' to the learners. At the end of 
the activity, learners are required to differentiate between interests and skills by 
means of the activity and class discussion. Skills are examined more closely in the 
next session. 
 

 Hand out What am I Interested in? 
 Learners complete this activity independently. 
 Be available to help answer learners' questions. 

 
• As a large group discuss: 
 

Points for discussion: 
 
 Sometimes our interests and our skills are closely linked because when we 

have an interest in doing something, it becomes a skill, or vice versa. For 
example, someone who is interested in cooking could be very skilled at 

"I would like more 
information on 
personality. " 
 
Giving Back Participant 
 



cooking. Cooking is not hard for that person to learn because s/he has an 
interested in it. Conversely, an athlete who is naturally skilled at their sport 
has an interest in the sport because it was something that they could do 
easily. 

 
My Dream Job (40 minutes) 
The purpose of this activity is to have learners understand the motivation behind their choice of a 
"dream job." In unit 1, session # 2 learners spontaneously wrote down their dream job without 
any thought given to why they picked it. It was after all, their "dream" job and the possibilities 
were endless. There was no discussion about what motivated their choice or what type of 
personal preferences the learners had towards a volunteer placement or paid employment. In this 
activity, learners will be re-introduced to their "dream job," taking it a step further and trying to 
determine what was the general motivation for picking this job. Understanding what motivates us 
is a form of self-assessing our preferences. 
 

 Refer back to unit 1, session # 2: Setting a Goal. The last part of that activity was "My 
Dream Job." Learners were asked to write down their dream job and the steps that they 
would have to take in order to reach it. 

 Learners locate their "My Dream Job" paper. If a learner was not present or does not 
have the paper, please allow time for learners to complete this activity prior to the 
following activities. 

 
 Hand out My Dream Job Part 2, and have learners complete the activity sheet 

independently. 
 

 As a large group, discuss question #1 - 4. 
 Refer to Instructor's My Dream Job Part 2 for possible discussion answers. 

 
 
Write question # 4 on the board: 
 

 
"What is the # 1 reason why you picked this job as your dream job?" 
 

 List all learners reasons/answer to question # 4 on the board under the question. 
 Once the list is completed discuss as a large group:  

 
Points for discussion: 
 
 What are the most common reasons? 
 What motivates people most - money, recognition, helping others, working hard, 

being challenged, working with others, working for a well know profession/ 
company, etc.? 

 The final question, # 6, asks if the learners' dream jobs have changed since Unit 1, 
session # 2. As a large group discuss why some learners have/have not changed their 
dream jobs. 



Points for discussion: 
 
 Did setting their long and short-term goals affect their dream job? 

 
What Kind of Volunteer Work Do I Want to Do? (30 minutes) 
The purpose of this demonstration to have learners self-assess which sector or field they are is 
interested in as a volunteer placement/job. This is a visioning exercise: "In a perfect world this is 
what I would like to do." In session #15 "How Am I Skilled?" follows up from this activity with 
an assessment that helps learners to determine: "In the real world, what can I do." 
 

 Hand out What Kind of Volunteer Work Do I Want To Do? 
 Learners complete this activity independently. 
 There should be no talking or other classroom distractions while completing this 

assessment. 
 Be available to help answer questions 1: 1 with the learners. 
 
Follow the practitioner's instructions to evaluate this demonstration. Completed 
originals should be put into learner's portfolios (give copy to learners for their Giving 
Back binders). 

 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s) . 

 
Write on the board: 
 
 

What was the most surprising thing that you learned about yourself in today's class? 
 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 

Notes 
  



What Do I Want To Do? 
 

Session #15 - Getting to Know Myself - Skills and Interests 
 
Learning Outcomes: Learner will be able to identify a community volunteer 
placement by self-assessing and prioritising values and preferences and setting a 
goal in volunteering. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. 
Refer to the three suggested options that are listed in Session 1to complete this activity. 
 
Getting to Know Myself (continued) 
The following activities are designed to help the learners to think and understand more about 
themselves. Once the learner assesses their personality, interests, values, and skills they will be 
more prepared to make an informed decision of what type of volunteer placement they are 
interested in. Skills will be examined in this section. 
 
Volunteer/Job Related Skills and Interests (30 minutes) 
The purpose of this section of the curriculum is to begin exploring what the learners believe their 
skills are and to indicate areas of interest to them. The concept of differentiating between skills 
and interests is discussed heavily in this session of the curriculum to help learners understand the 
difference between the two terms.  

 Hand out A List of Volunteer and/or Job Related Skills and Interests and review the 
instructions with learners. 

 Learners complete this activity independently. 
 Be available to help answer questions 1:1 with the learners. 
 As a large group discuss the difference between what an interest is and what a 

skill is. 
 
  



Points for discussion: 
 
 Emphasise that we all have interests that 'someday' we would like to pursue. 

The reality is that we may not be able to pursue those dreams because we do 
not have the knowledge, skills or attitudes needed to successfully achieve the 
goal. 

