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Beginner’s Guide for
Program Coordinators of
Smaller Literacy Agencies
A project of The Mid North Network
for the Coordination and Development of Adult Learning,
funded by the Ministry of Training Colleges and Universities
Beginner’s Guide for Program Coordinators is intended to ease the transition process for the
newly hired program coordinator of the smaller literacy agency who has to fulfill many
functions. It is also meant as a tool for regional literacy networks to ease that transition by
encouraging the network to take an active role in mentoring and coaching through identifying capable mentors within the network. It is by no means an exhaustive guide of the
extensive resources available, but rather a starting point.
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Introduction
The Mid North Network for the Coordination and Development of Adult Learning covers a very large area
of Ontario, including eleven Literacy Service Planning areas and over forty Literacy and Basic Skills (LBS)
agencies. One of the difficulties many of the smaller agencies encounter is the transition process from one
program coordinator to another. The administration of the Mid North Network understands that this is a problem throughout Ontario for the smaller agencies, and put forth a proposal for the development of an introductory manual which would help the newly hired program coordinators meet their responsibilities. This manual
is designed to help the new program coordinator adjust to the adult literacy environment where the learning
curves are steep, the expectations extensive, the resource materials exhaustive (and sometimes confusing), the
language unfamiliar, and the environment resembling uncharted territory. Efforts have been taken to keep the
terminology as simple as possible, to keep the process as simple as possible, and to address the needs of the
new program coordinator in getting up to speed as quickly as possible so as to satisfy the requirements of the
position and allow the new program coordinator to experience success.
It is also recognized that the requirements of the position will not be the same with every agency. In some
agencies, for example, the program coordinator is not expected to maintain the financial records. In others this
may be a requirement. These expectations will be part of the hiring process, and will not be reflected in this
manual. In addition to identifying some of the most important transition practices a coordinator should consider, this manual also identifies the mentoring function of the regional network. The manual also outlines the
agency obligations to the Ministry of Training Colleges and Universities (MTCU). As the new program coordinator gains experience these practices will, of course, be adapted to the exigencies of the particular area and
agency. While the demands will be numerous, the transition for a new program coordinator need not be fraught
with anxiety if the perspective on the service one is providing is kept clear.
During the course of the project it became evident that the new program coordinator is often unaware of
the resources available. The regional network has a substantive part to play in providing this knowledge;
coordinating the mentoring of the new program coordinator is a viable role for the regional network. It is part
and parcel of creating a vibrant regional network and strengthening the linkages within the network. The new
program coordinator should feel encouraged to turn to their network administrator for this assistance.
This project is complementary to the Succession Planning project being conducted by Literacy Link South
Central, which project is devoted to the entire succession process. That project delivered a questionnaire to numerous agencies across Ontario asking them what they would like to see as part of the succession process. We
were asked to submit our questions with this initial survey as part of the needs assessment. The questions we
submitted rated a very high response in terms of the need for a simplified starting point for the new program
coordinator. This project is the effort to fulfill that need.
The resources listed in this manual are not exhaustive, but reflective of selective Beginner’s Guide options.
They are suggestions. The work of listing all the available resources pertinent to Ontario was done in 2001 in
an excellent volume entitled New to Literacy in Ontario? What Literacy Staff Need to Know, by Anne Semple
and published by Literacy Link South Central. The National Adult Literacy Database (NALD) keeps a consistently updated list of resources at their web site: www.nald.ca
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Finally, the objective is to help the new coordinator to identify usable processes for their particular agency.
If you, as the new program coordinator, start with a simple organization process which can be built upon and
adapted as need arises, with the help and support of your regional network, the ability to serve the LBS client
is continually enhanced. Part of the process remains - How not to get overwhelmed. This means identifying
what your roles and responsibilities are, prioritizing them, assessing where your main difficulties may lie, and
determining where to get the best training and support to resolve those difficulties. Simple, yes? It is simple, if
you keep in mind that your TCU Field Consultant, your Network Administrator, your provincial literacy organizations, your board of directors, and numerous others are all conspiring to assist you. You are part of the front
line in an ongoing struggle to support the aspirations of those with low literacy skills. Your work is recognized
by Employment Ontario as providing the foundation skills required by Ontario workers to survive and thrive
in today’s employment environment, an environment which is constantly shifting and changing. Hopefully this
manual will be adaptive to your needs.
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Some Self Assessment Questions:
1. Are you having difficulty understanding the language of literacy? Do you have a hard time understanding
people or literature because of the acronyms used?
2. Would you like to have someone to give you a bit of personal guidance? Do you have specific questions and
need someone to call to ask those questions? Are you feeling alone in your position?
3. Do you know what your Regional Network is? Do you understand that your organization is part of a geographical region as well as a specific stream. Have you made contact with your Regional Network? Do you
know who your Regional Network director is?
4. Are you familiar with your Literacy Service Plan? Do you know the other agencies in your Literacy Service
Plan? Do you know the stakeholders in your area? How well do you know your literacy community?
5. Do you understand the commitment to Common Assessment that the agencies in your Literacy Service Plan
have undertaken? Are you familiar with the tools available to assure that you are complying with Common
Assessment?
6. Have you familiarized yourself with the Literacy and Basic Skills Program Guidelines - the “Bible” of LBS
agencies? Do you have a copy handy for easy reference?
7. Are you familiar with the accountabilities your agency has in terms of your annual business plan? Do you
understand that the Ministry of Training Colleges and Universities will monitor your program based on your
long term contract and your annual business plan? Have you read your agency business plan?
8. Are you familiar with the requirements of keeping accurate Learner Files? Do you know which documentation you need to keep, starting with Intake and Learner Information? Do you understand the process from
entry to exit when it comes to Learner Files?
9. Have you familiarized yourself with the LBS Program Management web site?
10. Have you looked over the annual business cycle documents which need to be submitted to the MTCU? Are
you familiar with your Audit Guidelines.
11. Have you read your Contract with the MTCU, and do you understand your commitments as outlined on
your Schedule B?
12. Do you have your Annual Workplan prepared, with reference to all the annual requirements you have to
meet as a Program Coordinator?
13. Are you maintaining the required Learner Satisfaction Surveys? Are you familiar with Continuous Improvement Performance Management and the importance it plays in your agency’s service delivery?
14. How comfortable are you in using the Information Management System (IMS)? Do you understand that
there is basic information which is required to be input every month? Do you have a system in place to keep
accurate records, and documentation to back-up the figures which are entered into the IMS?
15. Do you know where to get the latest information on Employment Ontario, and do you understand how LBS
Programming fits into the Employment Ontario programs and services? Do you know where to get the
training or resources you need on-line to improve your abilities and understanding? Do you know which
provincial organizations you are a member of and where their websites are? Are you familiar with the online
literacy community and the resources available to you?
You will find some help in this manual.
Mid North Network, 2009
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Program Coordinator
It’s clear that if you’ve been hired to fulfill the role of Program Coordinator, you care about literacy and
you care about people. What is also evident in many of the smaller agencies is that the lead role is often taken
on by someone who has little background knowledge in the literacy field. Often individuals are hired more on
the basis of their other experience, sometimes for their experience in management areas or people skills. It is
equally fair to say that when someone does take a position such as this, they do it for other reasons that are very
important to the functioning of such an agency, these being humane qualities: a deep caring for the community,
a desire to help, because they knew individuals with literacy issues, perhaps because they come from a literacy
volunteer background or worked in some other volunteer or service capacity. These qualities cannot be undervalued. No-one should be in this field if they carry a judgmental attitude towards the learner. The learner will
always sense this and resent this.
This transition process is very familiar to smaller agencies and to the MTCU Field Consultants. It often
seems like an agency coordinator has to begin from scratch when they take on the position, but this is not in fact
so. Someone who has taken on the role of coordinator will also readily identify that the principles which apply
to the literacy learner equally apply to one’s self: it’s a process of self-assessment, identifying a goal, setting a
learning path, accessing the training and knowledge materials, determining the basic requirements and fulfilling
those as best as possible. Often the new coordinator will not be aware of the learning curve and/or the volume
of materials available. However, Ontario literacy partners have worked diligently, and continue to do so, to
clarify the process and assure the necessary supports are in place. Organizations such as Community Literacy
of Ontario have devised excellent on-line training programs accessible to literacy practitioners. These can be
utilized by the new coordinator and all new staff and/or volunteers. It’s more a matter of directing one’s self to
the appropriate place.
How do you do this? Well, your position as coordinator requires you to assess the skills of others. Perhaps
it’s time to do a quick assessment of your own knowledge and skills attached to the field of literacy. The purpose of the assessment will be the same as any assessment: to provide direction. It’s not about your character
or willingness or talent or ability; it’s about determining where to go to get the information and support you
need immediately. It can’t be stressed enough that there are supports in place to help you succeed. The Regional
Network is one major support. Ask for help if you can’t find what you need. The literacy field is about people
helping people to achieve their goals. This applies not only to the literacy learner, but to all the practitioners
within the field. This is an extremely friendly community, as you will find if you are not already aware, with
people sharing ideas, methods, materials and more. Your Regional Network is intended to build that interactive
and supportive model in an efficient manner. If you can’t find what you need -- ask. Your Regional Network
administrator is connected to numerous resources.

Mid North Network, 2009
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Terms and Acronyms
“Please complete your LSP documents and forward to the TCU and the Network ED. FYI
the CLO and LLO are cooperatively introducing ESL/ESOL instruction. In addition to preparing learners for employment or for ACE, your learners may access ILC through TVO online,
and GED training is available online, so mention that to your stakeholders, ie. OW. New materials have also been posted on NALD. Don’t forget to access EOPG for the latest information on
EO directives. This note at the same time serves as a reminder that your Schedule B needs to be
signed and returned.”
Did that make you feel uncomfortable? Acronyms are typical to any field of specialization, and the literacy
field is no exception. They are intended to speed the process of communication, but they can also serve as a
barrier to those new to, or unfamiliar with, the field. Sometimes those who have been in the field for a length
of time forget that it can be very confusing for the new program coordinator. Not only is it confusing, it is also
intimidating, and can be interpreted as an elitist form of communication, intended to put one in one’s place.
That is not the intention, of course, because elitism has no place in the literacy field. It serves all those who are
involved with helping the new coordinator to keep this in mind; the speed of acronyms does not always improve communication. However, as a new coordinator you will encounter documents and people that make use
of these acronyms, and you may need to access a handy guide to navigate through the terminology. If you are
speaking to someone personally, don’t hesitate to ask that person not to use acronyms. Once someone realizes
they are doing this they will readily stop. Everyone at one time or another was in this position, and remembers
what it was like.
The following acronyms are literacy and employment acronyms pertinent to use in Ontario. Some acronyms
are attached to older documents and may not be in current usage.

A

AAP.......................
ABE......................
ABEA....................
ABL/N..................
ACA......................
ACAATO..............
ACE......................
ACL.......................
ACTEW................
AGM.....................
AlphaCom.............
AlphaPlus..............
AlphaRoute...........
ALS.......................
ASL.......................
AU.........................
AUP.......................

Adjustment Advisory Program		
Adult Basic Education
Adult Basic Education Association of Hamilton/Wentworth (Network)
Adult Basic Literacy/Numeracy
Apprenticeship Certification Act
Association of Colleges of Applied Arts and Technology of Ontario (now
“Colleges Ontario”)
Academic and Career Entrance, certificate and curriculum at colleges
Association for Community Living
A Commitment to Employment & Training for Women
Annual General Meeting
On-Line Discussion Network for Literacy Organizations
Support Organization, Technical
web-based distance education resource
Aboriginal Language Standardisation Project
American Sign Language
Academic Upgrading
Academic Upgrading Partnership
Mid North Network, 2009
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B

BEST.....................		
Basic Education Skills Training
BTSD.................... Basic Training for Skills Development

C

CAAT....................
CABS....................
CAL.......................
CAPLA..................
CBT.......................
Centre FORA........
CESBA..................
CFLDB..................
CH/SCH................
CIPMS..................
CLO......................
CLWE...................
CNIB.....................
COMSOC..............
CQA......................
CQS.......................
CSAC....................
CSC.......................

D

DLI........................
DTP.......................

