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Introduction

Please note that the information presented
in this handbook reflects Words Work
Literacy Centre`s experiences. Other rural
areas considering the establishment of a
Centre need to consider their local
requirements and resources (financial and
human) when pursuing various stages of
development.

The Words Work Literacy Learning Centre pilot project began long before the doors to
the Centre opened. Since its inception in 1987, “Words Work” was a part-time literacy
program designed to help people with low literacy skills find tutors to help them improve
their skills. The Advisory Board and program staff felt that seven to ten student and tutor
“matches” per year was too low, and so hoped to have Words Work operate full-time in
its own space to improve service to students. Before applying for funding, Words Work's
Board met with other social agencies in the County of Athabasca, commissioned a needs
assessment, identified services in the County of Athabasca, and discussed the idea with
other rural literacy Coordinators and government literacy consultants.
This handbook displays the progress of Words Work’s Centre within a three-year
framework from 1998 to 2001. Results of this research led to developing a rural literacy
centre, and creating this handbook to document the project’s process and findings. All
rural areas are different – for example, Words Work’s Centre serves an area of about 60
square miles and a population of about 10,000 – but as identified through discussions
with other rural Coordinators, most rural literacy program issues are similar.
The first chapter entitled “The Vision,” outlines the ideas behind planning a rural literacy
centre. Chapter two, “Opening the Doors,” indicates the processes and documents
necessary before opening the doors to a centre. In chapter three, “Operations,” the day-today operations of a centre are outlined. Chapter four, entitled “Sustaining a Centre,”
discusses the reality of keeping a centre open.

Chapter one: The Vision

Our Vision
To address the literacy needs of Athabasca County residents
in an environment that recognizes the need for integration of
community resources; empowers the individual; is practical
for the community and user; decreases the stigma often
associated with literacy programs; and maintains this climate
within a centrally located learning centre.
Our Objectives
•
•

•
•
•
•

To provide a comprehensive, “one-stop” approach to
addressing literacy needs.
To bring resources and users together in one central
location, thereby creating a supportive learning
environment for tutors and learners and integrating
literacy awareness within the community.
To facilitate the process of meeting individual needs
in a cost effective and expedient way.
To be visible within the community.
To provide a place where tutors can share resources,
experiences, and training
To evaluate and report on the effectiveness of the
learning centre

Words Work’s vision and objectives, critical mass, sample research questions, and
preliminary activities were submitted to the National Literacy Secretariat (NLS) in a twopage proposal. After NLS acceptance, a full proposal was written. In this, the project
vision was expanded and the objectives moved into four goals – each with detailed
specific objectives (see attached proposal entitled “A rural learning centre approach to
literacy,” Appendix A, p. 143). This chapter outlines what took place before the Centre
became a reality. The questions in each chapter have been asked by either agency
representatives, literacy Coordinators, Board members, project evaluators, or participants
of the Rural Centre discussion folder on the First Class Conferencing system. The Project
Director provides the answers.

Question: What was the driving force behind the desire to create a literacy centre?
Answer:

Some Board members were concerned that the number of students was
substantially lower than what they would have liked. Some members were
concerned that parts of the County of Athabasca were not being reached.
Other me mbers did not feel that outside agencies were referring enough, if
any, potential students to the program. The Coordinator was concerned that
the community only saw the program as serving illiterate people, and did
not realize that the program served people with varying levels of literacy.
The Coordinator felt that lack of awareness was prevalent within the
County of Athabasca. The student representative on the Board felt strongly
that there was no opportunity for students to talk with one another to find
support and reduce feelings of isolation.
The Board continued to discuss issues such as program awareness,
outreach, and referrals; number of program participants; and student
support levels. Different approaches to these issues had achieved some
success, but not to the point of the Board’s and Coordinator’s expectations.
These approaches did, however, create the necessary foundation for the
acceptance of the Centre. Everyone involved wanted to create solutions to
the literacy program’s issues, and everyone acknowledged the other’s
concern as worthy of research.
The Board’s discussions focused on the program’s mission statement:
The Words Work Adult Literacy Program, guided by the Advisory
Board, seeks to provide, in a positive and supportive climate, a
service to the adults of the County of Athabasca who have
difficulties with reading, writing, and numeracy. The program will
help students grow in confidence, social skills and self-worth. The
program, and the individuals involved also seek to raise community
awareness on the issue of adult literacy.
The Board and staff agreed to research the idea of developing a physical
location where students and tutors could meet. This would be a visible
place; visibility being the presumed key to word-of-mouth and outside
agency referrals. They developed a strategic plan that indicated goals and
targets of the Words Work program and the first step toward development
of the Centre. (See Strategic Plan 1998-2000 in Appendix B) Part of this
plan was to complete a Literacy Needs Assessment by April 30th, 1999.

