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THIS IS A SELF-STUDY EVALUATION KIT 

tivation for the evaluation comes from within the program. 

For it to work, it has to be used by a program  
that takes seriously the idea that it can improve. 

The evaluation is a participatory process and takes  
a fair amount of time to complete, but it is worth it! 

: 
urages objective evaluation of the program; 

urages upgrading of program conditions; 

ests areas for growth; 

les coordinators to focus on needs of tutors and learners; 

ides opportunities to plan ahead; 

otes group spirit and discussion; 

ides a tool for in-service development; and 

ides a basis for program funding proposals. 
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USER GUIDE 

PROJECT DEVELOPMENT 

Preamble 

The challenge for this project was to develop a process which would help programs 
to examine their practice, reflect upon it and try to see how things could be done 
differently in the hope that this reflection would lead to action and improved programs. It 
is recognized that policies and funding determine practice in that programs usually adjust 
to the funds available. In the evaluation process developed, this has been turned around: 
we have tried to give programs indicators of what is currently considered the ideal in 
good practice and let the programs target what they would like to improve for the next 
year. When priorities have been decided upon, the decisions could then become the basis 
for program proposals to funding sources and thus, practice could help determine funding 
provisions. 

Rationale 

In the last two decades, adult literacy has emerged as a field of practice in its own 
right. The origins of many currently existing adult literacy programs in Canada can be 
traced back to the 1970s. However, as various events, reports and efforts in public 
awareness increased in the 1980s, so did the program offerings. Volunteers have been an 
essential part of adult literacy services in order to provide the individual attention and 
encouragement which so many adult learners need. 

If adult literacy programs are to succeed with the learners, then programs have to 
put learners’ concerns foremost. These concerns should carry over into program planning 
and provision. The British have used the term “good practice” for several years now in 
attempts to define the operational parameters for the adult literacy field. The U.S. 
Department of Education’s Division of Adult Education has developed a set of “Quality 
Standards for Adult Education Programs” which have been applied to Adult Basic 
Education (ABE) programs. In addition, there is a growing body of research and 
literature on what constitutes effective adult literacy programs. 
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In May 1988, the International Reading Association (IRA) passed a Resolution 
calling for the development and promotion of “standards for volunteer tutoring programs 
and the training of literacy volunteer tutors”, and “evaluation standards for literacy 
programs.” In its background statement, the IRA acknowledged the contribution of 
volunteer tutors in the eradication of illiteracy, but called for well-designed preparation 
programs. They went on to deplore the fact that most existing volunteer literacy programs 
offer “as little as 10 hours or less of training.” The IRA perceives the high drop-out rate 
being partially accounted for by program deficiencies and the lack of qualified tutors. 

In British Columbia, the Executive of the Adult Basic Education Association of 
B.C. approved a statement on “Quality Literacy Programs” which was prepared by one of 
its committees and discussed at the Association’s Annual Meeting and Conference in the 
spring of 1988. Thus, the field appears to be moving towards “quality control.” This is a 
sign of maturity. 

The need had been expressed for some kind of “tool” or “process” which could be 
used for program evaluation – either by the programs themselves (self-evaluation), or by 
someone external to the program should the need arise. Currently, no national standards 
exist in Canada. However, most literacy programs using volunteers do engage in some 
forms of evaluation which usually solicit feedback from learners and volunteer tutors 
about their experience(s) in the program. Funding and sponsoring bodies often require 
quantitative and other data as well to justify the disbursement of funds and/or a program’s 
continued existence. It was in this developing climate of concern about “standards”, 
“quality”, and “good practice”, that this project had its genesis. 

Project Assumptions 

In designing the process, there were several explicit assumptions: 

1. The aim of the evaluation process is to improve program offerings. 

2. Evaluation should be an ongoing internal process in the learning 
community, but there are times when others, not as closely involved with 
the program, may be called upon to do a review. Thus, the process to be 
designed could be used either internally or by an external evaluator. 
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3. The participants in the program – paid staff, tutors, other volunteers, and 
learners should all be involved in the evaluation process. 

4. Programs, or learning communities, are interactive systems with many 
variables. A multi-faceted approach to evaluation is necessary to get the 
full picture. 

5. The beliefs that adult literacy volunteer programs should be learner-
centred, offer free tuition, be accessible and be placed in the context of 
lifelong learning, provided a philosophical or conceptual base for the 
evaluation. 

Design Methodology 

After an extensive literature and ERIC search, literacy colleagues across Canada and 
in British Columbia were contacted in an attempt to assess the “state of the art” of 
evaluation in adult literacy programs. Some useful individual unpublished studies were 
read, and colleagues willingly shared their ideas as well as samples of evaluation 
questionnaires and other tools. Many practitioners are currently concerned with 
developing more appropriate assessment instruments to evaluate learner outcomes. This 
was not the major thrust of this project. 

Our major concern was to evaluate the program. For the program as a whole there 
are two instruments: a Program Questionnaire and a Program Profile. The Program 
Questionnaire is the actual evaluation instrument. The Program Profile when completed 
provides descriptive and quantitative data. 

The Program Profile is important because it gives a picture of the resources 
available for the program and provides background material to help explain the results of 
the Evaluation. It is also a cross-check on various administrative procedures such as 
essential record-keeping. It gives some idea of the program’s performance and impact. 

To construct the Program Questionnaire, the following procedures were followed. 
Various program components were identified. Then, clusters of conditions pertaining to 
each component were identified based on practice and the literature. A good practice 
statement was then written for each component and the supporting conditions listed 
underneath. The final instrument has seventeen good practice statements. (See below.)   
A rating scale (from 1 to 5) was then developed for each statement. 
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The people involved in the evaluation have to decide where their program fits on the 
scale. After that decision is made, the evaluation leads into program planning for the next 
program year or cycle. The people involved decide what they could realistically 
accomplish in the next program round and what assistance they will require to attain their 
objectives. The system is flexible enough so that people can choose their own priorities 
for the coming year. This is important because different programs will have different 
concerns and different priorities, but the process helps to identify areas of strength and 
areas requiring improvement. It may also suggest some new ideas or ways of doing 
things that have not previously been thought of or tried. 

It is strongly recommended that this program evaluation be done by a cross-section 
of program participants in a group process. However, in rural areas, where tutors and 
learners may be scattered over fairly long distances and in suburban areas, where 
numbers in the programs are large, it may be difficult to arrange a satisfactory group 
process. Hence, it was decided to develop two other instruments – a Tutor’s 
Questionnaire and a Learner’s Questionnaire. Each of these is keyed to the good practice 
statements which most directly impinge on the tutor and learner respectively. A 
correlation between the three instruments is found following the Good Practice 
Statements. 

The Field Test 

The instruments were field tested in different programs in British Columbia. The 
sites included: a northern community college with three programs in different sized 
communities; an interior rural program site of a community college; a large well-
established suburban community college program; an independent community literacy 
program; and two school board programs. The independent and college programs chosen 
all use volunteers in one-to-one tutoring situations. One of the school board programs has 
a mix of activity – a “drop-in” learning centre with tutors, and a one-to-one tutoring 
component away from the centre. The other school board program operates a large centre 
with several part-time instructors and has a small corps of volunteers who give individual 
help to learners working in the centre. Thus, a mix of program sites and program types 
was chosen. In addition, some experienced literacy workers attended or conducted a 
group evaluation to get a firsthand impression of how the process worked and of any 
“problem-spots” with the instruments. After the results were in and analyzed, some 
modifications were made to the instruments. 
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GOOD PRACTICE STATEMENTS 

 

A. PHILOSOPHY 

A quality adult literacy program has a clearly written philosophy or mission statement 
which is communicated to the people involved with the program and is reviewed 
regularly. 

B. PLANNING 

A quality adult literacy program regularly plans and sets goals and objectives consistent 
with its philosophy.  It carries out these activities in a participatory manner. 

C. COMMUNITY INVOLVEMENT and LINKAGES 

A quality adult literacy program is aware of the resources and needs of the community in 
which it is located.  It establishes and maintains links with various referral sources and 
community agencies as well as other relevant educational programs and organizations.  It 
regularly reviews its community and organizational relationships. 

D. AWARENESS ACTIVITIES – Recruitment, Public Relations, Advocacy 

A quality adult literacy program initiates a community awareness program to attract 
potential learners and volunteers and to gain support for the program and literacy issues 
from other sectors of the community. 

E. ACCESS 

A quality adult literacy program operates from an identifiable and accessible location.  It 
provides flexible time and place arrangements for instruction and facilitates access to 
other learning opportunities. 