E

EARAT..................
EAS.......................
EDU......................
EI...........................
EO.........................
EOIS......................
EOPG....................
ERC.......................
ESL/ESOL............
ESP........................
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Canadian Adult Achievement Test
Common Assessment of Basic Skills
Canadian Alliance for Literacy
Canadian Association for Prior Learning Assessment
Community-Based Training
Centre franco-ontarien de resources en alphabetisation		
Ontario Association of Adult and Continuing Education School Board
Administrators
Canadian Federation Labour Development Board
Contact Hours/Student Contact Hours
Continuous Improvement Performance Management System
Community Literacy of Ontario
Clearinghouse for Literacy Workers’ Education
Canadian National Institute for the Blind
Ministry of Community and Social Services
Contract Quality Assurance
Core Quality Standards
College Standards and Accreditation Council
College Sector Committee for Adult Upgrading

Deaf Literacy Initiative
Desktop Publishing

Entrance Academic Requirements for Apprenticeship Trades
Employment Assistance Services
Ministry of Education
Employment Insurance
Employment Ontario
Employment Ontario Information System
Employment Ontario Partners Gateway (website)
Employment Resource Centre
English as a Second Language/English for Speakers of Other Languages
Essential Skills Profile
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F

FSL........................

G

GED......................
GOLD...................
GWA......................

H
I

J

French as a Second Language

General Educational Development (High School Equivalency Test)
Goal of Literacy for Deaf People - (old term) -see DLI
General Welfare Allowance (old)

HRDC...................

Human Resources Development Canada (old) - see SC

IALS......................
IALSS...................
IAS........................
IC..........................
IELTS....................
ILC........................
IMS.......................
I&R.......................
IRPA......................
ISD........................

International Adult Literacy Survey
International Adult Life Skills Survey
Industrial Adjustment Services
Industry Canada
International English Language Testing System
Independent Learning Centre
Information Management System
Information and Referral
Information & Referral Protocal Agreements
Integrated Service Delivery

JCB........................

Job Creation Partnership

L

La Coalition..........

LAI........................
LB/LTB/LTAB......
LBS.......................
LCPP.....................
LD.........................
LDAO...................
LFDS.....................
LINC.....................
LINDR..................
LITNW..................
LLC.......................
LLEO....................

la Coalition Francophone pour l’alphabétisation et la formation de base
en Ontario
Labour Adjustment Initiative
Local Board/Local Training Board/Local Training and Adjustment Board
Literacy and Basic Skills
(old) see LSP
Learning Disabled/Disability
Learning Disability Association of Ontario
Literacy Field Development Support/Services
Language Instruction for Newcomers to Canada
Literacy Network of Durham Region
Literacy Northwest (Network)
Laubach Literacy Canada (old)
Literacy Link Eastern Ontario (Network)
Mid North Network, 2009
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LLI........................
LLN.......................
LLO.......................
LLSC.....................
LMA......................
LMDA...................
LMPA....................
LNNE....................
LOARC.................
LOCS....................
LOON...................
LSAF.....................
LSP........................

M

MCL......................
MCSS....................
MET......................
MNN.....................
MOL......................
MOPP....................
MTCU...................
MTML...................
MWP.....................

N

NALD...................
NLP.......................
NLS.......................
NOC......................
NON......................
NTAB....................
NWD.....................

O

OAHC...................
OAYEC.................
OBS.......................
OBSW...................
OCASI..................
OCCL....................
OCL.......................
ODSP....................
OISE......................
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Laubach Literacy International
Literacy Link Niagara (Network)
Laubach Literacy Ontario
Literacy Link South Central (Network)
Labour Market Agreement
Labour Market Development Agreement
Labour Market Partnership Agreement
Literacy Network Northeast
Learning Outcomes and Assessment Resource
Literacy Ontario Central South (Network)
Literacy Opportunities in Ontario North
Learner Skill Attainment Framework
Literacy Service Plan

Movement for Canadian Literacy
Ministry of Community and Social Services
Ministry of Education and Training (old)
Mid North Network for Adult Learning (also MNNAL)
Ministry of Labour
Manual of Policies and Procedures (OLC)
Ministry of Training, Colleges and Universities
Metro Toronto Movement for Literacy (Network)
Multiculturalism in the Workplace

National Adult Literacy Database
Ningwakwe Learning Press
National Literacy Secretariat
National Occupation Classification
Network of Networks
Niagara Training and Adjustment Board
No Wrong Door

Ontario Association of Help Centres
Ontario Association of Youth Employment Centres
Ontario Basic Skills
Ontario Basic Skills in the Workplace
Ontario Council of Agencies Serving Immigrants
Ottawa-Carleton Coalition for Literacy (Network)
Ontario Community Literacy
Ontario Disability Support Program
Ontario Institute for Studies in Education
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OJIB......................
OLC......................
OMAFRA..............
ONESTEP.............
ONLC....................
OSSC....................
OSSD....................
OTEAC.................
OTIS......................
OW........................
OYAP....................

P

PHDALN..............
PLAR....................
PRLN....................

Q

QUILL...................

R

RALS....................
RRE/RRTS............

S

SAP.......................
SAR.......................
SARAW................
SC..........................
SCLN....................
SDAG....................
SEEN....................
SIF.........................

T

TCLN....................
TDD......................
TESL.....................
TOEFL..................
TOEIC...................
TQAA....................

Ontario Jobs Investment Board
Ontario Literacy Coalition
Ontario Ministry of Agriculture, Food and Rural Affairs
Ontario Network of Employment Skills Training Project
Ontario Native Literacy Coalition
Ontario Secondary School Certificate
Ontario Secondary School Diploma
Ontario Training and Education Action Coalition
Online Training Information System
Ontario Works
Ontario Youth Apprenticeship Program

Peel/Halton/Dufferin Adult Learning Network
Prior Learning and Assessment Recognition
Project READ Literacy Network

Quality in Lifelong Learning (Network)

Recognition of Adult Learning System
Rapid Re-Employment and Training Strategy

Self-Assessment Process
Social Assistance Recipient
Speech Assisted Reading and Writing
Service Canada
Simcoe County Literacy Network
Service Delivery Advisory Group
Social Enterprise Employment Network
Sector Initiative Fund

Tri-County Literacy Network
Telecommunication Devices for the Deaf
Teachers of English as a Second Language
Test of English as a Foreign Language
Test of English for International Communication
Trades Qualification and Apprenticeship Act
Mid North Network, 2009
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TSP........................
TWS......................

W

WCB.....................
WSIB....................
W/WEBS...............
WPB......................

Y

YES.......................

Training Support System
Targeted Wage Subsidy

Workers Compensation Board (old) see WSIB
Workplace Safety and Insurance Board
Workplace/Workforce Employment Basic Skills (old)
Workplace Preparation Branch (old) -see MTCU

Youth Employment Services

Below, keep a record of any further acronyms which may prove useful to you:
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Mentoring
New Program Coordinators
Coaching and mentoring are also options which you can utilize through your network. Due to the changing
pace of the literacy field a systematic approach to coaching and mentoring has not yet taken hold to the same
extent that it has in the business field, but because of the significant benefits of coaching and mentoring, these
options are being examined by the Network Administrators. The benefits of coaching and mentoring to you may
include:
• acquiring the valuable skills and knowledge you need in a less formalized way, without
having to go through the trial-and-error process;
• having a model which can be referred to in person, providing for consistency in development;
• alleviating the agency of having to purchase or implement expensive formal training
programs;
• utilizing internal coaching/mentoring reaps superior development benefits for not only the
new program coordinator, but the entire organization.
The following is meant to also assist the Regional Network in identifying suitable candidates for the coaching and mentoring process.

What is the difference between Coaching and Mentoring?
Coaching normally focuses on achieving performance goals within a limited time period. For example, if
the goal is to assist you to improve your competence in specific tasks, the coaching involves passing on specific
knowledge to assist in that endeavour. The rules of coaching include:
1. Determining the goal - clearly defining the expectations and explain why they are necessary
or desirable;
2. Carefully examining current performance - the coach will observe how you are doing things
now, what you already know how to do, your interest and confidence levels and any barriers
limiting your performance;
3. Coaching you - make a choice about where you need help, give advice, point you towards
other “good” performers, and help you invent better tools to improve performance or remove
barriers; and
4. Assessing result - this involves looking at the outcome in relation to the goals.
Can you see how coaching is very similar to the entire Assessment-Training-Outcome process?
Mentoring, on the other hand, follows a more open process, which evolves as the need arises. It may deal
with a range of issues and usually involves the passing on of knowledge and the acquired expertise of the mentor. Your Network Administrator knows who has had lengthy experience in a particular role within the region,
someone with a track record of success.

Mid North Network, 2009
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Mentors come as Role Models and as Facilitators. If you ask your Network Administrator to arrange some
time with a mentor, you will have the benefit of someone with the listening skills to address what you need. The
mentor will be able to introduce you to new sources of information, and if the relationship works, the model can
also lead to an enduring friendship.
A mentor who facilitates operates at a more focused level than a role model. They will help you explore your
own issues, help you build your own insights, and assist you in getting to know the organization, current issues,
recurrent patterns, and assist you in building your own self-confidence by facilitating your growth.
The skills involved in being an effective coach or mentor are very similar, and often the terms are used interchangeably.

Literacy Mentoring
Literacy practitioners are well aware the one-to-one approach to development is a powerful tool. Of critical importance is the relationship. Both the mentor and the new program coordinator should feel comfortable
with each other. Not every individual working in literacy wants to be a mentor or coach. Some might not want
a lengthy relationship, especially in a field which is known for it’s intense activity levels. The commitment to
coaching in the Beginner’s Guide process need not be a lengthy time-consuming endeavour. Within the
Regional Network however, this being a field of very caring individuals, you will find people who are very
receptive to putting mechanisms in place to help the new program coordinator. They will also see it as an opportunity to create growth experience.

How to Be an Effective Coach for the New Program Coordinator
Good coaching and mentoring is a skill, and it’s easy to get side-tracked if guidelines aren’t adhered to in the
mentoring process.
Have an interest in the person you are about to coach; show some genuine concern for their concerns:
• Take an approach which enables the new program coordinator, one that is open and
facilitative;
• Ask lots of questions;
• Be easy to approach yourself, and show your confidence in the excellent job you do;
• Don’t blame or criticize anyone or any organization - stay as neutral as possible in all matters
which may be controversial;
• But give completely honest answers to any questions which arise;
• Be willing to consult, discuss, disagree;
• Continually provide constructive and positive feedback;
• Don’t help so much that you are doing the work - step in only when someone is floundering
or experiencing unnecessary frustration (avoid unhealthy dependence).
Once you and your Regional Network Coordinator have determined what you need in the mentoring process,
here is a useful checklist to follow to get the most out of the mentoring experience:
1. Determine that the personal chemistry is right before you begin the process;
2. Make sure the understanding is very clear about what the purpose of the mentoring is, and
what you hope to achieve before you enter into the relationship;
Page 18
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3. Make sure that both parties are committed to the relationship until the objectives are
achieved; and
4. Have realistic expectations about the results, both in terms of time and changes which may
take place.

Within the Regional Network, cultivating mentors is a part of the Succession Planning process. The issue
of replacing managers in the literacy field has become increasingly serious as populations age, as funding is
in question and as shortages of fully trained literacy managers becomes evident. Whatever the replacement
needs of an organization stem from - retirement, transition, tragedy - considering the mentoring process as part
of Succession Planning can help accomplish a smooth process with minimal disruption to the agency in question. In very small organizations having a structured approach to succession planning with mentoring as part
of the process is unrealistic. This is where the Network has a critical role to play. As the umbrella organization
which coordinates for the smaller agencies, it only makes sense to look ahead, to take an organized approach, by
encouraging and facilitating the mentoring process. The Regional Network may find itself in the position where
agencies are recruiting away from each other to fill internal positions. The Network may also find itself in the
position where it hasn’t adequately identified it’s most developed leaders. The Regional Network will need the
cooperation of it’s member agencies to develop the mentoring process. This will include:
1. A commitment from the management of existing agencies and their boards to supporting the
mentoring process as part of succession planning;
2. A clear vision as to what skills will be needed in subsequent years, trends in literacy and Employment Ontario, and clear understanding of expectations;
3. A realistic assessment of existing staff and their mobility (how many may be considering
leaving; how many are ready, willing and able to mentor; what kind of database is there to
identify key individuals, and who can access that information?);
4. Objective analysis of key staff and their willingness to be mentors;
5. Openness to potential mentors (don’t limit it to “cream of the crop” - keep an open mind
because really positive mentors are often found in the most retiring individuals);
6. A flexible development program allowing for interested parties to not only be identified, but
to also allow for attending any in-house training, attending workshops, etc.