 
Jimmy and Amir's Stories (40 minutes) 
The purpose of these case studies is to illustrate the difference between Jimmy, who has an 
interest in singing but does not have the skill of singing; and Amir, who is a naturally gifted and 
skilled singer. In this activity learners will explore the question "How do you know that you are 
good at something?" This is an important step for learners to recognise. Although you are 
interested in pursuing a volunteer placement and/or a job, it does not mean that you are skilled 
enough to reach that goal. For example, a low level literacy learner who wants to be a teacher 
may be interested in a teaching career, but does not have the knowledge or skills required at this 
time. Realistically, what can this learner do instead? What kind of volunteer placements could 
involve similar teacher-like abilities without being a certified teacher? 
 
The overall learning outcome of the Giving Back Program is that learners will be able to prepare 
for, identify and pursue a community volunteer placement. The Giving Back program is 
responsible for preparing learners for realistic volunteer placement options. There is a greater 
likelihood of success for learners if they match their knowledge, skills and attitude to an 
appropriate volunteer placement. 
 

 Hand out Jimmy and Amir's Stories. 
 As a large group read the stories or elect learners to read out loud to the class. 
 As a large group discuss the questions after each story. 

 
BREAK- 10 minutes 
 
What is the Difference? (20 minutes) 
The purpose of this activity is to further discuss and reinforce the answer to the question "What is 
the difference between an interest and a skill?" Learners need to understand the difference 
between these two terms so that they can accurately self-assess their skills before pursuing a 
volunteer placement. 
 

 Hand out What is the difference between an interest and a skill? 
 
 
Write on the board and as a large group discuss: 
 

 
 What kind of questions could we ask ourselves to determine if something is an 

interest or a skill? 
 
 



Make notes from this discussion and photocopy for learners to keep in 
their binders. 
 
 
 

My Skills and Interests (30 minutes) 
The purpose of this activity is to have learners re-assess their skills and interests and answer 
questions to defend their reasoning as to why they chose a particular item as a skill. 

 Hand out My Skills and Interests and have learners complete this activity independently. 
 Be available to answer learner's questions when completing this activity. 

 
Taking Inventory (30 minutes) 
The purpose of this activity is to have the learners summarise all the results of the Getting to 
Know Myself activities. Although repetitious in nature, this activity will help reinforce the 
learners' preferences towards personality, interests, values, and skills. Learners will be more 
prepared to make an informed decision related to what type of volunteer placement they are 
interested in/suited for. 
 

 Hand out Taking Inventory and review the instructions with the learners. 
 Learners complete this activity independently. 

 
Remind learners to keep this sheet handy when researching possible 
volunteer placements. 
 

Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical 
thinking about the topics covered in today's session. It is a quiet time when the learner 
answers thought provoking question(s) . •',""""""",' 
 

 
Write on the board: 
 

What has been your favourite part of Giving Back so for? Please 
explain your answer. 

 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are 
 
  



For Next Class & Salutations (5 minutes) 
 

 
Write on the board: 
 

 
Please go to several businesses and/or volunteer agencies and ask 
if you can have an application form. These will be used in Session 

17 - Filling Out an Application Form. 

 
Notes 

 
  



What Do I Want To Do? 
 

Session #16 - Researching Possible Volunteer Placements 
 
Learning Outcomes: Learner will be able to identify a community volunteer placement by self-
assessing and prioritising values and preferences and setting a goal in volunteering. 
 

Computers scheduled for use in this class 
Checklist: 
o Do you have computers in the classroom? 
o Are they ready to be used? 
o Do you have a working printer? 
o Do you need a volunteer to assist with the computer activity? 

 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and discuss 
any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from the onset 
that there may be unfamiliar words that they do not understand within this topic. By introducing these 
words ahead of time, difficult vocabulary may be less intimidating. Selected vocabulary may be repeated 
throughout the program. Three suggested options are listed that may be used to introduce this session's 
vocabulary to the learners. Timing may be a factor. Refer to the three suggested options that are listed 
in Session 1to complete this activity. 
 
NOTE TO INSTRUCTORS 
Throughout the Giving Back curriculum there has been a link between volunteer and paid work. This 
curriculum focuses on learners preparing for, identifying, and pursuing a community volunteer placement. 
However, learners and/or instructors may use this curriculum to support employment goals. For example, 
a learner taking the Giving Back Program may identify a possible volunteer placement as a counsellor. 
The learner becomes so interested in this that they think that would like to pursue counselling as a career. 
The learner would need to re-assess their long-term goal in order to establish the difference between the 
qualifications that they have and/or need for a volunteer position compared to what would be needed to 
become a paid counsellor. In other words, the learner would have to consider what further education, 
training or accreditation would be needed to become a counsellor. 
 
To help assess what other requirements may be needed the learner could explore the following web sites:  
 
  



 
"The learners really 
liked working on the 
computers and seeing 
their tabulations. " 
 
Giving Back Instructor 
 

 Essential Skills, HRSDC (Human Resources Skills Development Canada)  
(www.hrdc.gc.ca/essentialskills) 

 NOC Matrix (National Occupational Classification) 
 TOWES, HRDC (Test of Workplace Essential Skills, 

www.towes.com/measureup.asp) 
 Employability Skills 2000+ (Conference Board of Canada, 

www.conferenceboard.ca/nbec) 
 AWAL (Applications of Working and Learning National Project, www.awal.ca) 

 
The Giving Back Program will not specifically examine the web sites listed above. However, it 
is recommended that you research them if you have interested learners. The use of these web 
sites could also compliment the Giving Back Program by having Giving Back learner's research 
possible career information with their LBS tutors or instructors in their LBS classes. 
 