F. FACILITIES AND EQUIPMENT 

A quality adult literacy program operates in facilities which are comfortable, adequately 
serviced and equipped to meet administrative, instructional and program support needs. 
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G. ADMINISTRATION 

A quality adult literacy program uses paid professional staff and is consistently well-
managed and run. 

H. PARTICIPATION 

A quality adult literacy program encourages the participation of learners and volunteers 
in as many different aspects of the program as possible consistent with its philosophy. 

I. STAFF TRAINING AND DEVELOPMENT 

A quality adult literacy program uses well-trained professional staff who keep up-to-date 
with developments in the field. 

J. TUTOR TRAINING 

A quality adult literacy program offers tutors a comprehensive training program which is 
presented using a variety of instructional techniques and group formats. 

K. VOLUNTEER TUTOR SUPPORT SERVICES 

A quality adult literacy program provides a broad range of support services for its 
volunteer tutors. 

L. LEARNER ASSESSMENT 

A quality adult literacy program uses a variety of flexible, learner-centred assessment 
procedures when learners enter the program, while they are being tutored and when they 
leave the program. 

M. LEARNER SUPPORT SERVICES 

A quality adult literacy program provides a broad range of support services for its 
learners. 

N. INSTRUCTIONAL STRATEGIES 

A quality adult literacy program uses instructional strategies which help adult learners 
progress towards their learning goals. 
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O. MATERIALS 

A quality adult literacy program uses a wide variety of instructional materials appropriate 
for adults and consistent with the program's philosophy, as well as a wide variety of 
supplementary support and resource materials. 

P. PROGRAM EVALUATION 

A quality adult literacy program engages in ongoing evaluation to assure program 
effectiveness and involves learners, tutors, staff and other interested parties in the 
process. 

Q. FUNDING 

A quality adult literacy program has adequate, ongoing funding to provide necessary 
resources for staffing, facilities, materials and other support services the program needs to 
fulfill its mission. 
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CORRELATION OF STATEMENTS IN THE THREE QUESTIONNAIRES 

Tutor Q1 Learner Q2 
Good Practice Statement 

Program  

Question Major Minor Major Minor 

Philosophy A  A   

Planning B  A C  7 

Community Linkages C  A F   

Awareness Activities D  A  1 

Access E   4 2 

Facilities and Equipment F   5  

Administration G F    

Participation H C  7 to 9  

Staff Training and Development I     

Tutor Training J A    

Volunteer Tutor Support K B    

Learner Assessment L   12 to 14  

Learner Support Services M   6 9 

Instructional Strategies N E  11  

Materials O D  10  

Program Evaluation P  C 15 7 

Funding Q     

  
1. For the Tutor Questionnaire, the lettered statements in the “major” column most closely correlate with 

the statement in the Program Questionnaire. Some aspects of other statements in the Program 
Questionnaire are reflected in the lettered statements in the “minor” column. 

2. In the Learner Questionnaire, the numbers in the “major” column refer to questions in the Program 
Evaluation section of that Questionnaire and most closely correlate with the statements in the Program 
Questionnaire. Other correlations appear in the “minor” column. 
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SUGGESTIONS FOR USE 

Implementation 

There are four instruments. The correlation table shows how the three evaluation 
instruments are linked. A small program in which nearly everyone could participate in an 
evaluation process might only need the main Program Questionnaire as a guide. Larger 
programs or ones where people are scattered over large distances may need to distribute 
and collect the individual questionnaires for Tutors and Learners to get the feedback 
required. 

The ways in which the various instruments are used will probably vary with each 
program. It is recommended that the evaluation be done once a year or at the end of each 
program cycle if there is more than one of these in a twelve month period. However, 
when you choose to do it will depend on your own schedule and needs. If the planning 
aspect is to be taken seriously, then enough time should be allowed for an evaluation 
strategy to be implemented as well as for a discussion of the results including decision-
making on priorities for the next year or cycle. You may decide to go through the 
evaluation process around the middle of the program year, perhaps during a less busy 
time. The advantage then would be that you possibly could make some adjustments while 
the program was operating instead of waiting until the next year. 

Here are some ways in which different kinds of programs could use the process. 

1. A small program of say, a dozen matched pairs in an isolated town or rural area, 
may want to call a meeting of all the tutors and ask them to come for a daytime 
or evening session of about three hours to discuss the program. They could be 
asked to invite any interested learners to come along as well. If it were just a 
tutor group, the coordinator might have the tutors fill out the tutor questionnaire 
ahead of time as a “warm up” to the meeting. At the meeting, the tutors could 
discuss their ratings and comments together. They would get to know how 
others were managing and feeling about the program and it would give the 
coordinator immediate feedback and an opportunity to discuss any of his/her 
concerns. The coordinator might then select a few other statements from the 
Program Questionnaire to generate further discussion. 
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2. Another strategy might be to circulate a copy of the seventeen good practice 
statements as presented in this manual ahead of time and ask the tutors which 
ones they would like to discuss at length at the meeting. The Program 
Questionnaire then becomes a more detailed resource for the meeting. 

3. If your program has regular tutor meetings or in-service sessions, you could 
select one or two of the statements to generate in-depth discussion about the 
implications of the statement and the attached conditions, and begin to analyze 
what they really might mean to your program. Other interested community 
members might be invited to participate as well. 

4. In larger programs, twenty matched pairs or more, the group process could not 
involve everyone without becoming unwieldy. Here, a representative group of 
tutors and learners could be chosen to be part of the evaluation team with 
professional staff. Feedback from the other participants would have to be by 
questionnaire. 

5. A respected “third party” or someone at arm’s length from the program might be 
invited in to facilitate a group evaluation session. 

6. In a drop-in learning centre arrangement where tutors work with different 
learners and are under professional supervision, the tutor questionnaire may not 
prove very applicable. However, these tutors could be invited to participate in a 
group evaluation or discussion around the statements in the Program 
Questionnaire. 

7. After you have done your first complete evaluation, you may decide that on 
subsequent occasions you will just focus on the statements which received the 
lowest ratings and reassess those areas. 
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As you work with the instruments, different ways of using them in your own 
situation will probably occur to you. 

Programs will have to use their own ingenuity in administering the Learner 
Questionnaires. Some learners may be capable of filling it out on their own, but the 
responses may not be very revealing. More information might be obtained if the tutor and 
learner sat down and worked through it together in one of their sessions. That could then 
generate some discussion about surveys, market research and so on. Learners might even 
be encouraged to write their own questionnaires or suggest additional questions on a 
topic. 

In smaller programs, it might be possible for coordinators to interview the learners 
in person or on the telephone. Alternatively, another “third party” not known to the 
learner, but connected with or having an interest in the program could ask the questions. 
In some programs a learners’ meeting might be held and some of the questions discussed 
there and learners’ suggestions recorded. 

By now, you will realize that the kit is a tool to get you started on your own 
evaluation strategy or process. Every program should have an evaluation and it is worth 
building in the time to the program to do it well. 

Specific directions for use are attached to each of the questionnaires. If individual 
questionnaires are distributed, you will have to add your own cover note indicating such 
things as purpose and deadline for return. Questionnaires will have to be collected and 
the results collated and analyzed. Results should be shared as much as possible through 
meetings or in annual reports. 

The Program Profile is the fourth instrument. As indicated this is not an evaluation 
instrument per se, but provides an opportunity to describe the program in quantitative and 
usage terms. Programs attached to institutions usually have to submit similar kinds of 
information to their administrations on a regular basis. Thus, they may not want to use 
this instrument. For programs not attached to institutions which require such reporting, 
the Profile could be useful in several ways. 

1. If filled in annually, it could provide a means of comparison of program trends 
and performance from one year to the next. 
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2. It suggests the kinds of information that funders usually require to make a 
decision as to whether funds should be granted or not. 

3. If the kind of information requested in the Profile is not readily available, then 
the program may want to consider some adjustments or changes in record-
keeping procedures. 

4. When completed, the data could be used in program funding proposals, annual 
reports and other literature about the program. 

5. If someone external to the program is invited in to do an evaluation, the kinds of 
information provided in the profile give a picture of program resources and 
activity which help interpret the program evaluation. 

Interpretation and Application of the Results 

The Program Evaluation process provides a means of identifying strengths and 
diagnosing possible weaknesses. The individual Tutor and Learner Questionnaires when 
aggregated provide a reality check on statement ratings in the Program Questionnaire. 
Sample cumulative comments sheets are provided in this kit for recording learners’ 
responses, if you so desire. Also, a sample tally sheet for tutors’ responses has been 
provided in the kit for your convenience. You can make extra copies or modify it for your 
own needs. It helps to provide a visual appraisal of weak and strong points. 