Mid North Network, 2009
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An Assessment Tool for Networks
The following is a list of qualities Network Coordinators may wish to use to identify potential mentors and
coaches within the network. This will be a beginning to building a database of individuals ready to help the new
coordinator through the mentoring / coaching process. These qualities are suggestions, and can be easily
adapted by the Network.
Check these qualities:































I listen to the entire question / issue before responding.
I have the time, or can make the time, to help.
I know how to ask questions to get to the real problem / issue.
I always give my honest opinion.
I have a good range of networks and resources, and a solid knowledge base of literacy.
I am not intimidating. I am easy to approach at any time.
I know what I’m talking about. I’m good at my own job.
I can assess the reality / conditions in which the new coordinator is working.
I can focus clearly on the new coordinator’s needs during a coaching session.
I don’t get irritated by a person who doesn’t get the point immediately.
I’m a positive role model in terms of my own work in literacy.
I can help the new coordinator believe in their own potential.
I am also open to new ideas, new ways of doing things.
I know when to introduce options which may have not been considered, without over-		
whelming the new coordinator.
I can challenge assumptions easily, gracefully, without causing anxiety.
I am a positive person, an active listener, and non-judgmental.
I am totally comfortable with having my own views challenged.
I have a sound knowledge of the new developments in literacy, and development issues.
I don’t expect the new coordinator to be like me.
I’m prepared to learn along with the new coordinator.
I give feedback with tact and skill.
I can allow the new coordinator the room, freedom and confidence to make mistakes.
I have the ability to maintain detachment and objectivity.
I’d like to see the person I’m mentoring make their own decisions wherever possible.
The person I am coaching can express themselves to me freely and with confidence.
I can draw out another person’s ideas and help them to develop them.
I have a real interest in helping others develop their skills.
I don’t talk about my own achievements too much, just where they are applicable.
I have a genuine desire to see others experience success in their development.

(Adapted from: CRHC Human Resources Management: Coaching, Mentoring and Succession Planning)
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Getting to Know Your
Regional Network
What is a Regional Network?
Your Regional Network is determined by the geography of your area. It is there to help guide the development of literacy services within your geographic region. The objective is to bring all the literacy programs in the
specified area into a productive form of cohesion and cooperation. The Regional Network also works to bring
literacy services awareness to the other stakeholders (Ontario Works, Employment Services, Economic Development Partners, etcetera) by arranging collective meetings to discuss mutual objectives. These objectives may
include the improvement of literacy services and creating ways of helping people within an area to develop their
literacy skills and to move into employment, further education and training, or independence. Regional literacy
networks monitor and guide the development of literacy services within their region. Regional literacy networks
coordinate information and referral by helping agencies to promote literacy, and by promoting a systematic
approach to tracking, reporting and analyzing information and referral activity. Regional networks engage in
outreach to promote the cause of literacy on a regional basis, as well as participating in provincial and national
campaigns.

Contact Your Regional Network - Today!
One of the best strategies you can utilize as a new program coordinator is to create connections with your
Regional Network by developing a close working relationship with the Executive Director of your Network.
Your Executive Director has a vested interest in your success as the new program coordinator, and is an invaluable resource for everything from introducing you to possible mentors, program guidelines, useful forms,
understanding ministry objectives, accessing training opportunities, preparing for monitoring visits, updating
members on Employment Ontario initiatives, trends and directions in literacy, and so much more. The first thing
you may wish to do is complete the following:
My Regional Network is: __________________________________________________________________
The Executive Director is: _________________________________________________________________
Telephone: _______________________

Fax: ______________________

Email: _______________________________________________________
Address: _______________________________________________________________________________
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Regional literacy networks:
• Enhance communication among literacy programs and between literacy programs and the Ministry of
Training, Colleges and Universities
• Assist literacy programs in understanding and implementing government initiatives
• Apply for and manage literacy development projects
• Raise awareness of literacy, its effects and literacy programs
• Plan and provide professional development opportunities for literacy practitioners and other community
partners
• Coordinate literacy service planning and the development and promotion of an annual Literacy Service
Plan
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What is an LSP?
...Literacy Service Planning
Literacy Networks are been funded by MTCU to coordinate literacy service planning. Networks help LBS
agencies determine what services should be offered in a particular community. A particular community may
have a variety of literacy service providers, including community based programs, college programs, school
board programs, and be additionally defined by streams (French, English, Native, Deaf).
Regional networks work at the community level to help programs determine the effectiveness of the programming – to set targets as a community and then monitor results. It is also the role of regional literacy networks to bring community partners to the planning table to develop a community plan - their “Literacy Service
Plan”. Literacy is an issue that affects both employment and educational goals and it’s important to talk to community partners about the skills that clients need in order to succeed in employment and educational programs.
The range and level of literacy services offered in a community may depend upon what other community
services exist.
It is also the responsibility of each LBS agency to participate in that community planning by participating in
the LSP process. This coordination and cooperation has three main purposes:
•

To ensure that LBS funds are used effectively and that they support efficient delivery of LBS services to
Employment Ontario clients. The process requires collaboration among the agencies and does not tolerate
competition among LBS funded service providers;

•

To ensure that all LBS learners will have accurate and timely referrals, portable training plans, learning
achievements described in a common language (outcomes and levels), and a program that facilitates the
achievement of the learner’s goals;

•

To promote the connection between LBS funded delivery agencies and a connection and partnership
with other Employment Ontario stakeholders so that appropriate and timely referrals are made and that
Employment Ontario clients can move smoothly into LBS services and progress out of those services
into their next step.

The Regional Network provides the support for the process of planning and coordination to produce the
Literacy Service Plan for a given community. Many Networks facilitate more than one LSP in their given geographic region. Each year the Regional Network gathers the plans of individual agencies, from all the LBS providers within each LSP, and compiles a document which outlines the Literacy Service Plan for that community.
The Literacy Service Plan serves to identify the community’s literacy needs, based on demographics, labour
market information, the client focus of each LBS agency, service duplications and gaps and how they can best
be addressed; and the specific delivery services that local agencies will provide in the coming year. Networks
also work in a collaborative manner across the province to ensure consistency at the provincial level.
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All the LBS delivery agencies, from all streams, participate at the local level. Each agency’s business plan
flows from the Literacy Service Plan and reflects the commitments that the agency has made at the local planning table.

Role of LSP in the Rapid Re-Employment and Training System
The Ministry of Training, Colleges and Universities, in collaboration with other Provincial government ministries, leads the development of a Service Action Plan within communities that are experiencing labour market
adjustment situations such as layoffs and plant closures. One goal of a Service Action Plan is to identify services
that will assist in the rapid re-employment and training of affected workers. The Literacy Service Plan serves
to highlight the Literacy and Basic Skills and Academic Upgrading programs and services that are available to
affected workers in a specific region.

LSP and TOP
The annual Trends, Opportunities and Priorities (TOP) process is led by Local Training and Adjustment
Boards to: engage communities in a locally-driven process to identify and respond to the key trends, opportunities and priorities that prevail in their local labour markets; facilitate a local planning process to address local
labour market issues of common interest; create opportunities for partnership development activities and projects; and organize events and activities that promote the importance of education, training and skills upgrading.
The end result is a publication of an annual report.
The Literacy Service Planning includes active participation in the TOP process to ensure that the LBS program is recognized as an essential component of action items proposed to address the region’s skills development needs. The TOP report is also utilized in the LSP process as a source of current labour market information
that supports LBS program planning and delivery.
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LSP and Employment Ontario
The literacy providers in each region work with fellow Employment Ontario agencies. Many literacy clients are seeking to improve their skills so that they can find a job, keep a job, or get a better job. Some literacy
clients are looking to improve their skills so that they can fulfill the academic requirements of the in-school
portions of apprenticeship training. Literacy programs work in collaboration with other Employment Ontario
programs with the objective of identifying and supporting clients who need to increase their literacy levels in
order to meet their goals. LSPs are expected to reach out to Employment Ontario agencies to:
•

increase their awareness of literacy as a social issue

•

learn more about the range of literacy programming available in their service area

•

learn how to identify literacy issues as they relate to clients

•

explore literacy within the context of Essential Skills

•

learn more about how literacy skills prepare clients for successful employment, apprenticeship or further
education and training

•

hear more about how they can develop print materials and promotional materials to more effectively
reach their intended audience

LSP Organizational Chart
Local
Board
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You may wish to list the geographical area covered and the different members of your
Literacy Service Plan:


Name of Literacy Service Plan

______________________________________________________________________________________


Next Meeting Date: _______________________________________



Location of Next Meeting: __________________________________

Literacy Service Plan Community Partners:

Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________

Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________

Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________
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Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________

Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________

Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________

Agency Name: ____________________________________________________________________
Agency Contact Person: _____________________________________________________________
Telephone: _______________________

Fax: ____________________________

Email: _______________________________________________________________
Services provided: ___________________________________________________________________
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Common Assessment
One of the roles of the LSP is to assure that Common Assessment practices are in use. What is Common
Assessment? It is a way of assuring that when an LBS agency assesses a learner for abilities, needs, interests,
learning styles, and achievements, that those methods of gathering information are valid, reliable, and relevant,
and understood by all the partners in your LSP. The LBS Program does not endorse a single, specific method to
assess literacy learning, but encourages LBS agencies to use a mix of assessment tools and methods that are appropriate to the goals of the learner, the nature of the agency, and the purpose of the assessment.
Common assessment facilitates communication among LBS agencies, enabling learners to move from agency to agency without undergoing unnecessary re-assessment, and provides a common framework for interpreting and reporting learner achievements. LBS agencies are to use comparable assessment tools and approaches,
based upon the common language of learning outcomes.
Common assessment provides a method for comparing assessment results based on four foundations:
•

the principles of the LBS Program;

•

the learning outcomes approach;

•

good assessment practice; and

•

shared criteria for comparing assessment results.

The document which you will want to download and read is Common Assessment in the Literacy and Basic
Skills Program, and will be found at:
http://www.edu.gov.on.ca/eng/training/literacy/assessmt/assess.pdf