This section of the curriculum will look into researching possible volunteer placements. 
Depending upon the timing of the Giving Back Program that you are facilitating, you mayor may 
not have time to further explore the use of online aptitude appraisals from the HRSDC web site. 
This site includes iQuizzes and Blueprint for Life/Work. These resources can be accessed from 
the HRSDC (Human Resources Skills Development Canada) Essential Skills web site 
(www.hrdc-drhc.gc.ca/essentialskills). 
 
If these activities are used within the Giving Back Program, the 
timing will depend upon the number of learners in the class and 
the number of available computers. It is recommended that 
when some of learners are doing online activities that the 
remaining learners take this time to research possible volunteer 
placements (refer to the section of curriculum on Researching 
Possible Volunteer Placements). Learners are also encouraged 
to use personal time to research possible volunteer placements. 
 
These online aptitude appraisals could be used as an optional activity for your learners, either on 
their own time and/or with the help oftheir tutor/teacher, or if time permits, within the Giving 
Back Program. 
 
HRSDC iQuizzes 
The purpose of this activity is to have learners go online and take a career quiz and (if interested) 
a learning style quiz. These quizzes will further reinforce the learners' personal preferences. 
Learners will be more prepared to make an informed choice related to what type of volunteer 
placement they are interested in. "The quizzes are designed as a starting point in self discovery. 
Through Career Quizzes one can explore their abilities, interests and preferences as part of 
making a career decision." (www.jobsetc.ca/toolbox/quizzes) 
 
HINT: The links listed in this section can also be accessed from the AWAL web site 
(www.awal.ca). 
 
 



Career Quizzes: 
 Abilities Quiz: Identify abilities and get a list of matching occupations to explore. 
 Data, People, Things Quiz: Select ways that one likes to work with data, people and 

things and get a list of matching occupations to explore. 
 Work Preferences Quiz: Do you prefer directive, social, methodical, objective or 

innovative work? Complete the work preference inventory to get a list of occupations that 
match your preferences. 

 Work Values Quiz: What values are important to you in your work environment? 
 . (www.jobsetc.ca/toolbox/quizzes) 

 
 
Go to www.jobsetc.ca/toolbox/quizzes/quizzes home.sdo?lang=e and register all 
of the learners BEFORE class. Give the learners their login information (user ID 
and Password). 
 

 Try these quizzes yourself before having learners complete them to become more 
familiar with the process and content. 
 

 You may use the iQuizzes handouts and show them to learners before they 
complete the quizzes to help prepare them for the task at hand. Please note that 
these quizzes must be done online to get the results. 
 

 Results can be printed out and learners can keep them in their binders. 
 

 As a large group, review the process for this section of the class i.e., while some are 
working online, the others can begin researching possible volunteer placements. 

 
 Reinforce the fact that although these activities are called "quizzes" they are not 

"tests" and no one should feel anxious about completing the quizzes. Use these to 
help learners with self-discovery. 

 
 Once learners are logged on they may begin a jobsetc.ca iQuizzes Career Quiz by 

clicking on the link for iQuizzes. 
 Point out to learners that there are links related to job searching on the "My 

Account" page. 
 

 Please note that there are approximate time values assigned to each quiz. 
 
Blueprint for Life/Work 
"Successful career management comes from actively creating the life you want to live, 
with the work that you want to do. The Blueprint for Life/Work Design helps one to 
discover skills, knowledge and attitudes required to effectively design and manage one's 
life, work and career." (www.jobsetc.ca/blueprint/drilldown) 
 
 
 



My Blueprint Quiz 
"My Blueprint is an interactive self-assessment quiz (32 questions) that helps one to identify 
which competencies are the most important for you to learn about." 
(www.jobsetc.ca/blueprint/drilldown) 
 
Competencies: 

o Personal Management 
 Build and maintain a positive self-image. 
 Interact positively and effectively with others. 
 Change and grow throughout one's life. 

o Learning and Work Exploration 
 Participate in life-long learning supportive of life/work goals. 
 Locate and effectively use life/work information 
 Understand the relationship between work and society/economy. 

o Life/Work Building 
 Secure/ create and maintain work. 
 Make life/work-enhancing decisions. 
 Maintain balanced life and work roles. 
 Understand the changing nature of life/work roles. 
 Understand, engage and manage one's own life/work building process. 

(www.jobsetc.calbluprint/checkOuizComplete) 
 
Go to www.jobsetc.ca/toolbox/toolbox homel.jsp and click on 
"My Account". Click on the link for Blueprint for Life/Work. Iflearners 
are already registered injobsetc.ca they will not need to re-register. 
 
 

 Try "My Blueprint" yourself before having learners complete this to become more 
familiar with the process and content. 