Question: Why is a needs assessment such a valuable tool in developing a Centre?
Answer:

A needs assessment identifies which literacy concerns should be addressed
within a specific community. The Centre should be relevant to recognized

trends within a community, and a needs assessment can help identify the
Centre’s direction. The needs assessment is the single most significant
factor to the development of a Centre.
In his book, Community and Growth, Jean Vanier wrote that in order for a
community to take ownership of a Centre (in his case, the development of
community centres called “L’Arche,” which house individuals with
disabilities), that the direction had to be taken out of the hands of the
developers and put into the hands of the Centre users. The idea of a Centre
alone is not sufficient. To apply this philosophy to the ownership of Words
Work Centre, the community needed to recognize the relevance and
practicality of having a literacy Centre in the Athabasca County. With
statistics from the Words Work Adult Literacy Program Needs Assessment
“A Community’s Perception of Literacy Needs” (See Appendix C), the
community could see there was a tremendous need for literacy services, and
there was no argument that something had to be done. A needs assessment
is vital not only to proving relevance of a goal, but also to the process of
reaching targets from a Strategic Plan.
Question: How did the vision become a proposal?
Answer:

The Board and staff, as indicated in the 1998-2000 Strategic Plan, wanted a
Centre for their literacy program. They applied to the National Literacy
Secretariat (NLS) for funding to help develop their Centre (however, they
would have proceeded with the development of one, with or without NLS
support). Other rural programs could learn from their experiences. (For
proposal see Appendix A)

Question: How do you involve other community agencies in the vision of a Centre
before the doors are opened?
Answer:

The Coordinator met with the following agencies that serve the same
general geographic area as Words Work Literacy Program.
•
•
•
•
•
•
•
•

Athabasca Native Friendship Centre Society
Family & Employment Support Centre
Attitude, Communication & Employment Skills Training Program
Athabasca Regional Recreation and Community Learning Board
(Community Adult Learning Council)
Blue Heron – Vocational Training Centre Association
Northern Alberta Post-Secondary Institution Society (AlbertaNorth) – education provider for northern Alberta adults
Aspen Health Services
Family and Community Support Services

The Coordinator met with each agency during their regular staff or staff and

Board meeting. Each Director of the mentioned agencies was contacted,
given a brief explanation about the new Centre, and asked if it were
possible to sit in on their staff meetings to give a presentation and answer
queries, for about 20-30 minutes. No one refused. These individual
meetings generated “two-way” discussions about literacy concerns, instead
of a one-way information presentation that would have occurred at an
interagency gathering. Each discussion was generally divided into three
sections:
1. Update on the services that Words Work provided,
2. Explanation of what a Literacy Centre was, and how it would be
different than the current delivery mode,
3. How the specific agency felt their mandate could work with Words
Work’s, and how Words Work could be of service to them.
These meetings were beneficial in two ways:
1. They gave Words Work an opportunity to receive letters of support
for a Centre in the Athabasca area,
2. they made the agencies rethink or reevaluate their connection to a
literacy program/centre.
The discussions generated comments or questions to inform Words Work
how the agencies perceived a Centre should operate, and where they felt it
would best located. (More on location in Chapter two: Opening the Doors.)
Information received from these discussions was instrumental in having the
community take ownership of the Centre idea.
Words Work had another motive for initiating conversations with agencies.
In the past, agencies tended to not refer their clients to Words Work,
despite Words Work’s trying to develop open communication. The needs
assessment was helpful in citing exactly how an agency’s clientele, by its
very own words and perceptions, would benefit from a literacy program. In
the individual meetings, the Coordinator asked if a Centre would make a
difference in the referral process. All agencies agreed they would find the
referral process easier if they could send or bring a client to one specific
location with established hours of operations. These meetings were
influential in receiving ideas about collaborative projects that could operate
out of the Centre.
The development of the Centre could not have been realized without the
input from agencies. To have them share the vision, or at least be excited