Assessment is a continual process. Of course the new learner
has to be initially assessed, but there are also ongoing assessments
during program involvement, as well as exit assessment activities.
Common assessment requires that an LBS agency has clear
standards and scales for scoring a learner so that a common
interpretation of the meaning of those scores based on those
particular tools is understood by all LBS practitioners. The
Ministry requires that all LBS organizations develop shared
concepts and vocabulary to describe common assessment, in an
effort to assure that any assessment completed is portable.
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Common Assessment tools:
Assessment tools and methods are the way agencies will gather valid and reliable information. The methods
used are various; demonstrations, interviews, tests, writing samples and portfolios. With these assessment tools
the agency will establish the literacy level of the learner, identify the learner goals and competencies, and measure his/her progress. Additionally the assessment process will guide program improvements and demonstrate
accountability to the MTCU.
Demonstrations: Demonstrations are real life tasks which integrate essential skills, knowledge, and behaviours that a learner can perform and the agency can measure and verify. A good example of a demonstration is a
prepared activity such as writing a Letter to the Editor, or budgeting from a flyer.
The framework for common assessment, as outlined by the Ministry, contains four elements: the principles
of the LBS Program, the learning outcomes approach, good assessment practice, and a shared criteria for comparing assessment results.
Learning Outcomes: The Learning Outcomes approach focuses on the learner goals rather than traditional
teaching approaches. In a more traditional model training is curriculum based, whereas in the Learning Outcomes approach lessons are based on what is needed in order for the learner to achieve his/her goals. The methods use real-life materials, active discussion and a variety of approaches. Learners bring prior knowledge with
them, and are involved in the planning and evaluation. Learning outcomes is mastery based - i.e. the difference
between performing a task with supervision, and performing the same task independently.
Initial Assessment allows the learner to start at the appropriate level, and it allows the learner to let the agency know what his/her goals are. There are many assessment tools which can be used, and agencies will prefer
some over the other. Discussion with many agencies reveals some of the readily available common assessment
tools in use are:
CARA - Canadian Adult Reading Assessment (2000), by Dr. Pat M. Campbell & Flo M. Brokop. CARA is an
informal reading inventory that can determine a student’s instructional reading level and specific strengths and
weaknesses in word recognition and comprehension. The instructor’s manual and student’s assessment booklet
contain a graded word list and nine levels of passages, ranging in readability from grades one to twelve. Each
level contains two fiction and three non-fiction passages. Publishers: Grass Root Press, http://www.grassrootsbooks.net/ca/
The Level Descriptions Manual: A learning outcomes approach to describing levels of skill in Communications & Numeracy, as well as features and example performance indicators for the domain of Self-Management
and Self-Direction. Produced by the Ontario Literacy Coalition, available at:
http://www.nald.ca/library/research/levels/levels.pdf
The Revised Common Writing Assessment: A Tool linked to Ontario’s LBS Learning Outcomes Levels, Ontario Literacy Coalition. This writing assessment tool is linked to the LBS learning outcomes Levels 1-5. This
tool helps practitioners assess writing samples and share assessment results with learners. Copies of the manual
are available from the OLC. Email: Urszula@on.literacy.ca
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CABS - Common Assessment of Basic Skills Initial Assessment in 5 Levels (2000), By: Judith F. Lee. The
CABS Initial Assessment Report and the Demonstrations are intended to be freely reproduced for assessment
purpose. In this publication you will find Assessment tools, demonstrations, background information, and additional resources. Literacy Link Eastern Ontario (LLEO), 830A Development Drive, Bayridge Plaza, Kingston,
ON K7M 5V7, E-mail:lleomail@ican.net One can also access CABS from this website: https://www.lleo.ca/
col/cabs_online.html
Assessment Kit, Kingston Literacy. Ongoing Assessment Tracking Model for Volunteer Tutoring Programs.
http://www.kingstonliteracy.com/forsale.htm
Goal Setting for Learners, (Instructor’s Manual and Manual for Learners) By: Stephanie Brennan. The
instructor’s manual gives background theory and strategies for working with learners and provides goal setting
activities. Some of the areas topics include: goal setting, assessment, learning styles, notes about lessons, importance of setting goals, identifying needs, wants, dreams and supports needed in goal setting. Southwestern
Ontario Adult Literacy Network, 475 Caradoc Street, Strathroy, ON N7G 2R1. E-mail: soaln@ican.net
Working with Learning Outcomes, Literacy and Basic Skills Section, Workplace Preparation Branch, Ontario
Ministry of Education and Training, 1998. To order call 1-800-668-9938
Goal-Directed Assessment: An Initial Assessment Process, Ontario Ministry of Education and Training,
1997, available at: http://www.edu.gov.on.ca/eng/training/literacy/goal/goal.pdf
Linking Demonstrations with Laubach, Laubach Literacy Ontario (LLO) through AlphaPlus, you can access
a comprehensive manual of learning outcomes demonstrations for programs using Laubach materials.
http://demonstrations.alphaplus.ca/DemonstrationBank/laubachindex.html
From the Simcoe County Literacy Network through AlphaPlus, a bank of outcomes-based demonstrations
- contributed to by Community Literacy of Ontario (CLO), Laubach Literacy Ontario (LLO), Association of
Colleges of Applied Arts and Technology of Ontario (ACAATO), Ontario Association of Adult and Continuing
Education School Board Administrators (CESBA), - is available on this site.
http://demonstrations.alphaplus.ca/DemonstrationBank/databaseindex.html
Demonstrations Ontario, a Learning Basic Skills funded project, focuses on demonstrations that are relevant
to employment and offers a demonstration builder for practitioners.
http://demonstrations.alphaplus.ca/lvloutcome.asp
CAMERA (Communications and Math Employment Readiness Assessment), Pathways to Possibilities (PTP)
- Adult Learning and Employment Programs, requires specific training and certification to use, but is recognized
as a tool useful to common assessment. http://www.ptp.ca/
Laubach Way to Reading and Laubach’s Breakthrough to Math series have a number of Diagnostic Inventory
forms for both initial assessment and learner outcomes assessments. Laubach Literacy Ontario is also a provincial literacy organization which has a certification process for practitioners. http://www.laubach-on.ca/
The forgoing list is by no means exhaustive.
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LBS Program Guidelines
As a new coordinator one of the first things you will want to do is familiarize yourself with the LBS Program
Guidelines. Every LBS agency should have a copy if this in the office. If you cannot find a copy, you can download it as a PDF from the Ontario Literacy and Basic Skills Program Management Web Site:

http://lbsims.edu.gov.on.ca/
You will require your agency user name and password to access the materials on this site, as it is a secure site.
The cover page of this document appears as follows:
The Ministry of Training, Colleges and Universities funds
Ontario agencies to provide literacy services. This book provides the information you will need to deliver the program
according to those guidelines. The book defines the principles
of the program, the objectives, as well as the services, funding and administrative procedures. These guidelines form part
of the contract between the LBS agencies and the Ministry.
Consequently, it is critical that the new program coordinator be
familiar with the contents of the Guidelines.
Some of the specific items you will wish to pay attention to
are the accountabilities. These are outlined near the beginning
of the document. As program coordinator you will be responsible to ensure that these are followed.

Example:
AGENCY ACCOUNTABILITY
Agency business plan
A commitment to deliverables and to quality service is made through the annual business planning process. All
LBS agencies use this process to project their goals for each of their funded services. Agencies are accountable
for achieving the results projected in their annual business plans.
Performance indicators
The LBS Program guidelines define performance indicators for each of the program’s services. These indicators
are valuable tools that enable MTCU to ensure that accountability can be demonstrated.
(Page 2, Program Introduction)
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The scope of this basic organizational volume includes the following table of contents which should prove useful to you whenever you are looking for essential guidelines:

TABLE OF CONTENTS
1 PRELIMINARIES
About the guidelines
Ministry vision
Program principles
Assumptions
2 PROGRAM INTRODUCTION
Objectives of the Literacy and Basic Skills
Program
Accountability
Functions and services
Focus and eligibility
3 SERVICE DELIVERY
Literacy and Basic Skills delivery services
Information and referral
Assessment
Training plan development
Training
Follow-up
4 SERVICE DEVELOPMENT
Service development
Local planning and coordination
Field support
Research and development
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5 BUSINESS PLANNING AND FUNDING
Business planning
General funding information
Funding service delivery
Funding service development
Reporting requirements
Annual business planning cycle
6 ADMINISTRATION
Literacy and Basic Skills contract
Service quality management
Information management
Disclosure of information
7 DIRECTIVES
1 Implementing learning outcome
2 Developing common assessment
APPENDICES
Appendix 1: Literacy and Basic Skills Contract
Appendix 2: Financial Reporting (Audit) Guidelines
Appendix 3: Core Quality Standards
Appendix 4: Local Boards
Appendix 5: Key Definitions and Acronyms
Appendix 6: Literacy for the Workplace
Appendix 7: Ontario Works

Agency Accountability and Your Business Plan
Every couple of years your MTCU Field Consultant will be paying you a monitoring visit. This extensive review examines all aspects of your agency operations, and will pay particular attention to what your agency has
committed itself to in your annual Business Plan. One of the first things you will want to do as a new program
coordinator is to find your current Business Plan and familiarize yourself with it, and then make sure the goals
and objectives are included in your own annual workplan.
It can’t be stressed enough that your agency is committed to the performance indicators as agreed to in the
Business Plan, and your field consultant will be asking you how you are doing in achieving the goals set out.
When it comes to filling out your business plan, you
will be given the province-wide priorities as set out by the
Ministry. You will be determining how your agency is going
to achieve those objectives and putting them in your business plan. For example, in the 2008-2009 business planning
cycle, the MTCU set these priorities:

Sample Business Plan cover page

• 51,000 learners receive Literacy and Basic Skills (LBS) 		
and Academic Upgrading/Ontario Basic Skills (OBS) training
services. Of these 6,000 learners are in Academic Upgrading
(college-based and partnership) training
• 70 per cent of LBS learners are employed or further education and training at exit
• 70 per cent of Academic Upgrading (OBS) learners go on
to apprenticeship, pre-apprenticeship or college postsecondary
at exit
• 8,500 learners engage in flexible/online learning including
AlphaRoute
• 85 per cent of exiting learners report overall satisfaction
with LBS training services
• maximum 12 per cent lost contacts

It’s up to your agency to determine how to contribute to these priorities utilizing your Literacy Service Plan.
The Business Plan will also need to indicate a commitment to continuous performance improvement:
Area of Improvement: Choose an area in your program that would benefit from improvement. Select
something manageable and realistic in scope.
This year’s Expected Outcome: What do you hope to see improve?
Steps /Actions to achieve desired Outcomes: What will you do, what actions will you take to improve
your outcomes?
Evidence (or indicators): How will you know you have improved or achieved your outcome? If possible,
demonstrate by using a number or a percent increase.
Timeframe: By when do you think you will see progress? How much progress?
Evaluation Method: What method will you use to determine if you have reached your outcome?
Mid North Network, 2009
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Learner Files
The funding body, the MTCU, requires each agency to maintain documentation and records as part of good
service delivery. It’s up to each agency to ensure that systems are in place for planning and monitoring. Part of
these are Learner Files. The LBS program does not provide these forms. Agencies need to develop forms that
contain the elements required for reporting to the MTCU.
Some agencies use a cover sheet on their Learner Files which serves as a Tracking Form for all the other
requirements which need to be met. Below is a sample of such a Learner File Tracking Sheet. This Tracking
Sheet serves as a simple reminder of what needs to be done for each learner, and a checklist of what has been
done. This list is not exhaustive, and not necessarily the same for each agency. You will want to develop a cover
tracking sheet which serves the purposes of your particular agency.

Name of Learner ________________

Learner Tracking














Intake
Initial Assessment
Quick Screen
Student Agreement
Consent / Release Information
Learning Styles
Training Plan
Communications Tracking
Workplace Skills Tracking
Math Tracking
Computer Tracking
Learner Self Evaluation / Goals
Demonstrations
			
____________________________



Referral (To / From)
________________________



Progress Reports to / from (Agency)
_________________






Training Support
Learner Satisfaction Survey (Exit)
Exit & Follow-Up
Other: ______________________

This form of cover sheet provides a
quick and easy system of keeping up-todate, and serves as a reminder of what
remains to be done. Each agency may
have it’s own special forms to place on
the list.
Tracking forms are useful throughout
the program. On this cover sheet you
will see that, for example, there are other
tracking forms (Communications, Math,
Workplace Skills, Computer Skills)
which would correspond to what the
Learner’s Training Plan calls for. Samples of these suggested tracking forms
are included in the appendices.
The Learner Tracking is part of the
Learner Files, and must be kept in a
confidential and secure location. This
material is not to be confused with the
actual work materials, which the Learner
should be tracking themselves in a separate binder. The materials in the Learner
Files may contain other sensitive materials, such as referral information from
other agencies, medical or psychological assessment records. It is critical that
these be kept secure.
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Intake
Intake involves that first contact with the potential Learner and the follow-up process. It’s a very natural
sequence of events. In order to document the process, some agencies use two forms. One is the initial contact
form, which records the initial contact, the date of intake and the LBS assessment, plus any notes, with a record
of the time taken to perform the process. The second form is the actual intake form, which records the particulars of the potential Learner. Intake is not usually done at the same time as the assessment. Normally intake
precedes assessment and is a time for the Learner to learn about the agency, what is available, what the commitments are, whether they are eligible or should be referred to another agency; basically an information session,
where information flows both ways. It’s the opportunity to put the Learner at ease, and to setup an appropriate
time for the assessments. Again, the forms below are sample forms. You may wish to adapt your own forms.
However, the intake form with the personal information does follow certain guidelines, as some very particular
information is required by the MTCU. There are other samples on-line through Community Literacy Ontario at:
http://www.nald.ca/literacybasics/, and CABS Online at: http://www.lleo.ca/col/cabs_online.html .

Contact Hour Sheet
Initial Interview / Assessment
Name: ___________________

Date

Assessor :__________________

Reference

Hour(s)

Information Session / Appointment
Initial Intake Registration
LBS Assessment
Results: Placement / Referral
Assessment Results: Review
Other:

Total:
Comments:
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SAMPLE

LEARNER INFORMATION
NAME: ____________________________________________________________________		
ADDRESS:_______________________________________Postal Code:________________
TELEPHONE/ Home: _____________________
Email: ________________________________
First Language: _________________________
(Language used most every day)

Work/Cell: ____________________
Date of Birth: _____________________
Other: ______________________

1.

Do you have a medical condition of which we should be aware? (Diabetes, asthma, epilepsy, allergies, 		
medication, hearing aid, etc.) ___________________________________________________________

2.