Another way of handling the tutor ratings is on a numerical basis. This may have to 
be used for large numbers of respondents or where there is no clear clustering if you want 
to find the average rating in a given area. This is how you would make the computation. 
Suppose that you have fifteen tutors who respond to the Questionnaire and their ratings 
are as indicated below, to find the average rating you make the following calculations. 

 Rating Number Total Calculation of Average Rating 
 5 ll  2 2 × 5 = 10 
 4 lllll  5 5 × 4  = 20 
 3 llllll  6 6 × 3  = 18 
 2 ll  2 2 × 2  = 04 
 1 0  0 0 × 1  = 00 

  ---   --- 
 Total Responses = 15 Total = 52 

                           Average Rating  = 5.3
15
52

ResponsesTotal
MarksRatingTotal ==  
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If there is a mismatch between tutors’ ratings of a particular area and the rating in 
the same area of the Program Questionnaire, then some analysis has to be done to account 
for the discrepancy. 

If there are no major discrepancies but ratings are low, or areas are missing, then 
some discussion about adjustments and priorities for the next year has to take place. This 
is where resourceful and imaginative planning come into play. 

It is very easy, as one works through the Program Questionnaire to say “time and 
money” are what are required to help the program improve. While this will probably be 
true in many cases, it is too gross a simplification. A serious analysis of the program and 
the stated conditions may reveal several comparatively easy things which could be done 
with a little thought and planning. These may not necessarily require a great outlay of 
funds or personnel resources, but if implemented will show that the program has taken 
the results of the evaluation seriously. 

For instance, if there are several volunteers waiting to be matched with a learner, are 
there some other ways they might be employed on the program to keep them interested in 
the program? Perhaps they could design some promotional material, or create some 
instructional games or devices. There may be some help they could give to the 
coordinator in the office. If the tutoring site is inaccessible to some learners because of 
weather conditions and distance, have you explored all possibilities within the 
community for a more accessible site whose use might be donated? Is record-keeping a 
weakness? Then making a start on improving in this area shows progress is being made. 

Many of the things suggested in the conditions may never be possible in some 
situations. Larger programs have some advantage over smaller ones in the things that 
they may be able to accomplish. The point is, however, that you feel you are doing the 
best you can in your circumstances. Larger, well-established programs may suffer from 
other problems – complacency and insufficient follow-up or monitoring of matched pairs. 
The evaluation process here may lead to some brainstorming and new ways to rejuvenate 
aspects of the program. 
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After the realistic changes have been decided upon, you may indeed want to dream 
and develop proposals to sustain the program at a higher level. The evaluation should 
help you target the areas for growth and help in the development of a multi-year plan for 
funding proposals. Such proposals however need to be checked against your local 
community needs and circumstances. There is no point in doing a huge awareness 
campaign, for instance, unless you know you have the capacity to respond. Some 
coordinators are already stretched to the limits with the number of matched pairs they can 
comfortably handle and support. It would be irresponsible to add more pairs unless 
additional resources are assured. There is much talk about optimum ratios of matched 
pairs per coordinator. A general rule of thumb seems to be a maximum ranging from 25 
to 40 pairs for one paid full-time equivalent staff person. 

In the final analysis, how you use your results is for you to decide, but share your 
results with your administration or your sponsors. Discuss next steps with them. If 
everything turns out to be fine this year, share the good news too. Use your positive 
evaluation results as a lever for continued recognition of the program by the funders and 
sponsors. 
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Note: It is recommended that all or parts of this questionnaire be 
completed in a participatory manner with program colleagues, 
tutors and/or learners. Allow two to three hours for the process. 

There are three parts to this questionnaire: 

1) an identifying cover sheet; 
2) the evaluation section which is the bulk of the instrument; and 
3) a summary recording sheet. 

The evaluation section has seventeen good practice statements labelled A 
to Q with four attached sections (a), (b), (c), and (d). 

1. Read the statement and then look at section (a) and read through the 
conditions. 

2. Check off in the spaces provided the conditions or elements which apply in
your program, then move on to section (b). 

3. Read through the rating statements in (b) and circle the statement which 
best applies to your program. If you think you belong between rating 
statements in some of the areas of practice, then give yourself an 
intermediate rating. For instance, you may have checked off all conditions 
in (a) but feel that you could do a better job, so you may want to give 
yourself a “4 1/2” and target some conditions for improvement in (c). 

4. In (c) identify conditions that are met but need improving and conditions 
not met that you think you could introduce to your program in the next 
year. Be realistic, however. If you rate a “2” or “3”, it may be impossible 
to reach a “5”, even though that may be your ultimate aim. 

5. In (d) you have to determine the steps to be taken and the resources 
required for the attainment of your objectives as outlined in (c). 

6. When you have worked through the statements, you must then decide on 
your priorities for the coming year. The summary recording sheet may 
help you to focus on this task. 
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1 

IDENTIFYING INFORMATION 

Name of Program:  _______________________________________________________  

Sponsoring Organization: __________________________________________________  

Geographic area(s) served by program: _______________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

Date of this Evaluation: ___________________________________________________  

Coordinator’s Name: _____________________________________________________  

Contact Address:  ________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

Contact Telephone:  ______________________________________________________  

Participants in the Evaluation: ______________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  
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a

b

c

d

 

A. PHILOSOPHY 

A quality adult literacy program has a clearly written philosophy or mission 
statement which is communicated to the people involved with the program and 

is reviewed regularly. 
2 

) The following conditions support the above statement. Please check those which 
apply to your program. 

___ Written statement is on file. 

___ Content includes statements on: 
___ target population, ___ ways of delivering the program, 
___ needs of learners, ___ instructional approaches, and 
___ geographic area served, ___ instructional materials. 

___ Statement is reviewed regularly. 

___ Statement is communicated to administrators or Board, staff and/or volunteers, 
and learners. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 

4. Written statement on file; reviewed and communicated as above, but content not 
as comprehensive. 

3. Written statement on file and communicated to some groups mentioned above, 
but content not as comprehensive and not reviewed regularly. 

2. Written statement on file. 

1. No written statement. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above?  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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B. PLANNING 

A quality adult literacy program regularly plans and sets goals and objectives 
consistent with its philosophy. It carries out these activities in a participatory 

manner. 
3 

) The following conditions support the above statement. Please check those which 
apply to your program. 

___ Planning sessions are conducted at least once a year. 
___ Staff, volunteers and learners participate in setting program goals and objectives. 
___ Staff, volunteers, learners and community members are made aware of the goals 

for the current program year. 
___ Progress towards goals is reviewed and results communicated to higher level 

administration or Board as well as to program participants. 
___ A long-range plan is developed for future growth and direction based on 

community and program input. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 
4. Program meets four of the above conditions. 
3. Program meets two or three of the above conditions but not all details within 

each condition. 
2. Program meets only one of the above conditions. 
1. Program meets none of the above conditions. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above?  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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C. COMMUNITY INVOLVEMENT and LINKAGES 

A quality adult literacy program is aware of the resources and needs of the 
community in which it is located. It establishes and maintains links with various 
referral sources and community agencies as well as other relevant educational 

programs and organizations. It regularly reviews its community and 
organizational relationships. 
4 

) The following conditions support the above statement. Please check those which 
apply to your program. 
___ Program staff (including volunteers) are aware of the impact of socio-economic, 

cultural, political and educational conditions on the community(ies) served 
by the program. 

___ Community needs are assessed regularly. 
___ The program realistically and clearly defines the target population with whom it 

will work, based on community needs and program resources. 
___ The program has developed and maintains links with various community social 

service agencies and referral sources as well as other educational programs in 
the community. 

___ Representatives of community groups are invited to participate in staff and/or 
tutor training events as well as tutor and/or learner recognition events. 

___ The program is a member of, or linked to other literacy organizations (local, 
provincial, national, international). 

___ The program regularly reviews its community and organizational relationships. 
___ Community members are represented on the Board if the program is 

independent of an institution. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets at least seven of the above conditions. 
4. Program meets six of the above conditions. 
3. Program meets four or five of the above conditions. 
2. Program meets two or three of the above conditions. 
1. Program meets only one of the above conditions. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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d) What assistance will you require to accomplish the above? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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D. AWARENESS ACTIVITIES – Recruitment, Public Relations, Advocacy

A quality adult literacy program initiates a community awareness program to 
attract potential learners and volunteers and to gain support for the program 

and literacy issues from other sectors of the community. 
6 

) The following conditions support the above statement. Please check those which 
apply to your program. 
___ The program has determined which recruitment strategies are most successful 

for attracting potential learners. 
___ The program has determined which recruitment strategies are most successful 

for attracting potential volunteers. 
___ Recruitment strategies are implemented in accordance with program needs. 
___ The experience of previous learners and tutors is used in creating awareness 

activities. 
___ Contacts with relevant media and referral sources are made and maintained. 
___ Program information is publicized regularly by means such as posters, 

brochures, newsletters and reports to relevant organizations and individuals. 
___ The program undertakes an advocacy role in the community on literacy policy 

and support issues affecting adult learners. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets all of the above conditions. 
4. Program meets five or six of the above conditions. 
3. Program meets three or four of the above conditions. 
2. Program meets two of the above conditions. 
1. Program meets none of the above conditions. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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E. ACCESS 

A quality adult literacy program operates from an identifiable and accessible
location. It provides flexible time and place arrangements for instruction and

facilitates access to other learning opportunities. 
7 

) The following conditions support the above statement. Please check those which 
apply to your program. 