about the possibility of the Centre, provided a necessary base for the Centre
to become a reality.
Question: Does a Coordinator require certain qualities to develop a Centre?
Answer:

An energetic, enthusiastic, and skilled individual is always an asset to a
project or program. That the Coordinator and Board members were very
active in other related organizations in the community played an integral
role in the development of the Centre. The community respected the
Coordinator through established relationships and through her
involvements, they knew that she grasped the needs of the community. In
light of these relationships, when the Centre project idea was pitched to the
members of the community for support, they stood behind the person and
the idea together. Community involvement and awareness are important
Coordinator qualities to consider at any time, but even more so when a
project of this depth is being considered.

Chapter two: Opening the Doors
Opening the doors to a not-for-profit, volunteer-based literacy Centre
requires similar preparation to opening a small business. To ensure a
smooth opening, everything must be in place and people must know that
you are there and ready for business. This chapter outlines the processes
and documents necessary before opening, describes the events, and presents
articles, letters, and pamphlets distributed directly after the doors opened
(see samples at the end of this chapter).
A Director was hired as part of the Words Work Centre project.
Responsibilities of the Director and Coordinator overlapped throughout the
Centre project, and some “Director” duties will continue when the
Coordinator alone administers the Centre. The shared duties will become
evident in Chapter four: Sustaining a Centre. See Sample 1, p. 19, which
identifies the job descriptions of both the Coordinator and Director, as
presented to the Board at the beginning of the project.
Question: What Board policies and procedures were in place for the Centre?
Answer:

1. “Society Status Selection of Society Name” (Sample 2)
Procedure for acquiring society status. First, as an organization,
apply for a name search (estimated cost - $50.00) in order to
determine and ensure your sole use of the name (regulations are
outlined on attached sample #2, p. 20). The name Words Work
eventually acquired was Words Work Literacy Society (Athabasca &
Area). Next, register your name and apply for society status
(estimated cost - $50.00). Fill out application form and send to your
provincial Registry. (Please refer to Board Development self-guided
workbook series from Alberta Community Development, Volunteer
Development Services. Available at #610 Standard Life Centre,
10405 Jasper Ave, Edmonton, AB T5J 4R7, or phone at (780) 4272001.)
There are pros and cons about whether to become a society. Being a
society enables your organization to apply for and receive funding
directly – almost all avenues to obtaining one-time funding require
that the program have society status. The downside is the formal
reporting requirements – for example, an annual general meeting is
mandatory, and financial and Director information must be reported
annually. The Board must now have a treasurer, president, vicepresident, and secretary appointed or elected. The formal set-up of
societies may be a good thing for your program – it requires the
program to examine exactly how they currently operate. Having a