In case of a health emergency, whom should we contact?
Name:________________________________ Tel: __________________

3.

How did you learn about our program?
Brochure 		

Radio 

Promotional Event 			
4.

Newspaper 		

Friend 

Other ______________________

Are you currently receiving funding from:
Ontario Works 		
Employment Insurance 
Employed 
ODSP 		
Other: _____________________________
Name of Caseworker: _____________________________ Tel.______________

5.

Are you prepared to commit yourself to the entire program?

6.

Do you have a means of transportation?

7.

Why do you want to take this program?

Yes 

Yes 

No 

No 

Employment ________________________________________
Training & Education _______________________________
Independence _______________________________________
8.

If you are need further instruction what are you willing to work on?
Reading 

Writing 

Spelling 

Listening/Comprehension  Computer 
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Grammar 

Math 

Workplace Skills 

Other ________________

9.

Education:
Last grade completed _____ Special 

Basic 

General 

Advanced 

Where? __________________________________ When? ___________________
Other programs attended? ________________________________
10.
Interests:
__________________________________________________________________________________________
__________________________________________________________________________________________
11.

I warrant that all the information described above is, to the best of my knowledge, correct, and hereby 		
consent to and authorize the release and disclosure of the information to representatives of the MTCU 		
for the purposes of administering the LBS program.

Signature:
___________________________________

Date:_______________________

The information on this form is collected in order for MTCU to
administer the LBS (Literacy and Basic Skills) program. Information on
this form is collected under the authority of MTCU Act, R.S.O. 1990, c. E.2.
If you have any questions about the collection or use of this information,
contact the Director, Freedom of Information and Privacy Unit, MTCU,
24th Floor, Mowat Block, 900 Bay Street, Toronto, ON M7A 1L2.
Telephone: 416-325-4143.

The Ontario government requires us to follow up on students who successfully complete our program at intervals of 3 & 6 months. This helps us to improve our program delivery. Please provide 2 reliable names with
contact numbers:
Name: ____________________________________ Tel: _______________
				
Name: ____________________________________ Tel: _______________
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LBS Program Management
http://lbsims.edu.gov.on.ca
This is one web site which you want to become
very familiar with. Take your time and go through it
thoroughly. This web site is critical to the functioning of your LBS agency. The site provides Program
and Information Management System information
and guidelines. It contains a section for the LBS
documents you will need to refer to in order to
comply with requirements.

There is a “Reports” section which posts the most recent agency and site reports. The Ministry of Training,
Colleges and Universities asks all agencies to compare the reports generated here with the reports you generate
at your own site when completing your monthly statistics. Consequently, you will be visiting this web site at
least once a month. At least. This is the web site where your Business Plan guidelines and your Audit guidelines
will be posted. It is where documents are posted to help you cope with the Information Management System
(IMS), and where the statistics you post each month will appear.
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Audit Guidelines
Your agency will be required to fill out a variety of documents to satisfy the ministry that the LBS program
is being delivered appropriately and with accountability. Every year you will have to submit an audit statement to the MTCU, as part of your contractual agreement. The audit guidelines will be found on the Documents page of this web site. Previous year’s guidelines will remain up, so you will look for the document for
the last fiscal year. It will be called something like “2008-2009 Audit Guidelines”.

To assure yourself that your agency is prepared for audit,
check through your agency files and make sure the following
documents are readily available for the Auditor, and the Field
Consultant when they perform site monitoring:
1. Board Minutes of the fiscal year (originals)
2. Bank Statements / cheque stubs
3. Other banking information (i.e. term deposits)
4. All agency invoices
5. All petty cash invoices
6. Bank deposit book(s)
7. Any correspondence from funders regarding
financial matters
8. Payment schedules
9. T4 slips for staff
10. Agency Income Tax Return
11. Corporation Papers
12. Agency licences (Nevada, Raffles, etc.)
13. Agency By-laws

Once your business year has ended (March 31st) you will be facing the annual job of having to submit your
books and records for audit. If you have an accountant, it is advisable to make sure all the above documents are
prepared. Being efficient in this manner will save your accountant time and save your agency money. Today,
with the accounting software packages available to small business, you will have your cheque register, sales and
deposit journals, general ledger and subledgers in those accounts. When you are visited by your Field Consultant they will also check to make sure all your documentation is in place. Four useful tips:
1.
2.
3.
4.

Keep your paid invoices filed by either supplier; or by month paid
Provide adequate explanations for all journal entries
Reconcile your bank statements with your paid cheques and deposit slips on a monthly basis
Keep details of the purchase or sale of equipment or other fixed assets

Page 44

Mid North Network, 2009

Keeping accurate records will be your responsibility, and rest assured, you will be asked! Not just by your
auditor, but by your Field Consultant when they conduct their Program Monitoring visit. Being organized at
this level will save you lots of time and trouble down the road. Your financial reports need to be prepared according to Ministry specifications. The funding you receive may only be spent on activities directly related to
LBS delivery. These are listed as follows:


rent and utilities for instructional space and program administration functions;

instructor salaries and benefits;
salaries and benefits for staff providing program administration services;


professional development of staff and practitioners;

volunteer orientation and co-ordination;

materials and supplies for workshops, instructional resources;

administration of training support;
telephone, fax, and Internet access;


office supplies and leased equipment;
insurance (board, property, and liability);


costs associated with participating in local planning and coordination
staff travel for meetings, conferences, professional fees;


administrative fees or indirect expenditures which cannot exceed 15% of the associated
		
operating budget;

outreach and recruitment (promotion, marketing, advertising);

accounting services; and
auditor’s fees (when audited statements are required).

For really good information on how to follow the financial guidelines as set out by the Ministry of Training, Colleges and Universities, refer to Tab 5 of the LBS Program Guidelines – Business Planning and Funding, a document which can be found on the LBS Program Management web site: http://lbsims.edu.gov.on.ca .
Keep in mind that any unspent LBS funding, including any interest that may have been earned on the funding
throughout the year, must be kept in an interest-bearing bank account at the end of each fiscal year until the
Ministry recovers that funding.
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Understanding Your Schedule B
One of the documents you will receive from the Ministry of Training, Colleges and Universities in the course
of the year is the Schedule B. The Schedule B is the document which confirms your agency’s performance commitments, and the funding allocation to your Literacy and Basic Skills (LBS) Program in a given fiscal year.
This document will reflect the number of learners, the number of contact hours and the monetary allocation as
discussed with your LBS Field Consultant.
The Schedule B is part of your legal agreement with the Ministry of Training, Colleges and Universities
(MTCU). It will come in duplicate, in the form of an 8.5 x 14 (legal) sheet of paper. You must have both copies
signed by your agency’s signing authority and send them to the MTCU. One returned copy should be kept with
your files, normally with your Business Plan, and the other signed copy is kept by the MTCU Service Delivery
Branch. A covering letter with instructions will be enclosed with your Schedule B.
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The first portion will indicate
which region of Ontario you are
in, your Agency number and the
name of your Agency.

The second portion will show your site number, and then the Local Board of which your agency is a member. The next box indicates the number of contact hours your LBS agency has contracted to deliver. The columns which contain reference to OBS will be empty (OBS refers to the college sector). The number of learners
you are expected to serve in the course of the year will be the next figure. This number refers to the number of
exits you will have in the year - how many learners will have passed through your program. All these items are
referred to as your agency’s “Performance Commitments”. These are the contact hours your agency is striving
to deliver and the minimum number of Learners you are committed to serving. These items will be found under
the heading of “Projected Activity”.

Under the heading “Funding” is the annual allocation committed to your agency by the Ministry of Training, Colleges and Universities. Please be careful in checking this over before sending it back. You need to be
sure that the numbers are as agreed. Under the first heading is your core funding for operations - your Operating
funds. These are the funds which make up your annual operating budget. The next figure shows the funds allocated for Training Supports. Training Supports are funds which are disbursed to clients in order to support their
learning activity. These normally are child care expenses or travel expenses. These funds are not considered part
of the regular operating budget. Additionally, when you dispense these funds to learners, you are also expected
to categorize them according to whether the learner is an Ontario Works recipient or not. Each month you will
enter the amount given to each learner in your IMS report entries.
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The funds under Field Support can vary from year to year, and some years there will be nothing. These funds
are usually available near the fiscal year end, and have to be spent according to MTCU priorities for that year.
For example, in a given year the Ministry may be concentrating on upgrading technology at delivery agencies. When these funds come available, you would calculate how much you need to fulfill that project for your
agency, and submit your request. The MTCU will normally ask you to provide a statement as to how this funding will improve services and accessibility - the outcomes.
The final figure is the total Site Allocation, the sum of the previous figures. All funds have to be accounted
for at the end of the fiscal year. Any funds not spent, plus any interest accrued on bank accounts, has to be returned to the MTCU.
At the bottom of the page are areas where your Regional Director will sign, and where your agency’s signing
authority will sign. You will want to familiarize yourself closely with the Schedule B.
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Simple Annual Workplan
The following is a very simple annual workplan of due dates for different documents which you will be
required to submit to the funder (MTCU), Canada Revenue Agency and your Network. Some of the dates will
vary from year to year, but you can refer to the actual documents for deadlines. Documents showing deadlines
have been identified in the table below with links, where applicable. Where there are any questions regarding
LBS documents, always refer to the LBS-IMS web site ( http://lbsims.edu.gov.on.ca ).
If you are using Outlook, or some other calendar on your computer, you may wish to enter the dates with
reminders and set them for annual recurrence. This will save you much time in coming years. Some items take
considerably more planning than others, so set your reminders accordingly.
There will be other items which will have varying dates according to your own Agency and Network. Some
of these which you will want to post onto your annual workplan may include:







Monthly Board Meetings
Annual General Meeting
Special Annual Events
Literacy Service Plan (LSP) meetings
Deadline for Service Delivery Chart to your network (October/November)
Regular meetings with service delivery partners (Ontario Works, Employment
Services, etc.)

Deadline Event

Document

Location

How to file

April
April 1

Data collection
begins for the
fiscal year

Satisfaction
Surveys

Keep print copies of
Satisfaction Surveys
in a separate file. The
format for the Satisfaction Survey can be
found at: http://www.
nald.ca/literacybasics/
exit/exit/08.htm with
instructions, and a
sample is included in
the appendices of this
document.

The Satisfaction Surveys are
filed twice a year, the first six
months are filed by October
31, and the complete year is
filed by April 30 in the new
fiscal year. Filing is now
done electronically at the
LBS-IMS web site using a
tool such as Survey Monkey.
You will receive instructions
from the MTCU.

April 5
(Approx.)

Collect all
contact hours,
plus volunteer
board,
administration
and preparation
hours for March.

Most agencies
have their own
document for
collection of
contact hours.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is important for your monitoring visit.

Compile your data on one
document for easier entry.
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Deadline Event

Document

Location

April 15 or Monthly data for
earlier
March

LBS Activity
Report

LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

April 15

Source
Deductions
(based on
quarterly
installments)

Canada Revenue
Agency Source
Deductions
Remittance
Voucher

April 30

Filing of
Satisfaction
Surveys from
April 1 to March
31 of previous
fiscal year.

Compile statistics
using the Excel
spreadsheet provided by MTCU.

Year end LBSIMS Statistics for
your agency to be
submitted to your
Network
Collect all contact hours, plus
volunteer board,
administration
and preparation
hours for April,

Print out of the
LBS-IMS annual
statistics (April
1 to March 30 of
previous year).
Most agencies
have their own
document for collection of contact
hours.

Monthly data for
April

LBS Activity
Report

How to file

Complete report, then send
report from computer
application. Verify that
MTCU has received report
correctly by checking Transmission Control Summary
Report on LBS-IMS web
site.
You will have received Either you or your bookkeepthe Source Deductions er / treasurer will complete
Remittance Voucher by the form, attach the necessary cheque, and mail by the
mail (unless you are
filing electronically)
deadline. There is a penalty if
you do not file by deadline.
Excel spreadsheet
Information from report is
now filed electronically, diavailable at the LBSrectly to the MTCU, through
IMS Documents web
site page: http://lbsims. a user-friendly program such
edu.gov.on.ca/eng/
as Survey Monkey. Instrucdocuments.asp Keep a tions will be placed on the
copy of the spreadsheet LBS-IMS Documents web
site page.
with the entered
Satisfaction Surveys.