___ Program has advertised telephone number and hours to receive calls. 
___ Location of office and/or learning centre is near target population. 
___ Facilities are accessible for physically handicapped learners and volunteers. 
___ Facilities are served by public transportation where available. 
___ Instruction is offered at flexible hours. 
___ Instruction is offered in a variety of locales to suit learner(s) and tutor(s). 
___ Opportunities exist to introduce learners to other learning experiences such as 

small group work and other programs as desired. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets all of the above conditions. 

4. Program meets five or six of the above conditions. 

3. Program meets three or four of the above conditions. 

2. Program meets two of the above conditions. 

1. Program meets none of the above conditions. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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F. FACILITIES AND EQUIPMENT 

A quality adult literacy program operates in facilities which are comfortable,
adequately serviced and equipped to meet administrative, instructional and 

program support needs. 
8 

) The following conditions support the above statement. Please check those which 
apply to your program. 

___ Office space is adequate. 
___ Space for interviewing is available. 
___ Meeting room(s) and/or tutoring space(s) is(are) available. 
___ Space for resource materials display and storage is adequate. 
___ Physical space is safe and free from health hazards. 
___ Heating, ventilation and lighting are adequate. 
___ Furnishings are adequate. 
___ Washroom facilities are available. 
___ Social lounge space is available. 
___ Necessary instructional equipment (chalkboards, projectors, etc.) is provided. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 
4. Program has eight or nine of the above conditions. 
3. Program has five or seven of the above conditions. 
2. Program has three or four of the above conditions. 
1. Program has less than three of the above conditions. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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a) The following conditions support the above statement. Please check those which 
apply to your program. 
___ Paid staffing level is adequate for the program to meet community needs 

consistent with the program’s philosophy statement. 
___ Job descriptions of staff, including volunteer tutors and Board members are 

available. 
___ Qualifications for staff, including volunteer tutors, are specified and are 

appropriate for the education of adults. 
___ Specific commitments are required of volunteer tutors and learners and may be 

formalized in written agreements. 
___ Individual tutor profile and performance records are kept. 
___ Individual learner profile and assessment records which show learners’ goals, 

progress and achievements are kept. 
___ Confidentiality of learner and tutor records is assured. 
___ Adequate bookkeeping and financial records are maintained. 

b) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets all of the above conditions. 
4. Program meets six or more of the above conditions but not all details specified in 

each condition may be met. 
3. Program meets three to five of the above conditions but not all details specified 

in each condition may be met. 
2. Program meets three or more of the above conditions but has no paid staff. 
1. Program has no paid staff and meets only one or two of the above conditions. 

c) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

G. ADMINISTRATION 

A quality adult literacy program uses paid professional staff and is consistently 
well-managed and run. 
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H. PARTICIPATION 

A quality adult literacy program encourages the participation of learners and 
volunteers in as many different aspects of the program as possible consistent with

its philosophy. 
10 

) The following conditions support the above statement. Please check those which 
apply to your program. 

Learners and volunteers (or former learners and volunteers): 
___ participate in program planning and review processes; 
___ are represented on the program’s Board of Directors or Advisory 

Committee; 
___ participate in other committee structures if they exist; 
___ are involved in community awareness activities; 
___ participate in tutor training events as resource people; 
___ help plan and participate in other program activities such as tutor and 

learner recognition events and publishing. 
___ Previous and current learners are recruited as tutors or other program volunteers 

when applicable. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets at least six of the above conditions. 
4. Learners and volunteers are involved in at least four or five of the above 

activities. 
3. Learners or volunteers are involved in at least four or five of the above activities. 
2. Learners and/or volunteers are involved in one to three of the above activities. 
1. Learners and volunteers are not involved in any of the above activities. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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a) The following conditions support the above statement. Please check those which 
apply to your program. 
The tutor-trainer/coordinator: 
___ has university level training in the instruction of reading and writing; 
___ has university level training in adult education; 
___ has several years of practical experience in these fields; 
___ has developed skills and knowledge in volunteer management; 
___ pays continuing attention to how learners learn and communicates this 

knowledge to tutors; 
___ reads relevant journals and new publications; 
___ attends professional development events on a regular basis. 

b) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets all of the above conditions. 
4. The tutor-trainer/coordinator has university training in one of the areas listed 

above; has acquired the necessary experience in the others through attending 
workshops and/or on-the-job training; and keeps up-to-date through reading 
relevant publications. 

3. The tutor-trainer/coordinator has attended short courses on volunteer 
management or adult education and/or reading education; has related work 
experience; and keeps up-to-date through reading and/or attending workshops. 

2. The tutor-trainer/coordinator has only been trained in the methodology of a 
specific program. 

1. The tutor-trainer/coordinator has no training in relevant fields.. 

c) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

I. STAFF TRAINING AND DEVELOPMENT 

A quality adult literacy program uses well-trained professional staff who keep 
up-to-date with developments in the field. 
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a) The following conditions support the above statement. Please check those which 
apply to your program. 
Tutor training includes: 
___ history of and need for the local program; 
___ the literacy situation elsewhere (province, Canada, etc.); 
___ definitions of literacy; 
___ program’s philosophy or mission statement; 
___ program’s goals for current year; 
___ program’s expectations of volunteer tutors; 
___ available resources and support services; 
___ characteristics of adult learners; 
___ how adults learn; 
___ ethics of the tutoring relationship; 
___ current knowledge about reading and writing processes based on research 

literature and practice; 
___ use of different instructional strategies and techniques related to differences in 

adult needs, experiences, interests and learning styles; 
___ how to plan tutoring sessions; 
___ how to check on progress and evaluate learning; 
___ how to use and or create instructional or other materials consistent with the 

program’s philosophy; 
___ supervised initial tutoring experiences; 
___ use of a variety of instructional techniques and group formats to encourage 

trainee participation in the training. 

b) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program includes all of the above elements in its tutor training. 
4. Training includes thirteen to sixteen of the above elements. 
3. Training includes nine to twelve of the above elements. 
2. Training includes five to eight of the above elements. 
1. Training includes less than five of the above elements. 

c) What steps could you realistically expect to accomplish within the next year to 
improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

J. TUTOR TRAINING 

A quality adult literacy program offers tutors a comprehensive training program 
which is presented using a variety of instructional techniques and group formats.
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d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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a) The following conditions support the above statement. Please check those which 
apply to your program. 
Support services for volunteer tutors include: 
___ initial interview with program coordinator; 
___ orientation to program; 
___ initial training period; 
___ compatible matching with learner(s); 
___ in-service training events; 
___ ongoing monitoring of progress of pair, especially in early stages; 
___ recognition events; 
___ a newsletter; 
___ other networking activities (e.g. “buddy” system, meetings); 
___ available supplies and instructional materials; 
___ resource centre of materials and journals for tutors to browse or borrow; 
___ regular contact with volunteers waiting to be matched with a learner. 

b) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets all of the above conditions. 
4. Program provides nine to eleven of the above services (including five of the first 

six). 
3. Program provides six to eight of the above services (including four of the first six). 
2. Program provides three to five of the above services. 
1. Program provides less than three of the above services. 

c) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

K. VOLUNTEER TUTOR SUPPORT SERVICES 

A quality adult literacy program provides a broad range of support services for 
its volunteer tutors. 
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L. LEARNER ASSESSMENT 

A quality adult literacy program uses a variety of flexible, learner-centred 
assessment procedures when learners enter the program, while they are being

tutored and when they leave the program. 
15 

) The following conditions support the above statement. Please check those which 
apply to your program. 

A program staff person: 
___ conducts an initial interview and orientation session with potential learner; 
___ identifies any special learning needs among potential learners; 
___ makes any necessary referrals to other programs and/or agencies; 
___ considers initial assessment results when selecting a tutor for the learner. 

Learners are involved in: 
___ assessing their own needs; 
___ setting their own learning goals and objectives; 
___ designing assessment procedures. 