 
 Refer to the Blueprint handouts provided to become more familiar with the process 

and content of the quiz. Be aware of words that may be difficult for some learners to 
read/understand and have alternative words available. 

 Please note that these quizzes must be done online to get the results. 
 Results can be printed out and learners can keep them in their binders. 

 
 As a large group, review the process for this section of the class i.e., while some are 

working online, the others can begin researching possible volunteer placements. 
 
 
 Reinforce the fact that although these activities are called "quizzes" they are not 

"tests" and one should not feel anxious about completing the quizzes. Use these tools 
to help learners with self-discovery. 

 
 Once learners are logged on they may begin ajobsetc.ca Blueprint for Life/Work Quiz. 



Researching Volunteer Placements 
This section of the curriculum contains culminating activities for learners to determine their most 
preferred type of volunteer placement. The second part of this section discusses where learners 
can go to research the type of volunteer placement that they are interested in. 
 
Where Do I Want to Volunteer? 
The purpose of this activity is for learners to match their personality, values, interests and skills 
to types of volunteer placements available. Upon completion of this section, learners will 
compare their answers from What Kind of Volunteer Work Do I Want to Do? to this activity's 
results. This will help to narrow the choices by cross-referencing the desired type of volunteer 
placements to the learner's preferred location, working environment, and benefits of 
volunteering. By the end of this activity the learners should have a short list of possible volunteer 
placements to research. This is a critical part of the learner's success in the Giving Back Program. 
 

 Hand out Where Do I Want to Volunteer? And review the instructions with the learners. 
 You may want to explain the types of volunteer placements to the learners prior to 

this activity so that the learners understand the terms used in this activity. 
 Learners complete this activity independently. 

 Be available to answer any questions the learners may have. 
 Take as much time as needed to complete this activity. 

 
Where Can I Research Volunteer Placements? 
The purpose of this activity is to introduce the topic of research and researching volunteer 
placements. Learners brainstorm possible places where they can look for information about their 
volunteer placement. 
 

 Hand out Where Can I Research Volunteer Placements? and review with the learners. 
 Divide learners into pairs to work on the chart section of this activity. By working in 

pairs, learners may be able to brainstorm more research possibilities and they may also 
feel less intimidated by the prospect of 'research.' 

 
As a large group discussion, write on the board the learners answers to 
"where I canfind out about it," to determine possible places to research 
volunteer placements. 

 
 NOTE: There is not an Instructor's version of this activity. 
 Suggested places to research volunteer placements are: 

 Field Trip to community volunteer agency. 
 Internet searches of volunteer organisations in the community. 
 Internet searches of organisations you are interested in volunteering for. 
 Phone book and/ or yellow pages 
 Talking to instructor, case manager, family, friends, etc. 
 Talking with people who volunteer/work at the organisation that you 
 are interested in volunteering for. 

 
 



 Library 
 Guidance counsellors at school 
 Newspaper, magazines, books 
 Go to organisation interested in volunteering for and talk to 
 employees/management. 

 
Self-Directed Research 
The learners are responsible for finding their own volunteer 
placement. The learners need to research their preferred 
volunteer placement. If there is time available in this Giving 
Back session or other Giving Back sessions to follow it is 
strongly recommended that the learners take this opportunity 
to research their preferred volunteer placements. There will 
be some time available in the last few sessions of Giving 
Back (sessions # 21 - 24) when learners will also have self-
directed learning time for choosing a volunteer placement 
however; session # 21- 24 time may also be needed to apply 
for, interview, etc. for a volunteer placement. It is  
recommended that learners use time management skills to research their volunteer placements 
not only in Giving Back class time but also during their personal time. 
 
 
My Choice 
The purpose of this demonstration is to have learners narrow down the field of potential 
volunteer opportunities and make a commitment to one or more key choices. The learners also 
need to make a commitment to follow through with his/her choice, and make plans to do so. 
 

 Hand out and review My Choice to learners. 
 It is not expected that learners will be able to complete this activity in this session 

however; My Choice is relevant to the topic of Researching a Volunteer Placement. 
 Be sure to set a due date for this activity with your learners. This should be done in 

the researching phase to lead to responsible decision making for choosing a 
volunteer placement section of the curriculum. 

 
Once completed, follow the practitioner's instructions for evaluating the 
learner's performance on this demonstration. 
 

 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 
 

 
Write on the board:  
 

 
"It's really important to 
emphasize to the learners 
to have more than one 
community placement 
option, in case one does not 
work out." 
 
Giving Back Instructor 
 



Is anything causing you to be stressed or worried in the Giving 
Back Program? If so please explain what is causing you stress and 

how your can try to make changes so that you are not stressed. 
 
*f there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 

 
Notes 

 
  



Notes 
 



What Do I Need To Do? 
 

Session #17 - Completing Application Forms and Career 
Portfolio 

 
Learning Outcomes: Learner will be able to prepare for volunteering by 
creating a career portfolio. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
What Do I Need to Do to Get a Volunteer Placement? (20 minutes) 
The purpose of this activity is to answer the question "What do I need to do to get a 
volunteer placement?" This section covers common mistakes in ajob search and the 
process of getting a placement or a job. 
 