May
May 1

May 5
(approx)

May 15 or
earlier
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You will have kept a
copy for your files. It is
printable from the LBSIMS Agency computer
application.
Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is important for your monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Email or fax it in to your
Network.

Compile your data on one
document for easier entry.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Deadline Event

Document

Location

How to file

May 31

Submission of
Audit

Statement of
Revenue and
Expenditure, with
a separate
statement for each
funded site with
a Schedule B,
and each project
funded.

Every year the Audit
Guidelines are posted
on the LBS-IMS web
site Documents page:
http://lbsims.edu.gov.
on.ca/eng/documents.
asp (normally posted in
February)

Reports are to be sent to the
Grant Assistant of the MTCU
Service Delivery Branch. The
address and the fax number
will be posted within the Audit Guidelines document.

Collect all
contact hours,
plus volunteer
board,
administration
and preparation
hours for May.
Monthly data for
May

Most agencies
have their own
document for
collection of
contact hours.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

Application for
GST Rebate

Application for
GST/HST Public
Service Bodies’
Rebate and GST
Self-Government
Refund (Form
GST66)

Download this document from the Canada
Revenue Agency web
site: http://www.craarc.gc.ca/E/pbg/gf/
gst66/README.html
This document is only
available in electronic
format.

Collect all
contact hours,
plus volunteer
board,
administration
and preparation
hours for June.

Most agencies
have their own
document for
collection of contact hours.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.

June
June 5
(approx)

June 15 or
earlier

June 15

LBS Activity
Report

July
July 5
(approx)

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.
You or your bookkeeper /
treasurer must complete the
form and mail to the Canada
Revenue Agency at the
Summerside Tax Centre
(address is on form).

Compile your data on one
document for easier entry.
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Deadline Event

Document

Location

July 15 or
earlier

Monthly data for
June

LBS Activity
Report

LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

July 15

Source
Deductions
(based on
quarterly
installments)

Canada Revenue
Agency Source
Deductions
Remittance
Voucher

August 5
(approx)

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for July.

Most agencies
have their own
document for
collection of
contact hours.

August 15
or earlier

Monthly data for
July

LBS Activity
Report

August

September
September
5
(approx)

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for August.

Most agencies
have their own
document for
collection of
contact hours.

September
15 or
earlier

Monthly data for
August

LBS Activity
Report
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How to file

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.
You will have received Either you or your
the Source Deductions bookkeeper / treasurer will
Remittance Voucher by complete the form, attach the
mail (unless you are
necessary cheque, and mail
by the deadline. There is a
filing electronically).
penalty if you do not file by
deadline.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Deadline Event

Document

Location

How to file

Sept. 30 or
earlier

Registered
Charity
Information
Return. Form
T3010A (05);
Form TF725;
Form T1235;
Form T1236 (if
applicable).

If you are a registered
charity, the forms for
the current fiscal year
will be sent to you by
mail. All forms and
publications are available on the Canada
Revenue Agency web
site at http://www.craarc.gc.ca/tax/charities/
formspubs/menu-e.html
or you may call 1-800267-2384

Mail the return with all the
required attachments to the
Canada Revenue Agency.
Keep a copy for your own
record’s.

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for
September.
October 15 Monthly data for
or earlier
September

Most agencies
have their own
document for collection of contact
hours.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is important for your monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

October 15 Source
Deductions
(based on
quarterly
installments)

Canada Revenue
Agency Source
Deductions
Remittance
Voucher

October
15 (LBS
Program
Guidelines)
- deadline
is given as
October 31

Compile statistics
using the Excel
spreadsheet
provided at the
LBS-IMS Documents web site
page: http://
lbsims.edu.gov.
on.ca/eng/documents.asp

Registered Charity Information
Return deadline
(file earlier if
possible). Your
charitable status
may be revoked
for failure to file
on time.

October
October 5
(approx)

Filing of Satisfaction Surveys from
April 1 to
September 30.

LBS Activity
Report

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.
You will have received Either you or your bookkeepthe Source Deductions er / treasurer will complete
Remittance Voucher by the form, attach the necesmail (unless you are
sary cheque, and mail by the
filing electronically)
deadline. There is a penalty if
you do not file by deadline.
Keep a copy of the
Information from report is
spreadsheet with your
now filed electronically, dientered Satisfaction
rectly to the MTCU, through
Surveys.
a program such as Survey
Monkey. Instructions will
be placed on the LBS-IMS
Documents web site page.
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Deadline Event

Document

Location

How to file

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

November
November
5
(approx)

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for October.

Most agencies
have their own
document for
collection of
contact hours.

November
15 or
earlier

Monthly data for
October.

LBS Activity
Report

December
December
5
(approx)

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for
November.
Monthly data for
November

Most agencies
have their own
document for collection of contact
hours.

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for
December.
January 15 Monthly data for
or earlier
December

Most agencies
have their own
document for collection of contact
hours.

December
15 or
earlier

LBS Activity
Report

January
January 5
(approx)
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LBS Activity
Report

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Deadline Event

Document

Location

How to file

January 15 Source
Deductions
(based on
quarterly installments)

Canada Revenue
Agency Source
Deductions
Remittance
Voucher

You will have received
the Source Deductions
Remittance Voucher by
mail (unless you are
filing electronically)

Either you or your
bookkeeper / treasurer will
complete the form, attach the
necessary cheque, and mail
by the deadline. There is a
penalty if you do not file by
deadline.

Most agencies
have their own
document for
collection of
contact hours.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. Important for
your monitoring visit.
LBS Agency Application on your computer.
Print out a copy of
completed monthly
report for your files.

Compile your data on one
document for easier entry.

Keep all original filed
contact hour reports
with your copy of the
LBS monthly activity
report. This is
important for your
monitoring visit.
LBS Agency
Application on your
computer. Print out
a copy of completed
monthly report for your
files.

Compile your data on one
document for easier entry.

February
February 5 Collect all contact
hours, plus
(approx)
volunteer board,
administration
and preparation
hours for January.
February
Monthly data for
15 or
January
earlier

LBS Activity
Report

March
March 5
(approx)

March 15
or earlier

March 20
(Deadline may
change
year to
year - LBS
Program
Guidelines
say Dec. 1)

Collect all contact
hours, plus
volunteer board,
administration
and preparation
hours for
February.
Monthly data for
February

Submit Annual
Business Plan.
This item takes
some preparation
so plan well in
advance of deadline.

Most agencies
have their own
document for
collection of
contact hours.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.

Complete report, then send
report from computer application. Verify that MTCU
has received report correctly
by checking Transmission
Control Summary Report on
LBS-IMS web site.
LBS Program
Both the Business Plan Send original and one copy
- Business Plan
template and the inof the Business Plan to TCU
- Template for
structions will be avail- Field Consultant in your
Delivery Agencies able on the LBS-IMS
region. Email an electronic
web site Documents
copy of the Business Plan
page: http://lbsims.edu. to TCU Field Consultant by
gov.on.ca/eng/docu5:00 pm on the deadline date.
ments.asp .
Be sure to keep a copy in
your files, with Schedule B.
LBS Activity
Report
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Learner Satisfaction Surveys
Twice a year each LBS program has to submit Learner Satisfaction Surveys to the MTCU. The MTCU wants
its funded LBS agencies to pursue a rigorous Continuous Improvement Performance Management System
(CIPMS) - a term which you will rapidly become familiar with.
When a learner exits a program the agency is required to administer The Learner Satisfaction Survey, a short
survey of seven questions. The surveys are anonymous - the learner is not required to sign them or identify
themselves. The Program Coordinator collects these surveys and records the compiled results onto the LBS
Learner Satisfaction Survey Results Spreadsheet. This spreadsheet will be made available on the LBS-IMS web
site: http://lbsims.edu.gov.on.ca/eng/documents.asp and the compiled statistics are now filed electronically.

CIPMS and Satisfaction Surveys
Continuous Improvement Performance Management System (CIPMS) as applied to the LBS programs involves a lot more than Satisfaction Surveys. Continuous Improvement means exactly what it says - striving to
constantly improve the services the agency provides. Improvement has to start somewhere, and in LBS it begins
with Satisfaction Surveys, because learner satisfaction is one of the core measures of success identified by the
MTCU. Other areas which are to be addressed are efficiency and effectiveness. Effectiveness is the extent to
which an organization, policy, program or initiative is producing its planned outcomes and meeting intended objectives. Efficiency is the extent to which an organization, policy, program or initiative is producing its planned
outputs in relation to expenditure of resources. Efficiency speaks to the process with which resources are transformed into goods and services. Efficiency is most often a measure of program activity. To become familiar
with Continuous Improvement Performance Management, there is a very good introductory document on the
Community Literacy of Ontario web site entitled The ABC’s of CIPMS:
http://www.nald.ca/litweb/province/on/clo/resource/cipms/cipms.pdf
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Implementing continuous improvement depends on data collection. All forms involved in the LBS program
are intended for this purpose. There are four main areas of focus in data collection:
1. Who came to the program? (the intake forms)
2. What did they do while they were at the program? (attendance reports, progress reports, gains in
learner skills, other learner achievements)
3. Where did they go when they left the program? (exit interview and follow-ups)
4. What difference did the program make? (this is longer-term and may be difficult to quantify)
Learner satisfaction was implemented first because it was one of the most independent core measures
-- levels of “satisfaction” can be determined. Core measures are the essential factors of measurement which
demonstrate achievement of the organizational or program goals.
LBS agencies must ask all learners who exit their program to complete the survey, at the time of exit or
shortly thereafter - as soon as possible. The Learner Satisfaction Survey is best given at the same time as the
“status at exit” information is gathered during the exit interview. The responses are easier to get when the experience being surveyed is still fresh in the learner’s mind. The goal of this survey is to assess the learner’s satisfaction with the training, not the long-term results of the training.
Excluded from these surveys are individuals who left after assessment.

Learner Satisfaction Survey Questions
1. I made good progress in reaching the goal(s) that I set in the LBS Program.
2. I found the learning activities to be useful in working toward my goal(s).
3. The staff of this agency explained the LBS Program clearly.
4. The staff of this LBS agency treated me fairly.
5. The hours of the LBS agency were convenient for me.
6. I would tell other people to come to this agency to take part in the LBS Program.
7. Overall I was satisfied with the LBS Program at this agency.
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IMS - Information
Management System
If one takes a close look at the LBS Information Management System, it becomes fairly clear that it was
designed for frequent and regular input on the part of the coordinator, as a system to set up schedules and a host
of other program management items. However, most program coordinators report that it is cumbersome to use,
takes too much time away from program delivery, is difficult to learn, is not intuitive, and always needs double
checking before submitting. Additionally, the current IMS will not run on Vista platforms, at the time of this
publishing; definitely not on the Vista 64-bit, and it remains in the testing stage on the Vista-32 bit. So even
if your agency upgrades it’s computers, you will need to maintain at least one computer with an XP or earlier
operating system.
Let’s be clear on one thing - the MTCU needs to know what your agency is doing, and the IMS is the least
intrusive method for reporting your monthly statistics. After all, it is tax dollars which support the LBS program. On the upside, the rules are fairly relaxed for the small LBS programs - you can input your statistics at
the end of the month in a cumulative fashion rather than on a daily basis. On another upside note, the cumulative statistics from community-based LBS programs across the province consistently show a high level of
performance, indicating a strong return on the public investment. On the downside, the IMS will never show all
the work which is done at the community based level; the consultations, the community outreach, the personal
interaction, confidence building, development of life skills, all the extras which go on at the community based
level of LBS delivery. And on another note entirely, the IMS will be history in a few years as the new Employment Ontario Information System (EOIS) enters into use. That system will integrate all the Employment Ontario partners so that the same information is not input at each agency a client visits, and a client will be tracked
more efficiently through the different program options.
But that doesn’t help us right now. So here goes.