While learners are in the program: 
___ progress and achievement checks related to learners’ goals and objectives are 

built into the tutoring sessions; 
___ new goals and objectives may be defined as former ones are attained; 
___ if progress is not being made, referrals may be made to learning specialists. 

When learners leave the program: 
___ assessment is based on the attainment of learner-stated goals; 
___ assessment is also based on learners’ progress and changes in other areas such as 

self-esteem, body language, new uses of literacy, social achievements; 
___ assessment may also be based on testing procedures required by the program in 

specific content or skill areas. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 
4. Assessment procedures in place involve the learner(s) and are conducted on 

entry, during and when the learner leaves the program, but practices are not as 
detailed as those outlined above. 

3. Assessment procedures are carried out at least twice during a program year. 
2. The program uses only standardized procedures for determining what progress 

has been made (e.g. standardized tests, number of skill books worked through, 
etc.) 

1. No assessment is carried out at any time. 
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c) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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a) The following conditions support the above statement. Please check those which 
apply to your program. 

Support services for learners include: 
___ information about counselling and referral services; 
___ information about financial services; 
___ supplies and resource materials made available; 
___ regular follow-up during tutoring period especially in first few weeks or months 

and for “no-shows”; 
___ provision of opportunities for learner networking; 
___ publication of learners’ writing; 
___ involvement of former learners to assist current learners. 

b) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 

4. Program provides five or six of the above services. 

3. Program provides three or four of the above services. 

2. Program provides only one or two of the above services. 

1. None of the above support services are provided. 

c) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

M. LEARNER SUPPORT SERVICES 

A quality adult literacy program provides a broad range of support services for 
its learners. 
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N. INSTRUCTIONAL STRATEGIES 

A quality adult literacy program uses instructional strategies which help adult 
learners progress towards their learning goals. 
18 

) The following conditions support the above statement. Please check those which 
apply to your program. 

Instructional strategies should: 
___ be built around the needs, interests and learning style of the learner; 
___ take into account the learner’s prior experience and knowledge; 
___ take into account the initial assessment results; 
___ build in progress checks; 
___ acknowledge the learner’s achievements; 
___ encourage discussion and critical thinking; 
___ present reading and writing skills and strategies as parts of an integrated 

communication process; 
___ encourage the learner’s creative writing; 
___ recognize modifications required due to age or physical limitations. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 

4. Instructional strategies include seven or eight of the above conditions. 

3. Instructional strategies include five or six of the above conditions. 

2. Instructional strategies include three or four of the above conditions. 

1. Instructional strategies include only one or two of the above conditions. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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O. MATERIALS 

A quality adult literacy program uses a wide variety of instructional materials 
appropriate for adults and consistent with the program’s philosophy, as well as a

wide variety of supplementary support and resource materials. 
19 

) The following conditions support the above statement. Please check those which 
apply to your program. 
___ A wide variety of “real life” instructional materials is used. 
___ Materials are adult-oriented. 
___ Materials are free of bias (sex, ethnic and age). 
___ Materials are up-to-date. 
___ Canadian content materials are present. 
___ Materials encourage meaningful discussion and critical thinking. 
___ Materials are easy to use. 
___ Materials are attractive. 
___ A wide variety of appropriate supplementary materials is available. 
___ New purchases of materials are made as required. 
___ The program produces its own materials – from learners and/or tutors. 
___ Materials are reviewed regularly. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 
5. Program meets all of the above conditions. 

4. Program meets nine to twelve of the above conditions. 

3. Program meets five to eight of the above conditions. 

2. Program meets less than four of the above conditions. 

1. Program uses only a prescribed set of workbooks, readers or computer programs. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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a) The following conditions support the above statement. Please check those which 
apply to your program. 

___ Program annually assesses the extent to which learners have achieved their 
goals. 

___ Results are compiled to show the progress made by learners still in the program 
and those who have “graduated”. 

___ Reasons for those who have dropped out are known. 
___ Information is compiled on tutors’ contributions to the program, their 

performance and willingness to continue. 
___ Other necessary information to assess program performance is compiled from 

appropriate sources. 
___ Learners’ and tutors’ opinions on the program are sought by appropriate means 

(e.g. questionnaires, interviews). 
___ Annual review of all program operations (e.g. A to Q) is undertaken in a 

participatory process. 
___ Results are analyzed and priorities for the next year are decided on. 
___ Plans are made to seek the resources or make the adjustments necessary to 

implement the priorities. 
___ Annual report produced and distributed to interested participants and 

community members. 

b) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 

4. Program meets eight or nine of the above conditions. 

3. Program meets five to seven of the above conditions. 

2. Program meets three or four of the above conditions. 

1. Program meets less than three of the above conditions. 

c) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  

P. PROGRAM EVALUATION 

A quality adult literacy program engages in ongoing evaluation to assure 
program effectiveness and involves learners, tutors, staff and other interested 

parties in the process. 
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d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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Q. FUNDING 

A quality adult literacy program has adequate, ongoing funding to provide the 
necessary resources for staffing, facilities, materials and other support services 

the program needs to fulfill its mission. 
22 

Before completing this section, think back to your responses to the other statements 
in this Questionnaire. 

) The following conditions support the above statement. Please check those which 
apply to your program. 

___ Funds are adequate for required staffing levels. 
___ Funds are adequate for required facilities. 
___ Funds are adequate for supplies, resource materials and any instructional 

equipment deemed necessary for the program according to its philosophy. 
___ Funds are adequate for public awareness activities. 
___ Funds are available to cover support services for tutors and other volunteers  

(as in K). 
___ Funds are available to cover support services for learners (as in M). 
___ Funding is assured on a regular basis. 
___ No fees charged for tuition. 
___ Funds are available to offer financial assistance to learners and tutors for 

transportation costs and babysitting expenses. 
___ Funds are available for program expansion when required. 
___ A diversified financial support base has been developed if the program is 

independent of an institution. 

) Given your response(s) in (a), circle the number of the following statement 
which best applies to your program. 

5. Program meets all of the above conditions. 

4. Eight or more of the above conditions apply. 

3. Five to seven of the above conditions apply. 

2. Three or four of the above conditions apply. 

1. Only one or two conditions apply. 

) Given your response in (b), what steps could you realistically expect to 
accomplish within the next year to improve in this area? 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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d) What assistance will you require to accomplish the above? 
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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SUMMARY OF PROGRAM EVALUATION RATINGS 

Good Practice Statement 

Current  
Rating  
Result  
(1–5) 

Rating  
Aim for  

Next Year  
(1–5) 

A. Philosophy   

B. Planning   

C. Community Involvement and Linkages   

D. Awareness Activities   

E. Access   

F. Facilities and Equipment   

G. Administration.   

H. Participation   

I. Staff Training and Development   

J. Tutor Training   

K. Volunteer Tutor Support Services   

L. Learner Assessment   

M. Learner Support Services   

N. Instructional Strategies   

O. Materials   

P. Program Evaluation   

Q. Funding   

  
Date of Evaluation:  ____________________________________
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PRIORITIES FOR NEXT YEAR 

  Rating 
  Current Aim For 
 Component (A–O) Rating Next Year 

  1.  ___________________________________________________________________  

  2.  ___________________________________________________________________  

  3.  ___________________________________________________________________  

  4.  ___________________________________________________________________  

  5.  ___________________________________________________________________  

  6.  ___________________________________________________________________  

  7.  ___________________________________________________________________  

  8.  ___________________________________________________________________  

  9.  ___________________________________________________________________  

10.  ___________________________________________________________________  

 



 

Adult Literacy Volunteer Tutor Program Evaluation Kit 

PROGRAM PROFILE 

1. Name of Program:  ___________________________________________________  

2. Sponsoring Organization:  _____________________________________________  

3. Date of this evaluation:  _______________________________________________  

4. Coordinator/Director’s Name:  __________________________________________  

5. Address: ___________________________________________________________  

 ___________________________________________________________  

 ___________________________________________________________  

6. Telephone:  _________________________________________________________  

7. Geographic Location(s) of Program:  _____________________________________  

8. Relation of literacy program to larger organization: 

a) part of existing educational institution (specify) 

 _______________________________________________________________  

b) affiliated with national literacy organization such as Frontier College, Laubach, 
LVA (specify) 

 _______________________________________________________________  

c) related to other organizations such as public library, workplace, prison, 
etc.(specify) 

 _______________________________________________________________  

d) independent in community with own Board of Directors/Management 
Committee (specify) 

 _______________________________________________________________  
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9. Year program started:  _________________________________________________  