 Hand out What Do I Need to Do to Get a Volunteer Placement? 
 Read and review as a large group. 

 
Filling Out Application Forms (60 minutes) 
The purpose of this activity is to 'breakdown' an application form and to show learners 
how to complete one. Sample application forms have been included for learners to 
practice filling out. This will help to reinforce the generalisation of the skills to other 
types of forms. Learners need to know how to apply knowledge and skills in a variety of 
similar, but not identical situations. 
 

 Hand out Filling Out Application Forms and review with learners. 
 

 Hand out Plants R Us Greenhouses Practice Application Form; Volunteer Action 
Centre's Volunteer Application Form; Region of Waterloo, Social Service Department's 
Placement Questionnaire; and City of Kitchener's: Volunteer Application Fact Sheet, 
Volunteer Screening Interview Sheet and Volunteer Form - Informed Consent; and make 
copies for learners to practice completing. 

 



 It is strongly recommended that you gather several different application forms from 
various business and volunteer agencies. 

 Hand out several copies of different application forms to each learner and have them 
practice filling out the forms. 

 Although there is not a formal assessment piece on this part of the curriculum it is 
recommended that you provide feedback to the learners as to how well they are 
completing these forms. 

 Learners can practice filling out application forms in any spare Giving Back class time or 
on their own time. 

 Timing of this section will depend upon how much time is used for practising filling out 
applications. 

 
BREAK- 10 minutes 
 
Career Portfolio (20 minutes) 
The purpose of this section of the curriculum is to explain what a career portfolio is, and to 
explain how to create one including what items or artefacts to put in a portfolio. A group work 
activity is introduced to add interest and comprehension. 
 

 Read and review What is a Career Portfolio? 
 Divide learners into two groups. 
 Each group is responsible for reading and summarising the main points of either Creating 

a Career Portfolio or Things to Put in a Career Portfolio. 
 Each group will present their information to the other group. 

 
Getting it Together: Creating a Career Portfolio (20 minutes to review) 
The purpose of this demonstration is to reinforce to learners that a career portfolio is a useful tool 
to have when seeking employment. It allows the learners an opportunity to self-assess his/her 
relevant skills and abilities, and to showcase these qualifications in a job interview. Learners 
demonstrate self-assessment skills when selecting artefacts to include in the portfolio. 
 

 Hand out Getting it Together: Creating a Career Portfolio and review with learners. 
 Designate a due date for this demonstration. It is recommended that the due date be 

by the last Giving Back class. Ensure that learners are aware of the due date. 
 Learners will have time to complete most of this assignment in class in later 

sections of the curriculum however; they are also encouraged to use personal time 
to complete this demonstration. 

 
Follow the practitioner's instructions with regard to assessment of this demonstration. 
 
 

 
Reinforce time management skills. 
 

 
 



For further information on supported job searching refer to Supported Job Search Part A: 
Coach's Guide and Part B: Student Manual, a partnership project of Prince Edward 
Learning Centre and Literacy Link Eastern Ontario, 2005. 
 
 
Self-Assessment for Volunteer Readiness (30 minutes) 
The purpose of this activity is for students to self-assess whether they are ready to begin 
volunteering. This checklist is divided into three parts. The first part covers information that 
learners would have acquired in Units 1- 3. The second part is in reference to information from 
Unit 4. The third part is in reference to Units 5 and 6. This checklist is being introduced in this 
class as a way of showing the learners their progress since the beginning of Giving Back and 
what remains to do in order to successfully pursue a community volunteer placement. 
 

 Hand out Self-Assessment for Volunteer Readiness and review the instructions with the 
learners. 
 Remind learners that even if they are "not ready" in any of the areas, by 

developing a plan in the "my plan" section, they are still working towards their 
goal. 

 Remind learners to be very honest with their answers to these questions. Realistic 
answers will yield realistic results. 

 Learners should keep this checklist in their binders for regular updating and referencing. 
 

Refer to Success in the Giving Back Program for the evaluative criteria for this 
assessment. After reviewing the results with the learner, place a copy of the assessment 
in the learner's portfolio. 

 
A Note to Learners 
 

 
Write on the board: 
 

 
Look in your Giving Back binder under the sections DICTIONARY 

and QUESTIONS. By the end of the Giving Back Program try to 
have all of your questions answered and definitions written for 

words that you do not understand. 
 
Learners can use any spare time in today's class or work on this over the next few weeks to 
complete these sections of their binders. 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 
 
 



Write on the board: 
 

How is your volunteer placement research going? What is the 
most surprising or interesting part of your research so far? 

 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s).  

 
Notes 

  



What Do I Need To Do? 
 

Session #18 - Writing a Resume 
 
Learning Outcome: Learner will be able to prepare for volunteering by creating a resume. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 

Computers scheduled for use in this class 
Checklist: 

o Do you have computers in the classroom? 
o Are they ready to be used? 
o Do you have a working printer? 
o Do you need a volunteer to assist with the computer activity? 