IMS. Make it Your Friend.
First, you will need an efficient method of collecting your statistics. This will be part of your basic monthly
organization. Each of your instructors will have a separate sheet to log the information for each client. This
means that if one of your clients has instruction in communications, math and computer with three different instructors, each instructor will keep a separate log for their time with that client. Your agency will have a
historical method of doing this, something which works for you. Because memories are short, something which
is calendar-based seems to be most effective. At the beginning of each month you may wish to give each of
your instructors the monthly log sheet they need, either in physical format or in electronic format. Try to keep
it as simple as possible, so your volunteers are not burdened with too much detail, but allowing for the required
information. Some agencies now also provide the option of collection of statistics online. The statistics will
reflect a monthly record for each client.
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Sample:
Volunteer Name: Jeanne Suschnig (all names are invented names)
Learner Name:     Porter F.            
Other:                
Sunday

Monday

Tuesday

7

Wednesday

1

2

3

8

9

10

Thursday

Friday

Saturday

4

5

6

11

12

13

18

19

20

25

26

27

Initial Meeting
.5 hrs Assessment

14

15

16

17

English Assessment
1.5 Hrs

21

Training Plan
Development
1 Hr

22

23

24

English 1.5 Hr
English 1.5 hrs

28

29

Total Hours:

30

6 Hours              

Any comments for this Learner / Volunteer:     Porter has a part time job and his schedule may be changed. He is also
interested in math, preferably in the evening. Please set him up for a math assessment.            
Was this Learner absent from program at any time? No

Reason?:                

Do you need any supports (training, etcetera)?     Porter will need taxi service on Thursdays. He has a ride on
Mondays.   We need Level Two reading materials around hunting. Porter wants to work towards his hunter’s certificate.           
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At the end of each month the various log sheets will be collected. This is normally done by the 5th of the
new month to give plenty of time to have the statistics from the previous month in by the IMS deadline of the
15th. Then, for the sake of convenience, the statistics will be compiled on one sheet in a fashion which makes
for easy entry on the IMS. There are a variety of ways of doing this, but here is a simple sample of what a collection sheet will look like, using seven clients and three instructors:
Learner
Joe A.
Joe A.
Porter F.
Porter F.
Porter F.
Amy G.
John M.
John M.
Kay P.
Mark. P.
Mark P.
Silas T.

Instructor
Sue P.
Joanie M.
Sue P.
Joanie M.
Jeanne S.
Joanie M.
Sue P.
Joanie M.
Jeanne S.
Sue P.
Joanie M.
Sue P.

Training hrs.
6
9
6
6
3
22
8
4

Assessment
1

Plan Dvlpmt

Other
Info 1

2

1
Referral 1 hrs
.5 Follow-up

4
6

.5 Review
2

.5 Review
Referral .5

As you can see this is an extremely simplified version of how you would compile your statistics and hours
on one sheet. The chart should have other columns, to record items such as administration and board volunteer
hours, hours spent on lesson planning (for volunteers). What is reflected above is strictly related to Contact
Hours. This is what the IMS is currently based on when calculating your effectiveness as an agency. Contact
hours are hours that are spent with clients or potential clients or former clients, for the purposes of delivering
programming or providing information or follow-up. In the future EOIS system it has been indicated that credit
will also be given for accurate and appropriate referral to other programs.
You have compiled all your statistics for the month and are now ready to enter the items into the IMS System. If you are new to the IMS it is highly recommended that you take the time to review the training materials
posted on the IMS web site: http://lbsims.edu.gov.on.ca/PDF/LBSMAN-E.pdf . This is a very comprehensive
slide instruction which is downloadable as a PDF file (also included in the appendices for your convenience).
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So What Exactly is the LBS Information Management System?
The LBS Information Management System (IMS) serves as a database of agencies across the province of
Ontario, as a database used by the Ministry of Training Colleges and Universities (MTCU), and as an electronic
system for transferring data from one to the other. The data is put into the system on a regular and consistent
basis so that the MTCU will have reliable information on all the funded agencies, learners and services.
After you have opened the IMS program:

You will want to make sure you, as the new program coordinator, are added not only as the administrative
contact, but also as a staff practitioner. Initially what will greet you upon opening up the program is the main
window:
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Click the New Staff Practitioner button and enter yourself as a New Staff Practitioner:

Additionally you will use a similar page to enter other new practitioners who are volunteers:

Normally a new coordinator will enter themselves as both a staff practitioner and as a volunteer practitioner.
This is very typical for program coordinators of LBS programs, to dedicate considerable volunteer hours, and
this needs to be acknowledged. So enter yourself twice - once as a staff person and once as a volunteer.
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Monthly Values:
These are the service activities which are not directly specific to a learner. This includes information and referral activities by volunteers and staff not related to a specific learner; activities spent on board and administration work. If you have set values for Agency Parameters, only the count of activities are recorded (the database
will automatically calculate the total hours).

Setting Parameters:
Setting Parameters (not mandatory) can help
you keep accurate hours. If you determine that
a telephone call for giving information usually
runs about 15 minutes, if you set your parameters to reflect that, all you have to enter is your
count (19 telephone calls for info/referral) and
the program will automatically calculate the
hours for you (4.75 hrs). If you don’t want to
use parameters, just enter the hours. If you plan
on setting parameters, use the instructions in the
LBS training manual.
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Creating a New Learner:
Mandatory fields include the Learner’s general information. The one thing nice about IMS is it will not let
you proceed unless you have completed the mandatory fields. Adding an address for the Learner is not mandatory. However, if you do enter an address, the province and postal code will be mandatory. Even though it is
recommended to fill in as much as possible, the reality is that some clients will not have a fixed address, in
which case just leave the address blank.
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Program Involvement Period:
Enter the new Learners as they actually come in to register and include their first meeting as the first date.
This will save trouble later when it comes to entering the cumulative contact hours at the end of the month. That
first meeting will be recorded by clicking the button for the New Program Involvement Period, as in the graphic
below. Once this step has been completed the new learner is in your system, and contact hours can now be recorded for any time following that initial date of the Involvement Period.

Other items which will have to be filled in are the section on Assessments, Training Supports, Referrals, etcetera. Please refer to the LBS Training Manual for information on how to fill in these fields. In this manual the
material is solely intended for quick start and is not comprehensive. Give yourself time to learn.

Contact Hours:
On the LBS-IMS web site ( http://lbsims.edu.gov.on.ca/PDF/CONTTIME-E.pdf ) there is a document titled:
Literacy and Basic Skills (LBS)
Information Management System Project
LBS MTCU Application
Contact Time Recording
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The document gives detailed information as to how contact hours should be recorded, using the Service Delivery Window. For purposes of a quick start up, for the smaller agencies, with loads of one-to-one encounters
between learners and volunteers, and scheduling which may change rapidly to accommodate either party, you
may wish to enter all the information and service hours at one time using the last day of the month. This practice is a great way to start up until you become more accomplished with using the system.
So, for the new program coordinator of smaller agencies you will be using the last date of the month and
enter all the service hours at one time. If you maintain good back-up records this practice is acceptable.
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Because you will be entering all your statistics at one sitting you will adjust a few entries to accommodate
this procedure. For example, on the window shown, where it says Literacy Level, you will leave this blank. The
Learner’s literacy level is indicated in his/her profile page. You will also make sure the “Delivered” option is
selected in the Delivery Status window.
Now you will go through your list and enter each learner with his/her cumulative training hours with the statistics gathered on your original compilation. You will also record the corresponding hours to the practitioners.
For example: John had 3 hours of Math and 7 hours of English. He had 10 training hours. Put in 10 hours
and click the “attended” button. On the practitioner side, 3 of those hours were delivered by staff person Martha
and 7 of those hours were delivered by volunteer Nicole. Enter these accordingly.
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Double checking entries
Once all your statistics have been entered, you will need to double check that they have been recorded
properly. This is important because the IMS program records hours according to scheduled service delivery. Because you are entering all your statistics at once, if you have set your service delivery time parameters to, let’s say 23 hours (the maximum allowed in one day), many of your learner entries will record
as 23 hours. So you will need to correct this before sending your statistics to the Ministry of Training,
Colleges and Universities. To check these, return to your Service Delivery window and follow the instruction below.
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The next window to pop open will be whichever one you have highlighted and double-clicked. In the following
graphic the one which has been selected is the window displaying training hours.

When you have made the corrections required to your learner hours, click the save button. This will save the
most recent entries, overriding the previous entries. You will want to double check one more time. You may also
want to go to the Reports button to check that the items entered are being recorded properly.

...and last but not least
...don’t forget the HELP menu
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There’s always help.
It’s highly recommended
to print out the LBSIMS Training Manual,
and keep it on hand.
But if you are already in
the IMS and need help
- Click on the question
mark.

The default screen will be the Contents
site map, structured the same as any
contents key in any windows program.
You can do your search this way simply
by clicking on folders and finding what
you are looking for in the descending
order.
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The next choice is the entire Index, as follows:

This choice is good if you have an approximate idea of what you are looking for. Indices are filed alphabetically, so simply scroll down the list until you find what you are looking for.
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And finally, you can Search by name:

If you know what action you want to take, type it in and the reference material choices will pop up in the
selection list at left. When you’ve made your selection, click on it, and the reference material will pop up in the
main frame.
The Help menu is often overlooked, but it’s right there for you to use if you encounter any difficulties in using the IMS system. Again, this entire introduction to IMS is no substitute for embarking on the learning process through using the LBS-IMS Manual and other training resources. It is intended solely as a quick start to get
the new program coordinator up and running in as little time as possible. At some point the new program coordinator will need to utilize the other options, integrating them into the IMS entry process. Many of the items are
useful to the management process, but only if you feel comfortable using them.
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Notes:
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Employment Ontario
What is the LBS Program’s relationship with Employment Ontario? Where do we fit into the larger framework?
The Community Literacy of Ontario’s (CLO) web site, Literacy Basics, offers an excellent introductory module to Employment Ontario designed for literacy practitioners. For a more comprehensive insight into Employment Ontario and LBS Programming please go to: http://www.nald.ca/literacybasics/employ-o/intro/01.htm and
follow the module.
In November 2005, the provincial and federal governments signed the Labour Market Development Agreement (LMDA) which allowed plans for the new system in Ontario to move forward. Through this agreement the
federal government transferred funding and resources linked to training and employment supports and benefits
to the Ministry of Training, Colleges and Universities (MTCU). Employment Ontario was formally launched on
January 1, 2007.
Employment Ontario programs and services focus on training and skills development, labour market and
community needs, and employment. Employment Ontario is designed to help people seeking to upgrade their
skills, looking for work, wanting to start a career, or looking for a career change. It can also assist employers to
find and hire people with the skills employers need.
The Employment Ontario web site at www.edu.gov.on.ca/eng/tcu/ is one effective way to find information
about all aspects of Employment Ontario. The Employment Ontario Partners’ Gateway web site www.eopg.ca
is another valuable source of information, particularly for agencies. This is a web site which you will want to
check in with on a regular basis for the most recent information.

www.eopg.ca

Employment Ontario Partners’ Gateway
Welcome to the Employment Ontario Partners Gateway (www.eopg.ca). This site
provides support to partners and agencies delivering Employment Ontario projects or
services as part of the Employment Ontario Network. It provides tools and materials
to support the Employment Ontario Brand, and employment and training information
and services within the Employment Ontario network of service providers.
This site will continuously be upgraded with information and resources to support
the Employment Ontario network, we value any feedback you can provide.
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Other Useful Web Sites for
Community Based LBS Programs
The following is a list of useful web sites to further your training and information in the LBS practitioner
field as well as to help you in your objectives as a new program coordinator. These web sites are very useful for
a variety of purposes, but you may also find that the wealth of information can be overwhelming, at first. Use
this list as your basis, and ask your Network Executive Director, TCU Field Consultant or Mentor for the most
useful for your purposes. This list is neither exhaustive nor complete. It is merely a starting reference point.

http://www.nald.ca/clo/

Who We Are
Community Literacy of Ontario (CLO) is a provincial literacy network of 100 community literacy
agencies across Ontario. We provide many services to
Ontario’s community literacy agencies such as: sharing information via bulletins and newsletters, producing exemplary resources and tools to support literacy
agencies, hosting two web sites, providing online
training and holding an annual training event, and
researching the needs and priorities of our members.
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This web site provides great support for
community based agencies in a variety of
ways, from training to newsletters to management and further literacy links.

http://www.nald.ca/literacybasics/

Literacy Basics is a free, self-directed online training web site for Ontario literacy practitioners. This innovative training web site was researched, written and
designed by Community Literacy of Ontario. Literacy Basics has been designed
to help busy literacy practitioners access needed training at convenient times and
locations. The training modules on Literacy Basics are self-directed; therefore
participants can choose content and tools appropriate to their interests, needs, and
skill levels.
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http://www.lbspractitionertraining.com

This site offers professional development support for practitioners who work
with adult learners in the Literacy and Basic Skills Program of Ontario. There
are online courses, downloadable program materials and resources, an interactive self-assessment tool, and links to other LBS training web sites. In addition,
practitioners can connect with other professionals in the Staff Cafe forum to
discuss issues related to learners and program delivery.
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http://www.on.literacy.ca

This web site provides support for the Anglophone Stream, and gives some good literacy background.
Ontario Literacy Coalition’s (OLC) Goals:


To understand the state of literacy in Ontario and provide insights to governments, the literacy
field and other organizations to enable them to shape policy and guide program development



To foster innovation in literacy solutions



To lead collaboration among stakeholders on issues of a province-wide or fundamental nature
and initiate partnerships and alliances so as to broaden the support for literacy efforts in the
province
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http://www.laubach-on.ca/

Laubach Literacy Ontario represents a network of community-based literacy programs. We use the services of trained volunteer tutors and trainers.
Through Laubach-affiliated programs, tutors provide one-to-one and small
group instruction for more than 3,500 adult students. These students want to
upgrade their reading, writing, and math skills. In addition, they want to upgrade their essential skills and other skills based on their goals.
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http://www.alphaplus.ca/eng.asp

Alpha Plus is funded by the LBS program to support LBS agencies, for resources
developed and the innovative use of technology in adult basic education..
AlphaPlus Centre actively supports research, and promotes best practices in adult
basic education for practitioners and programs that work with adult learners in the
Deaf, Aboriginal, Francophone and Anglophone communities through:
•

innovative use of technology,

•

research, and

•

the design, development and dissemination of information and resources
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http://demonstrations.alphaplus.ca

There is excellent information on this web site which will help towards your approach to
assessment in LBS.