10.  Number of months program operates in a year:  _____________________________  

Staffing 

11. How many paid staff are involved with the program as: 

a) Coordinators/organizers? _____________________ Part-time ___ Full-time ___ 

b) Instructors? ________________________________ Part-time ___ Full-time ___ 

c) Clerical/support?____________________________ Part-time ___ Full-time ___ 

d) Other (specify)  __________________________________________________  

12. How many paid hours per week are spent on the program by the following categories 
of staff: 

a) Coordinators/organizers? ___ Total hours 

b) Instructors?  ___ Total hours 

c) Clerical/support?  ___ Total hours 

d) Other (specify)  ___ Total hours 

13. What is the estimated percentage of paid time staff members work in the following 
activities over a typical program year? 

a) Publicity and recruitment ___ % time 
b) Orientation and interviews ___ % time 
c) Initial training ___ % time 
d) Matching and placement ___ % time 
e) Continuing advice and support ___ % time 
f) In-service training ___ % time 
g) Other (specify) ___________________________________________________  

 _________________________________________ ___ % time 
 Total   100 % 
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14. In a typical program month, how many hours of volunteer time is contributed to the 
program by paid staff? 

a) Coordinators/organizers ___ Hours 
b) Instructors ___ Hours 
c) Clerical/support ___ Hours 

15. a) How many initial tutor-training sessions are offered  
  during a program year? ___ 

 b) How many volunteers are currently tutoring? ___ 

 Of these: 

 i) How many have been trained in this program year? ___ 
 ii) How many were previously trained by the program? ___ 

c) How many volunteers are trained and waiting to be matched  
with a learner? ___ 

d) How many volunteers are waiting for training? ___ 

16. Indicate by a check mark how the tutors are used and estimate current percentage 
working in each category. 

a) one-to-one tutoring in matched pair(s) ___ % 
b) one-to-one tutoring on drop-in basis ___ % 
c) one to small group tutoring ___ % 
d) other (please specify) ___ % 
 ______________________________________________  Total  100% 

17. a) Indicate average number of hours of tutoring per month  
  per learner in your program. ___ Hours 

 b) How many volunteer hours per month are spent by 
  volunteers on program tasks other than tutoring? ___ Hours 

Learners 

18. How many learners currently in the program: 

 a) are being tutored? ___ Male ___ Female ___ Total 

 b) are waiting for service? ___ Male ___ Female ___ Total 
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19. a) Please describe your target population ________________________________  

 _______________________________________________________________  

 _______________________________________________________________   

b) From the following list of descriptors, select the categories which best describe 
your current learner population and give estimated percentage of learners in the 
selected categories. 

_____  general adult population _____ low-income adults 
_____  employees at a workplace site _____ ex-offenders 
_____  immigrants (ESL learners) _____ inmates 
_____  natives _____ physically disabled 
_____  street kids _____ mentally disabled 
_____  youth drop-outs _____ learning disabled 
_____  other (specify below) 

20. How many learners from the last program year: 

a) are continuing in the program? _____ 

b) met their goals and left the program? _____ 

c) left the program because of changed situation or obstacles 
 (e.g. health, move, job, child care, etc.)? _____ 

d) left because program not meeting their needs? _____ 

e) left program – reasons not known? _____ 

 Total learners in last program years (a to e)  _____ 

Funds 

21. a) Indicate total program budget for current year: __________________________  

 b) Indicate major funding source(s): ____________________________________  

  _______________________________________________________________  

 c) Is funding assured on a regular basis? ___ Yes ___ No 

 d) If no, is next program funding assured? ___ Yes ___ No ___ Don’t Know 
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TUTOR QUESTIONNAIRE 

Directions For Use 
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The aim of this questionnaire is to help the program improve its practice by 
getting your opinions. The results will help program staff to plan any 
necessary changes and may be used to seek further funds and other 

resources. 

There are three parts to this Questionnaire: 

1) a cover sheet requiring brief factual information; 

2) a central section consisting of six statements (A to F) against which you are 
asked to appraise your program; and 

3) an end sheet for open comments about your own experience and about the 
program. 

The six statements have been chosen from a larger program evaluation questionnaire 
and most directly affect tutors. The statements and conditions reflect what is 
currently considered to be good practice in the adult literacy field by practitioners 
and researchers. 

There are three sections (a), (b) and (c) after each statement. 

1. Read the statement then read the list of conditions which follow in (a). 

2. Check off the elements or conditions which apply. Then move on to (b). 

3. Consider carefully your rating in (b). You may circle an intermediate position 
between two numbers if you wish. Then, go on to (c). 

4. In (c) indicate any conditions which you think could be improved based on your 
experience. If some items in the list are missing from your program but you think 
it would improve the program to have them included, then indicate that in (c). 

 If a statement or conditions do not apply, or you do not know whether a 
condition is present, indicate that on the sheet. 
1 
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BASIC INFORMATION 

1. Name of Program: ____________________________________________________  

2. Date of this evaluation:  _______________________________________________  

3. Length of time in this program:  _________________________________________  

4. How did you find out about this program? _________________________________  

 ___________________________________________________________________  

5. Please check the category (or categories) which best fits (fit) your position in the 
program: 

a) one-to-one tutoring in matched pair (s)  _____ 

b) one-to-one tutoring on drop-in basis  _____ 

c) tutoring a small group of learners  _____ 

d) other (specify) ___________________________________________________  

 _______________________________________________________________  

6. How many learners do you currently tutor? ________________________________  

7. Where do you tutor? __________________________________________________  

8. How many hours a week do you spend: 

a) in preparation for your tutoring session _____ Hours 

b) in tutoring _____ Hours 

c) in travelling – if significant _____ Hours 
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A. TRAINING 

A quality adult literacy program offers tutors a comprehensive training program 
which is presented using a variety of instructional techniques and group formats.
2 

) In the list below, please check the topics or elements which were included in 
your training program. 

Tutor training program included: 
1. _____ history of and need for the local program; 
2. _____ the literacy situation elsewhere (province, Canada, etc.); 
3. _____ definitions of literacy; 
4. _____ program’s philosophy or mission statement; 
5. _____ program’s goals for current year; 
6. _____ program’s expectations of volunteer tutors; 
7. _____ available resources and support services; 
8. _____ characteristics of adult learners; 
9. _____ how adults learn; 
10. _____ ethics of the tutoring relationship; 
11. _____ current knowledge about reading and writing processes based on 

research literature and practice; 
12. _____ use of different instructional strategies and techniques related to adult 

differences in needs, experience, interests and learning styles; 
13. _____ how to plan tutoring sessions; 
14. _____ how to check on learners’ progress and evaluate learning; 
15. _____ how to use and/or create instructional materials or other materials (e.g. 

learners’ writing); 
16. _____ supervised initial tutoring experiences; 
17. _____ training presented using a variety of techniques and formats which 

encouraged active participation of tutors. 

ther (specify) 

18.  _____ ________________________________________________________  

) How would you rate the overall quality of the training you have received? 
Please circle the appropriate number on the scale below. 

5 4 3 2 1 
 

Excellent Very Good  Good  Fair  Poor 

) Which of the numbered items in checklist (a) above do you feel need to be 
improved? (Please make any additional relevant comments or suggestions below 
or on the back of this sheet.) 
___________________________________________________________________  
___________________________________________________________________  



Tutor Questionnaire   

  

a

S

b

 

 

c

B. TUTOR SUPPORT SERVICES 

A quality adult literacy program provides a broad range of support services for 
its volunteer tutors. 
3 

) In the list below, please check the conditions which apply to your program. 

upport services for volunteer tutors include: 

1. _____ initial interview with program coordinator; 
2. _____ orientation to program; 
3. _____ initial training period; 
4. _____ thoughtful matching with learner(s); 
5. _____ in-service training events – essential; 
6. _____ in-service training events – optional; 
7. _____ ongoing support and monitoring provided by program staff; 
8. _____ available supplies and instructional materials; 
9. _____ resource centre of materials and journals for tutors to browse and or 

borrow; 
10. _____ recognition events for tutors; 
11. _____ newsletters for tutors; 
12. _____ other networking activities – “buddy system” e.g. pairing of 

experienced and inexperienced tutors or pairing of new tutors; 
13. _____ financial help, if required, for transportation; 
14. _____ financial help, if required, for babysitting or child care. 

) How would you rate the overall quality of the tutor support services in your 
program? Please circle the appropriate number on the scale below. 

5 4 3 2 1 
 

Excellent Very Good  Good  Fair  Poor 

) Which of the numbered items in checklist (a) above do you feel need to be 
improved? (Please make any additional relevant comments or suggestions below 
or on the back of this sheet.) 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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C. PARTICIPATION 

A quality adult literacy program encourages the participation of learners and 
volunteers in as many different aspects of the program as possible consistent with

its philosophy. 
4 

) In the list below, please check the conditions which apply to your program. 