 
Guest Speaker (1 hour and 10 minutes) 
The purpose of a guest speaker is to add validity to the topic of the session. This topic is not just 
being talked about in class - it is also happening in real life volunteer and/or work situations. The 
guest speaker may present their information in either the beginning or later section of the class. 
 
Options: 
 
1) It is recommended that an employee/volunteer from an employment centre visit the classroom 
and discuss: what a resume is, how to prepare/write a resume, what a good resume looks like, 
and/or where someone can go for help in writing a resume. 
 
2) If the first option is not available, the learners could go and visit an employment centre and 
discuss in person the topics mentioned above in (1). 

 a)  Provide guest speaker with Unit 5 Guest Speaker: Writing a Resume prior to speaking 
engagement for consideration and review.  

 
 
 
 



 
b)   Have a learner thank the guest speaker for their time and for sharing their experiences 

with the class. 
c)   Please note that the guest speaker may speak longer than the time allotted. If needed, 

adjust break time and class activities accordingly. 
 
What is a Résumé? 
The purpose of this section of the curriculum is to introduce the topic of resume writing. It 
includes: 

 defining a resume 
 listing what a good resume looks like 
 brainstorming what goes into a good resume 
 components of a good resume including examples 
 types of resumes and examples of Chronological and Functional Resumes 
 using action verbs in resumes 
 what not to include in a resume 
 a resume checklist 
 where one can go to find help with writing a resume 

 
NOTE: Timing on this section depends upon the learner's ability to grasp the information 
provided. Any additional time at the end of the class should be used for researching possible 
volunteer placements and/or writing a resume. 
 

 Hand out Writing a Resume and review pages 1 - 2 with learners. 
 

 Divide learners into groups and brainstorm answers for question: "What do you think 
goes in a resume? on page 2. 

 After a few minutes, each group gives brief presentation of their ideas to share with the 
class. 

 
Decide on key components that the learners feel go into a resume, and 
have learners write the list of components for a resume in their notes. 
 
 
 

 Review pages 3 - 8 (Amanda Danato's Story) with learners. 
 Divide the class into pairs and have each pair review the City of Kitchener's Reference 

Check Form, and answer the following question: 
 
Write on the board: 
 

After reviewing the City of Kitchener's Reference Check Form what 
words or phrases on the form have been discussed throughout the 

Giving Back Program? 
Please list all words/phrases. 

 



 Review with the class: 
 Pages 11 - 13 (Types of Resumes -- Making an Impact). 

 In pairs, have learners work on Putting it into Action. 
 Review with the class: 

 pages 16 - 18 (What Not to Include in a Resume - (Where to Find  Help 
Writing a Resume) 

 
Either in a small group setting, rotating through all learners or as a large group 
huddled around a computer review with the learners: 
 

 pages 18 - 19 (Using a Resume Template: Finding a Resume Template in 
Microsoft Word - Using a Resume Template: Using the Microsoft Word 
Resume Wizard) 

 
Creating a Resume Demonstration 
The purpose of this demonstration is have learners create a resume using the information  
acquired in the Giving Back Program. Learners need well written and professional looking 
documents to be successful in a job search. 
 

     Hand out Creating a Resume demonstration and review with learners. 
 Be sure to read all Instructions for Practitioner before class. 
 Set a time limit and/or a submission deadline for the activity. 

 
OPTIONAL: Use of Essential Skills For Resume Writing 
Learners could use the Essential Skills Profiles (HRSDC) to search previous jobs to enhance how 
one describes their skills on a resume. For example, a learner who was previously employed as a 
cashier is currently writing her resume. She could do an Essential Skills Profile search of 
'cashier' and use the skills described as a cashier in Essential Skills for her resume if the same 
skills apply. 
 
Cover Letters 
The purpose of this activity is to introduce the topic of cover letters. These are often associated 
with a resume. This is only an introduction to the topic and those learners interested in learning 
more about writing effective cover letters should research:  

 The Internet for local employment services that offer cover letter writing skills. 
 The Internet for web sites that provide cover letter writing information. 
 Their school/learning centre for resources related to writing a cover letter. 
 Ask their LBS instructor/tutor for assistance in researching or learning how to write an 

effective cover letter. 
 

 Hand out Cover Letters and review with learners. 
 If time is available have learners go to The Learning Edge web site (issue # 3) 

to experience an interactive article on writing cover letters.  
 
 



 
"The learners liked 
seeing the progress of 
their resume on the 
computer. " 
 
Giving Back 
Instructor 
 

 
 
 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical 
thinking about the topics covered in today's session. It is a quiet time when the learner 
answers thought provoking question(s) . 
 

 
• Write on the board: 
 

 
Do you feel that you have increased your feeling self worth since 
the beginning of the Giving Back Program? Please explain your 

answer. 
 
*If there is not enough time at the end of class, learners can write in 
their journal as homework. Although journal entries are not being 
assessed it is recommended that all learners complete their journal 
entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. 
This may also include reminders of any. work that needs to be done 
for the next session(s). 
 
 

Notes 
 
 
  

For further information on writing cover letters, refer to: The Learning Edge, 
Issue # 3 at 

http://thewclc.ca/edge/issue3/index.html 
 



 
 

What Do I Need To Do? 
 