Demonstrations
Demonstrations are used by LBS agencies as a formal method of both ongoing and exit assessment. They provide the learner with the opportunity to apply several skills at one time to
accomplish a real life task. It is important to know that assessment results matter to the learner,
to the practitioner, and to the MTCU.
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http://www.edu.gov.on.ca/eng/training/literacy/publications.html
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http://www.onlc.ca/

The Ontario Native Literacy Coalition (ONLC) is a non-profit, charitable organization, one of four provincial umbrella organizations funded by the Ministry
of Training, Colleges and Universities. The ONLC is a provincial networking and
field development organization supporting and serving Native literacy practitioners and learners in Ontario, providing information, support and training while
enhancing ability and awareness of literacy issues.
Founded on the principles of the Seven Grandfather Teachings, the ONLC
respects the individual as a whole person - part of a family, community, and a Nation.
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http://www.coalition.on.ca/

VISION

MISSION
La Coalition ontarienne représente, guide et appuie
ses membres. Elle contribue au développement des savoirs
en formation des adultes. Elle fait valoir l’importance de la
formation des adultes en français en Ontario et la nécessité
pour eux d’avoir accès à un choix complet de programmes.
Avec ses membres, elle crée un contexte qui favorise la construction identitaire des francophones.

La Coalition ontarienne
contribue à créer, avec ses
membres, les conditions qui
permettent aux adultes francophones de l’Ontario d’acquérir
les compétences nécessaires
pour atteindre leurs objectifs
de formation et est reconnue
comme chef de file auprès de
tous les détenteurs d’intérêts.
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http://web.archive.org/web/20050206140706/www.deafliteracy.ca/index.htm

•
•
•

We deliver quality professional development and training to
literacy agencies serving Deaf and Deafblind learners
We develop learner and practitioner resources relevant to
Deaf and Deafblind adult learners
We undertake research initiatives that advance the Deaf and
Deafblind literacy field in Ontario

Our Community
A number of Ontario agencies presently operate literacy
programs specifically designed for Deaf and Deafblind
adults.
Five agencies operate with assistance from the Literacy
and Basic Skills Section of the Ministry of Training, Colleges and Universities. These agencies are Canadian Hearing Society, Durham Deaf Services, Mohawk College, Ottawa Deaf Centre, Canadian National Institute for the Blind
and George Brown College. Fourteen sites serve over 400
learners. These sites operate in the communities of Hamilton, Oshawa, Thunder Bay, Sudbury, Sault-Sainte-Marie,
Ottawa, Toronto and London.
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http://www.abc-canada.org/

ABC CANADA specializes in public awareness campaigns, and provides promotional support to local literacy groups. It is also the founder of Family Literacy Day, a national initiative that promotes the importance
of reading and learning together as a family.

http://www.nila.ca/
National Indigenous Literacy
Association
The National Indigenous Literacy Association (NILA)
serves as the eyes, ears and voice of Aboriginal literacy
in Canada, and reflects the spirit and values of Aboriginal peoples and nations in all of its work. We emphasize
Aboriginal culture-based quality in our services, and respect in all our relationships. NILA supports the development of holistic approaches to literacy education, and partnerships and links with quality Indigenous education
initiatives wherever they are found.
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http://www10.hrsdc.gc.ca/ES/English/SearchMain.aspx
Essential Skills
This site provides free and
easy-to-use tools to help learners,
employers and practitioners take
action on Literacy and Essential
Skills.
Search over 300 job profiles to
see how these skills are used in the
workplace.
Use the Literacy and Essential
Skills Toolkit to help support skills
upgrading at work and in everyday
life. The Tools are categorized
under three areas:
* Assessment
* Learning
* Training Supports
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http://www.nald.ca/index.htm

National Adult Literacy Database
This is a truly wonderful resource and is exactly what it says it is. NALD is a comprehensive, up-to-date and
easily accessible database of literacy-related classroom and research materials, available free to download. It
also functions as a portal to adult literacy resources and services across Canada and internationally.
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http://skills.edu.gov.on.ca/OSPWeb/jsp/en/login.jsp

Ontario Skills Passport
The Ontario Skills Passport (OSP) provides clear descriptions of the Essential Skills
and work habits important for work, learning and life. Essential Skills are used in virtually
all occupations and are transferable from school to work, job to job and sector to sector.
The OSP offers high school students, adult learners, job seekers, workers, employers, teachers, trainers, practitioners, job developers and counsellors a common language,
resources and tools that help build competence, confidence and connections.
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http://www.mygates.ca/index1.html
My Gates
This website is for people
who are looking for work but
do not plan to go to college or
university. It is also for Employment Ontario partners
who help people look for jobs
and get the training they need.
This site provides information
on 120 jobs in Ontario that do
not require higher education.
It shows what people in these
jobs do on a daily basis and
what kinds of skills they need
in order to be successful.
You can do an online activity to identify skills you already have and skills you need
to develop for particular jobs.
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SOURCES:

The ABC’s of CIPMS, Continuous Improvement Performance Management System, Jette Cosburn and Vicki
Trottier, 2008. Community Literacy of Ontario.
http://www.nald.ca/litweb/province/on/clo/resource/cipms/cipms.pdf
Assessment Kit, Kingston Literacy. Ongoing Assessment Tracking Model for Volunteer Tutoring Programs.
http://www.kingstonliteracy.com/forsale.htm
CABS - Common Assessment of Basic Skills Initial Assessment in 5 Levels (2000), Judith F. Lee. The
CABS Initial Assessment Report and the Demonstrations are intended to be freely reproduced for assessment
purpose. In this publication you will find Assessment tools, demonstrations, background information, and additional resources. Literacy Link Eastern Ontario (LLEO), 830A Development Drive, Bayridge Plaza, Kingston,
ON K7M 5V7, E-mail:lleomail@ican.net
One can also access CABS from this website: https://www.lleo.ca/col/cabs_online.html
CARA - Canadian Adult Reading Assessment (2000), Dr. Pat M. Campbell & Flo M. Brokop. CARA is an
informal reading inventory that can determine a student’s instructional reading level and specific strengths and
weaknesses in word recognition and comprehension. The instructor’s manual and student’s assessment booklet
contain a graded word list and nine levels of passages, ranging in readability from grades one to twelve. Each
level contains two fiction and three non-fiction passages. Publishers: Grass Root Press, http://www.grassrootsbooks.net/ca/
Common Assessment in the Literacy and Basic Skills Program, Literacy and Basic Skills Section Workplace Preparation Branch, Ministry of Training, Colleges and Universities, August 2000.
http://www.edu.gov.on.ca/eng/training/literacy/assessmt/assess.pdf or http://www.ontla.on.ca/library/repository/mon/ont/ed/2000/assess.pdf
Demonstrations Ontario, a Learning Basic Skills funded project, focuses on demonstrations that are relevant
to employment and offers a demonstration builder for practitioners.
http://demonstrations.alphaplus.ca/lvloutcome.asp
Goal-Directed Assessment: An Initial Assessment Process, Ontario Ministry of Education and Training
1997, available at:
http://www.edu.gov.on.ca/eng/training/literacy/goal/goal.pdf
Goal Setting for Learners, (Instructor’s Manual and Manual for Learners), Stephanie Brennan. The
instructor’s manual gives background theory and strategies for working with learners and provides goal setting
activities. Some of the areas topics include: goal setting, assessment, learning styles, notes about lessons, importance of setting goals, identifying needs, wants, dreams and supports needed in goal setting. Southwestern
Ontario Adult Literacy Network, 475 Caradoc Street, Strathroy, ON N7G 2R1. E-mail: soaln@ican.net
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Laubach Way to Reading and Laubach’s Breakthrough to Math and Patterns in Spelling series have a
number of Diagnostic Inventory forms for both initial assessment and learner outcomes assessments. Laubach
Literacy Ontario is also a provincial literacy organization which has a certification process for practitioners.
http://www.laubach-on.ca/
LBS-IMS Training Manual http://lbsims.edu.gov.on.ca/PDF/LBSMAN-E.pdf
The Level Descriptions Manual, a learning outcomes approach to describing levels of skill in Communications & Numeracy, as well as features and example performance indicators for the domain of Self-Management
and Self-Direction. Produced by the Ontario Literacy Coalition, available at:
http://www.nald.ca/library/research/levels/levels.pdf
Linking Demonstrations with Laubach, Laubach Literacy Ontario (LLO) through AlphaPlus, you can access a comprehensive manual of learning outcomes demonstrations for programs using Laubach materials.
http://demonstrations.alphaplus.ca/DemonstrationBank/laubachindex.html
Literacy and Basic Skills (LBS) Program guidelines (revised October 2000). Literacy and basic skills program: guidelines. Ontario.Ministry of Education and Training.Literacy and Basic Skills Section Literacy and
Basic Skills (LBS) Program. http://www.ontla.on.ca/library/repository/mon/7000/10317306.pdf
New to Adult Literacy in Ontario (2001), What Literacy Staff Need to Know, Anne Semple. This handbook
gives a comprehensive overview of the literacy field, detailing the present structure and listing important information in tabbed, easy-to-find sections. Publishers: Literacy Link South Central, 213 Consortium Court, London, ON, N6E 2S8, Phone: 519-681-7307, Toll-free: 1-800-561-6896, E-mail: literacylink@bellnet.ca
Website: http://www.llsc.on.ca
New to adult literacy in Ontario? (2003), What else literacy practitioners needs to know, Patti Miller. Using
the field development priorities as a guide, the Literacy Link South Central have compiled and organized some
of the newest resources in the field. Publishers: Literacy Link South Central, 213 Consortium Court, London,
ON, N6E 2S8, Phone: 519-681-7307, Toll-free: 1-800-561-6896, E-mail: literacylink@bellnet.ca
Website: http://www.llsc.on.ca
The Revised Common Writing Assessment: A Tool linked to Ontario’s LBS Learning Outcomes Levels,
Ontario Literacy Coalition. This writing assessment tool is linked to the LBS learning outcomes Levels 1-5.
This tool helps practitioners assess writing samples and share assessment results with learners. Copies of the
manual are available from the OLC. Email: Urszula@on.literacy.ca
Working with Learning Outcomes, Literacy and Basic Skills Section, Workplace Preparation Branch, Ontario Ministry of Education and Training 1998. To order call 1-800-668-9938
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From the Simcoe County Literacy Network through AlphaPlus, a bank of outcomes-based demonstrations
- contributed to by Community Literacy of Ontario (CLO), Laubach Literacy Ontario (LLO), Association of
Colleges of Applied Arts and Technology of Ontario (ACAATO), Ontario Association of Adult and Continuing
Education School Board Administrators (CESBA), - is available on this site.
http://demonstrations.alphaplus.ca/DemonstrationBank/databaseindex.html

Your Own Resources:
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Appendices:
Miscellaneous
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Survival Guide Survey
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