1. _____ Volunteers participate in program planning and review processes. 
2. _____ Tutors and other program volunteers are represented on program’s 

Board of Directors or Advisory Committee, if in existence. 
3. _____ Tutors participate in committee structures, if in existence. 
4. _____ Tutors and other program volunteers are involved in community 

awareness activities for the program. 
5. _____ Former or current experienced tutors participate in tutor training events 

as resource people. 
6. _____ Tutors are involved in other program activities such as: 
 (i) _____ recognition and/or social events, 
 (ii) _____ writing and/or producing materials, 
 (iii) _____ newsletter production. 
7. _____ Learners are involved in above activities (specify numbers). 

________________________________________________________  

) How would you rate the overall level of tutor participation in your program 
activities? Please circle the appropriate number on the scale below. 

5 4 3 2 1 
 

Excellent Very Good  Good  Fair  Poor 

) Which of the numbered items in checklist (a) above do you feel need to be 
improved? (Please make any additional relevant comments or suggestions below 
or on the back of this sheet.) 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  



Tutor Questionnaire   

  

a

b

 

 

c

D. MATERIALS 

A quality adult literacy program uses a wide variety of instructional materials 
appropriate for adults consistent with the program’s philosophy, as well as a 

wide variety of supplementary support and resource materials. 
5 

) In the list below, please check the conditions which apply to your program. 

1. _____ A wide variety of “real life” instructional materials is used. 
2. _____ Materials are adult-oriented and interesting to students. 
3. _____ Materials are free of bias for:  ___ sex   ___ age   ___race. 
4. _____ Canadian content adequately represented. 
5. _____ Materials are appropriate to language level of learners. 
6. _____ Materials encourage meaningful discussion and critical thinking. 
7. _____ Materials are up-to-date. 
8. _____ Materials are easy to use. 
9. _____ Materials are attractive. 
10. _____ Program generates its own materials: 

(i) _____ learner-produced, 
(ii) _____ tutor-produced. 

11. _____ A wide variety of supplementary materials is available: 
(i) _____ newspapers 
(ii) _____ magazines 
(iii) _____ books 
(iv) _____ audio-visual resources 
(v) _____ other (specify) ___________________________________ 

) How would you rate the overall quality of the materials available in your 
program? Please circle the appropriate number on the scale below. 

5 4 3 2 1 
 

Excellent Very Good  Good  Fair  Poor 

) Which of the numbered items in checklist (a) above do you feel need to be 
improved? (Please make any additional relevant comments or suggestions below 
or on the back of this sheet.) 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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E. INSTRUCTIONAL STRATEGIES 

A quality adult literacy program uses instructional strategies which help adult 
learners progress towards their learning goals. 
6 

) In the list below, please check the conditions which apply to your program. 

1. _____ Learner’s initial assessment results are used in planning learner’s 
program. 

2. _____ Learner participates in setting objectives for sessions. 
3. _____ Tutoring session planned with learner’s needs and learning style 

uppermost. 
4. _____ Tutoring session takes into account learner’s interests when planning 

lesson and selecting materials. 
5. _____ Learner’s prior knowledge and experience built upon in tutoring 

sessions. 
6. _____ Progress and achievement checks built into sessions. 
7. _____ Achievements of learner are applauded. 
8. _____ Opportunities for discussion and critical thinking are encouraged 

whenever possible. 
9. _____ Reading and writing skills and strategies are presented as parts of an 

integrated communication process. 
10. _____ Learner’s creative writing is encouraged where possible. 
11. _____ Clear records are kept on learner’s progress. 
12. _____ Referral can be made to learning specialist if progress not being made 

in relation to goal achievement. 

) How would you rate your use of instructional strategies in relation to the above 
list? Please circle the appropriate number on the scale below. 

5 4 3 2 1 
 

Excellent Very Good  Good  Fair  Poor 

) Which of the numbered items in checklist (a) above do you feel need to be 
improved? (Please make any additional relevant comments or suggestions below 
or on the back of this sheet.) 

___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
___________________________________________________________________  
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F. ADMINISTRATION 

A quality adult literacy program uses paid professional staff and is consistently
well-managed and run. 
7 

) In the list below, please check the conditions which apply to your program. 

1. _____ Staff are flexible, empathetic and professional. 
2. _____ Internal communications in program are good. 
3. _____ Program has defined qualifications for volunteer tutors. 
4. _____ Program provides job descriptions for volunteer tutors. 
5. _____ Program requires specific commitment from volunteer tutors. 
6. _____ Volunteer tutors keep records of time and other contributions to the 

program for program administration. 
7. _____ Staff available for discussion when problems arise. 
8. _____ Program linked to other community agencies and referral sources. 
9. _____ Community members invited to program events. 

) How would you rate the overall quality of the administration of your program? 
Please circle the appropriate number on the scale below. 

5 4 3 2 1 
 

Excellent Very Good  Good  Fair  Poor 

) Which of the numbered items in checklist (a) above do you feel need to be 
improved? (Please make any additional relevant comments or suggestions below 
or on the back of this sheet.) 

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  
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G. OPEN COMMENTS – (e.g. How do you feel you have changed or grown through 
your tutoring experience? Level of satisfaction. Will you continue next year? etc.) 

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

H. Are there any aspects of the program, not covered by this questionnaire which you 
would like to comment on? (e.g. Particular strengths or any special problems of 
program).  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  

___________________________________________________________________  
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Adult Literacy Volunteer Tutor Program Evaluation Kit 

TUTOR QUESTIONNAIRE – TALLY SHEET 

Directions 

For each tutor questionnaire: 
a) enter rating for each statement (A–F) with mark in relevant space in column 1; and 
b) enter check marks for each statement (A–F) against relevant numbers in column 2 

for numbered items seen as needing improvement. 

Column 1 
Quality 

Column 2 
Improvement Needed 

Good Practice Statement Rating Number Total Numbered Items in Checklist
A. TRAINING 5 

4 
3 
2 
1 

  1 
2 
3 
4 
5 
6 

7 
8 
9 
10 
11 
12 

13 
14 
15 
16 
17 

B. TUTOR SUPPORT 
SERVICES 

5 
4 
3 
2 
1 

  1 
2 
3 
4 
5 

6 
7 
8 
9 
10 

11 
12 
13 
14 

C. PARTICIPATION 5 
4 
3 
2 
1 

  1 
2 
3 
4 
5 

6i 
6ii 
6iii 
7 

 

D. MATERIALS 5 
4 
3 
2 
1 
1 

  1 
2 
3 
4 
5 
6 

7 
8 
9 
10i 
10ii 
 

11i 
11ii 
11iii 
11iv 
11v 

E. INSTRUCTIONAL 
STRATEGIES 

5 
4 
3 
2 
1 

  1 
2 
3 
4 
5 

6 
7 
8 
9 
10 

 

F. ADMINISTRATION 5 
4 
3 
2 
1 

  1 
2 
3 
4 
5 

6 
7 
8 
9 
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CUMULATIVE COMMENTS SHEET(S) 

Statement A – Training ____________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Statement B – Tutor Support Services _________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Statement C – Participation _________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Statement D – Materials ___________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Statement E – Instructional Strategies _________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Statement F – Administration _______________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

Other __________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 

_______________________________________________________________________ 



 

Program Evaluation Kit 

LEARNER QUESTIONNAIRE 

 

 

1.

2.

3.

4.

5.

 

6.
The purpose of these questions is to find out what you think about this program. 
Other people in the program are being asked questions as well. Your answers will 

help to improve the program. 
BASIC INFORMATION 

 Name of Program: ____________________________________________________  

 Date this questionnaire filled out: ________________________________________  

 How long have you been part of the program?  ______________________________  

 How many tutors have you had in this program?  ____________________________  

 Where do you go for your lessons or tutoring sessions? _______________________  

____________________________________________________________________  

 How much time do you spend each week: 

a) working on your lessons with your tutor or instructor?  ____ Hours 

b) working on your lessons on your own?  ____ Hours 

L
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PROGRAM EVALUATION 

1. How did you hear about this program? ________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

2. Was it easy to find out how to get into the program? ___ Yes   ___ No 

3. Did the program coordinator make you feel comfortable at your first meeting? 

  ___ Yes   ___ No 

 Any comments on questions 1, 2 and 3? 