Session # 19 – Interviews 
 
Learning Outcome: Learner will be able to prepare for volunteering by participating in a mock 
interview. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record punctuality, and 
discuss any housekeeping issues. 
 

Computers scheduled for use in this class 
   Checklist: 

o Do you have computers in the classroom? 
o Are they ready to be used? 
o Do you have a working printer? 
o Do you need a volunteer to assist with the computer activity? 

 
Pre-reading Strategy (10 - 20 minutes) 
The purpose of this strategy is to introduce this session's topic and to have learners know from 
the onset that there may be unfamiliar words that they do not understand within this topic. By 
introducing these words ahead of time, difficult vocabulary may be less intimidating. Selected 
vocabulary may be repeated throughout the program. Three suggested options are listed that may 
be used to introduce this session's vocabulary to the learners. Timing may be a factor. Refer to 
the three suggested options that are listed in Session 1to complete this activity. 
 
Guest Speaker (1 hour and 10 minutes) 
The purpose of a guest speaker is to add validity to the topic of the session. This topic is not just 
being talked about in class - it is also happening in real life volunteer and/or work situations. The 
guest speaker may present their information in either the beginning or later section of the class. 
 
Options: 
 
1)    It is recommended that an employee/volunteer who has experience interviewing people visit 

the classroom and discuss: the purpose of an interview, what interviewers expect from 
interviewees, what are typical interview questions and how to answer questions, difficult 
questions to answer, and overall recommendations to those participating in an interview.  

 
 
 
 



2)     If the first option is not available, the learners could visit an employment centre and discuss, 
in person, the topics mentioned above in (1). 
a)   Provide guest speaker with Guest Speaker: Unit 5, Going For an Interview prior to 

speaking engagement for consideration and review. 
b)   Have a learner thank the guest speaker for their time and for sharing their experiences 

with the class. 
c)   Please note: the guest speaker may speak longer than the time allotted. If needed, adjust 

break time and class activities accordingly. 
 
BREAK- 10 minutes 
 
The Interview 
The purpose of this activity is to introduce the topic of interviews to the learners. The 
information presented in this session will be helpful for the learners as they are expected 
to participate in a 'mock' interview in Session 20. 
 
NOTE: Timing on this section depends upon the amount of learner: computer ratio. 
 

 Hand out The Interview and review with learners. (pages 1 - 2) 
 
Emphasise prior learning (such as communication skills), related to preparing for an 
interview. 

 
 Make several copies of the Interview Information Form and hand out 3 blank copies per 

learner. 
 As a large group discussion, pretend that you are calling the learners with information 

about an upcoming interview. 
 Have learners complete the form based upon your 'mock' phone conversation. 
 Go through this exercise 3 times. Each time provide less help to learners, such as 

repeating information. 
 
Emphasise how important listening skills are. When taking such an important call, stay 
focused, and ask any questions they are unsure of. 

 
 Review The Day of The Interview, During The Interview: The Interview Process, What to 

do in an Interview checklist, and What to Expect in an Interview (pages 5 - 5) 
 

 Divide learners into pairs and have learners work on question: What questions do you 
think may be asked in an interview? (Demonstration, page 8) 

 After 10 minutes, each group informally presents their questions. 
 
Write learners questions on the board. 
 

 
 Review Questions Commonly Asked During an Interview (P.7). 
 Are any of the questions similar to the list on the board? 



 Review Top 10 Questions From The Learning Edge Cp.8) 
 Divide learners into pairs and/or learners work independently depending upon number of 

learners and/or computers. 
 

Have each pair/learner work through The Learner's Edge Top 10 Interview 
Questions via the web site and the Let's Try it! exercise on page 9. 

 
 

 As a large group, discuss the learner's answers to What do you think the question means? 
and compare these answers to what the learners found out from the web site (What does 
the web site say?) 

 Refer to Instructor's The Interview: Top 10 Interview Questions for further 
answers from the web site. 

 
 Review After the Interview. 

 
 Review List of References. 

 
 
 
 
 
Participating in a Mock Job Interview 
The purpose of this demonstration is to have learners participate in a mock interview. Volunteer 
agencies often select volunteers on the basis of their performance in an intake or screening 
interview. Volunteers need to be able to present their qualifications in an effective manner. 

 
To help ensure success of the mock interviews read the Instructions for the 
Practitioner prior to organising the mock interviews. 
 

 Create a schedule for mock interviews. Allow timing for all of your learners to take part 
in: 

 a 15 minute interview 
 a 5 minute debriefing of the interview 
 allow for 5 minutes between each learner 

 
 Hand out and review: 

 The Job Interview: What Do I Need to Do? Getting Ready For the Interview, and 
How Did I Do? 

 Hand out Interview Schedule to learners. 
 Mock interviews will take place next session. 

 
Practice Interviewing 
The purpose of this activity is to have learners practice participating in an interview. The more 
interviews one participates in the easier and less stressful an interview becomes. 