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

4. Do you have any problems getting to your tutoring place? 

  ___ Yes   ___ No   ___ Sometimes 

 If so, what are they? ______________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

5. Is the place where you receive your tutoring OK?  ___ Yes   ___ No 

 If no, what changes would you like to see? ____________________________________ 

 _______________________________________________________________________ 

 _______________________________________________________________________ 
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6. If you need help, does your program give you the information you need about: 

a) counselling ___ Yes ___ No ___ Don’t Know 

b) finances ___ Yes ___ No ___ Don’t Know 

c) other community services ___ Yes ___ No ___ Don’t Know 

d) other educational programs ___ Yes ___ No ___ Don’t Know 

 

7. Apart from your lessons, does the program give you a chance to take part in other 
activities such as: 

a) Meetings to talk about the program?  ___ Yes ___ No ___ Don’t Know 

b) Meetings with other learners?  ___ Yes ___ No ___ Don’t Know 

c) Writing stories or other materials?  ___ Yes ___ No ___ Don’t Know 

 Other (explain) __________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

8. If you answered “No” to any of the above, do you think it would be a good idea for 
learners to take part in these activities? Please comment. 

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  
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9. Who do you talk to if you have problems with your lessons? 

a) your tutor ___ Yes ___ No 
b) other learners ___ Yes ___ No 
c) other program staff ___ Yes ___ No 
d) other (specify) 

 _______________________________________________________________________  

10. (a) What kinds of things have you read as part of your program? Please check the items 
that apply in the list below. 

___ books  ___ my own writing 

___ magazines  ___ other learners’ writing 

___ newspapers  ___ my tutor’s writing 

___ letters  ___ stories 

___ other (specify)  

 _______________________________________________________________________  

(b) What kinds of things would you like to read? 

 _______________________________________________________________________  

 _______________________________________________________________________  

 (c)   Does the program have enough materials for you to read on your own? 

  ___ Yes ___ No 

Any comments on questions 6 to 10? ____________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  
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11. (a) Do you discuss your ideas about issues with your tutor or instructor? 

   ___ Every Lesson ___ Sometimes ___ Never 

 (b) Do you feel you are making progress with each lesson? 

   ___ Every Lesson ___ Sometimes ___ Never 

 (c) What tells you how you are doing? _______________________________________  

  ___________________________________________________________________  

  ___________________________________________________________________  

 (d) Do you help decide what you do in your lessons? 

   ___ Every Lesson ___ Sometimes ___ Never 

 (e) If you have been working on a one-to-one basis with a tutor, would you next like to 
work with other learners in a small group? 

   ___ Yes                 ___ No              ___ Don’t Know 

 Any comments? _________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  
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12. Check the areas in which your skills have improved since coming to the program. 

_____ read for enjoyment 
_____ read newspaper and or magazines 
_____ read to children 
_____ read instructions on labels and forms 
_____ read letters 
_____ read recipes 
_____ read notes at work 
_____ read signs in stores and streets 
_____ use telephone book 
_____ use dictionary 
_____ read bus and other timetables 
_____ use roadmaps 

_____ can print 
_____ can write 
_____ can sign cheques, etc. 
_____ can make a list 
_____ can fill out forms 
_____ can keep my own journal 
_____ can write letters 
_____ can write a story or poem 
_____ can take notes 
_____ can write reports for work 
_____ can correct my own writing 

_____ spelling 
_____ listening 
_____ concentrating 
_____ discussing 
_____ studying 
_____ arithmetic 
_____ other areas (specify) ________________________________________  

______________________________________________________________  

13. What other things have changed in your life as a result of coming to this program? 

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  
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14. (a) Are you learning what you want to learn? ___ Yes ___ No 

 (b) What else would you like to learn? _______________________________________  

  ___________________________________________________________________  

  ___________________________________________________________________  

  ___________________________________________________________________  

15. What changes would you like to see to improve the program? 

_______________________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

 Any final comments? _____________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  
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LEARNER QUESTIONNAIRE – TALLY SHEET 

Directions: For most questions, stroke marks can be made in the space provided and the total 
number of responses added up and placed after “N =” or in the ‘N’ column where that is 
provided. 

D. Awareness  –  Question #1 

 Heard about program from: ________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

E. Access  –  Question #2 

 Easy? Yes _____________________________________________    N = ________  

  No ______________________________________________    N = ________  

G. Contact with Administration  –  Question #3 

 Comfortable? Yes _______________________________________    N = ________  

   No ________________________________________    N = ________  

 Comments: _____________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

E. Access  –  Question #4 

 Problems? Yes _______________________________________    N = ________  

   No ________________________________________    N = ________  

 Specifics: ______________________________________________________________  

 _______________________________________________________________________  
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F. Facilities  –  Question #5 

 OK? Yes _____________________________________________    N = ________  

  No ______________________________________________    N = ________  

 Problems: ______________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

M. Support Services – Question #6 

 Yes No Don’t Know 

counselling N = N = N = 

finances N = N = N = 

other  
community N = N = N = 

other  
education N = N = N = 

H. Participation – Questions #7, #8, #9 

 Question #7 

 Yes No Don’t Know 
a) Meetings for 

Program N = N = N = 

b) Meetings of 
learners N = N = N = 

c) Writing 
activities N = N = N = 

d)  Other (specify) ______________________________________________________  

 ___________________________________________________________________  

 ___________________________________________________________________  

 Question #8 – Comments _________________________________________________  

 _______________________________________________________________________  
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 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 Question #9 – Problems with lessions.  Talks to: 

 Yes No Don’t Know 

a) tutor N = N = N = 

b) other learners N = N = N = 

c) other staff N = N = N = 

d)  Other (specify) ______________________________________________________  

 ___________________________________________________________________  

 ___________________________________________________________________  

O. Materials – Question #10 

 a) Have read N 

 •   Books _________________________________________________      _____ 

 •   Magazines _____________________________________________      _____ 

 •   Newspapers ____________________________________________      _____ 

 •   Letters ________________________________________________      _____ 

 •   Own writing ____________________________________________      _____ 

 •   Other learners’ writing ____________________________________      _____ 

 •   Tutor’s writing __________________________________________      _____ 

 •   Stories ________________________________________________      _____ 

 •   Other (specify) __________________________________________________ 

            ___________________________________________________________________  
 b) Would like to read ____________________________________________________  

  ____________________________________________________________________  

  ____________________________________________________________________  
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 c) Enough materials? 

  Yes ___________________________________________________    N = ________  

  No ____________________________________________________    N = ________  

 Comments?  Questions #6–10 

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

N. Instructional Strategies – Question #11 

 a)  Discuss ideas:  Every lesson __________________________    N = ________  

   Sometimes ___________________________    N = ________  

   Never  _______________________________    N = ________  

 b)  Progress each lesson: 
   Every lesson __________________________    N = ________  

   Sometimes ___________________________    N = ________  

   Never  _______________________________    N = ________  

 d)  Decide what to do: 
   Every lesson __________________________    N = ________  

   Sometimes ___________________________    N = ________  

   Never  _______________________________    N = ________  

 c)  Indicators of progress: __________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  

 ____________________________________________________________________  
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 e) If one-to-one, work in small group: 
  Yes ___________________________________________________    N = ________  

  No ____________________________________________________    N = ________  

  Don’t Know ____________________________________________    N = ________  

L. Assessment – Question #12 

 Reading: N 

•  enjoyment _________________________________________________      _____ 

•  newspapers ________________________________________________      _____ 

•  to children _________________________________________________      _____ 

•  instructions ________________________________________________      _____ 

•  letters _____________________________________________________      _____ 

•  recipes ____________________________________________________      _____ 

•  notes at work _______________________________________________      _____ 

•  signs ______________________________________________________      _____ 

•  telephone book _____________________________________________      _____ 

•  dictionary __________________________________________________      _____ 

•  timetables _________________________________________________      _____ 

•  roadmaps __________________________________________________      _____ 

Writing: 

•  print ______________________________________________________      _____ 

•  write ______________________________________________________      _____ 

•  sign cheques _______________________________________________      _____ 

•  make lists __________________________________________________      _____ 

•  fill forms __________________________________________________      _____ 

•  keep journal ________________________________________________      _____ 

•  letters _____________________________________________________      _____ 

•  story/poem _________________________________________________      _____ 
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   N 

•  notes _____________________________________________________      _____ 

•  work reports ________________________________________________      _____ 

•  correct ____________________________________________________      _____ 

Other reading and writing (specify) __________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

_______________________________________________________________________  

•  spelling ___________________________________________________      _____ 

•  listening ___________________________________________________      _____ 

•  concentrating _______________________________________________      _____ 

•  discussing _________________________________________________      _____ 

•  studying ___________________________________________________      _____ 

•  arithmetic __________________________________________________      _____ 

Other (specify) __________________________________________________________  

Question #13 – Other changes _________________________________________________  

__________________________________________________________________________   

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

Question #14 – Would like to learn _____________________________________________  

__________________________________________________________________________   

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  

__________________________________________________________________________  
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P. Program Evaluation – Question #15 

 Changes/Comments  ______________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  

 _______________________________________________________________________  
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