For further information on interviews, refer to: The Learning Edge, Issue # 5 at 
http://thewclc.ca/edge/issues/index1.html 

 



 Encourage learners to take time to practice being an interviewer and a person being 
interviewed with a partner: a fellow student, the instructor, or a guest to the classroom. 

 Use time when learners are not on the computer and/or any remaining class time. 
 
Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 

 
Write on the board: 
 

 
What makes you nervous about ajob interview? What strategies 
can you use to overcome your nervousness related to interviews? 

 
*If there is not enough time at the end of class, learners can write in their journal as homework. 
Although journal entries are not being assessed it is recommended that all learners complete their 
journal entries. 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic(s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 

Notes 
 
 
  



What Do I Need To Do? 
 

Session #20 - Mock Interviews 
 
Learning Outcome: Learner will be able to prepare for volunteering by 
participating in a mock interview. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, take attendance, record 
punctuality, and discuss any housekeeping issues. 

 
NOTE: The Participating in a Mock Job Interview Demonstration information 
should be reviewed and given to learners before this session. 
 

 
This session is to be used for mock interviews. This may take the entire class time allotted. If 
there is time available, learners are encouraged to: 

 Research possible volunteer placements. 
 Write their resume. 
 Finish any incomplete work to date. 

 
It is recommended that the setting for the mock interviews be as real as possible. 
 

 If you choose to have the mock interviews in your classroom, please advise learners to 
make other arrangements to work in another location. 

 Learners should wait for their interview time quietly outside of the room where mock 
interviews are being held. 

 A representative from the interview panel (preferably the learner's instructor) may greet 
them and welcome them into the interview room at the appropriate time. 

 The more real the experience is, the more likely the learner will be to benefit from, and 
remember it. Hopefully the learner will also feel more relaxed when it is time for future 
interviews. 

 As stated in the Participating in a Mock Job Interview Demonstration, the use of video 
equipment is an option. 

 
Debriefing the learner as to their performance immediately after the interview is a way of 
constructively reinforcing both the positive and negative (what the learner can try to improve 
upon for next time), aspects of their performance. 
 

 Always end the debriefing on a positive note. You may wish to provide the learner with a 
written appraisal of their interview results.  

 
  



Notes 
 
  



 
"My favourite part of this 
program was finding my own 
volunteer placement and 
knowing that I will succeed and 
help out in my community. " 
 
Giving Back Participant 
 

 
'Tt's a dream come true! 
(Working with horses in a 
stable as a volunteer). " 
 
Giving Back Participant 
 

Choosing the Right Placement 
 

Session #21 - 24 - Choice of Placement: Self-Directed 
 
Learning Outcome: Learner will be able to pursue his/her choice of a 
volunteer placement. 
 
Welcome! (5 minutes) 
The purpose of this is to welcome the learners to class, 
take attendance, record punctuality, and discuss any 
housekeeping issues. 
 
Choosing The Right Placement 
The purpose of this section of the curriculum is to 
allow for self-directed learning. Learners have gained 
a vast amount of knowledge related to identifying and 
preparing for a volunteer placement. This final section 
of the curriculum is dedicated to learners pursuing 
their preferred choice of a volunteer placement. 
 
Any incomplete work should be completed in these sessions. 
 
Career portfolios should include the following: 

 My Choice Demonstration completed for at least one possible volunteer placement. 
 Completed Resume 
 Completed List of References 
 Copies of Awards 
 Letters of Recommendation 
 Giving Back Certificate 

 
However, the main focus is to use this time to complete the 
career portfolio and to acquire a 
community volunteer placement. 
 
Learners are encouraged to use this time to schedule 
appointments; go into the community to do further research; 
collect application forms; and/or schedule interviews. Ideally, 
learners will have acquired a volunteer position and be ready 
to being their 12-week placement by the end of Session #24. 
 
 
 
 
 
 



 
"It was nice to have some 
time to get everything 
done." 
 
Giving Back Participant 
 

Class # 24: Recognising Success in the Giving Back Program 
The purpose of this activity is to show, by means of a certificate, that the learner has met all of 
the requirements to successfully complete the Giving Back Program. 

 
Evaluate each learner's overall performance using the information contained in 
Success in the Giving Back Program. 
 

Journal (20 minutes) 
The purpose of having learners write in a journal is to promote reflective and/or critical thinking 
about the topics covered in today's session. It is a quiet time when the learner answers thought 
provoking question(s). 
 

 
Write on the board: 
 

 
Class # 21: 
 

You are in the final section of the Giving Back Program. How do 
you feel- overwhelmed, anxious, excited, eager or hopeful? 

Explain your feelings. 
 
Class # 22: 
 

Compare how your life has changed from the beginning of Giving 
Back until now. 

 
Class # 23: 
 

What successful and not- so-successful experiences have you had 
in Giving Back? Explain your answer. 

 
Class # 24: 
 

Congratulations! You made it through Giving Back! How do you 
feel right now? 

 
 
For Next Class & Salutations (5 minutes) 
The purpose of this is to introduce the topic( s) for the next session. This may also include 
reminders of any work that needs to be done for the next session(s). 
 
 
 
 
 



Notes 
  



Notes 
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