good reporting structure can be a springboard onto researching new
operational possibilities, and therefore produce great results. But due
to the current situation, most programs run on a part-time base, and
the already time-challenged Coordinator does not have the
opportunity to pursue society status, let alone do the extra work that
is required once society status is achieved. Keeping in mind that
growth is the product of a solid foundation, members of the Board
could take on this responsibility of acquiring society status and put in
the time required for extra reporting.
Words Work has prospered for many reasons, and much of the
funding and other support the Centre received was made possible and
easier with Society Status.
2. “Terms of Reference for Words Work Centre Steering Committee”
(Sample 3)
The Board then had two areas to oversee – The Words Work Literacy
Program, and The Words Work Centre Pilot Project. Toward the end
of the pilot project the two would blend into one, and the operations
of a Centre would be the sole concern. To avoid confusion, a Board
policy was created (See sample 3 – Terms of Reference for Words
Work Centre Steering Committee). The Board and Steering
Committee were one in the same, and reports for the program and
centre were given separately at one meeting (more on these reports in
the “Operation of a Centre” chapter.) Separation of the program and
the Centre is necessary in the beginning stages of Centre
development. Separation was important to the Board to avoid
concentrating completely on the development of a Centre and
possibly losing focus on the program’s mandate and mission. They
did not want to lose sight of the learner’s needs in the process of
setting up a Centre. The two entities soon blended into one
3. “Words Work Learning Centre Brochure” (Sample 4) and “Words
Work Centre Information Sheet” (Sample 5).
The Coordinator and Board completed two documents to assist in
alerting the community of our new Literacy Centre and its services.
The creation of the attached samples, involving much discussion
between staff and Board, resulted in a review of what a literacy
program and Centre could do for this particular community. The end
result was Sample 4 – Brochure – “What Can A Learning Centre Do
For You?” The information from this brochure was also transferred
onto a website within Literacy Organizations icon under the umbrella
of the National Literacy Database.
(http://www.nald.ca/wordwork.htm) The brochure content came from

questions that had been posed during preliminary discussions within
the community, as discussed in Chapter One – The Vision.
Discussion within the community centred around “What can you do
for us?”, leading to the title for the website and brochure.
Sample #5 — “Information Sheet”, was distributed at interagency
meetings; individual agency meetings; tutor training; and at
presentations to establishments and groups such as Chamber of
Commerce, Rotary, and Trade Fairs. As displayed on the sheet, hours
of operation and volunteer opportunities gave agencies, tutors, and
organizations a chance to see when they could refer and how could
they volunteer. It gives a quick view of the operations of the Centre.
Question: What do you look for in a location for the Centre? And how do you get that
location?
Answer:

Availability, access, and affordability are the three primary concerns. The
following is a list of desirable Centre traits that the Board discussed:
1. wheelchair accessibility,
2. central location and largest population base within the county, (the
Board sought a place where other necessary community agencies
were – a town),
3. a convenient location within the town,
4. proximity to other related agencies (to ease in referring),
5. a safe environment (see Final Evaluators’ Report – Appendix E),
6. space to accommodate several computers, a group desk, a
partitioned area for assessment or one-on-one work, and a small
library.
What the Coordinator hears in preliminary discussions within the
community, and its significance, should be considered. Ideas on where the
community feels a Centre would be best situated can be combined with the
requirements that the Board and staff envision. Reconsider the personal and
business connections you have made in your community.
Once you have identified two to three choices that fulfill most of the
qualities you have listed, start approaching people. Ensure that the
Coordinator is speaking with the person who has the authority to rent or
lease space. Words Work had an office in the administration building of the
Athabasca University rent-free, but most students did not feel comfortable

meeting at the university, and the building is not centrally located within
the town. To serve their students, Words Work had to move. Words Work’s
choices were Family and Community Support Services (FCSS) at the “Old
Brick School,” Portage College, and Alice B. Donahue Library. Words
Work approached the Board of the Old Brick School (FCSS was not the
authority on renting this building), the President of Portage College, and a
member of the Library Board.
It is important to present that you are a non-profit organization, how a
literacy centre is a necessary service (statistics from the community needs
assessment will be useful here), and most important, how your Centre can
assist the promotion of their building and all who enter. Again, reiterate the
fact that their organization and a literacy Centre can be helpful to one
another. Organizations want to see how they can benefit from a decision. In
Words Work’s case, the FCSS and Old Brick School building was their
first choice; however, even though the Board of the Old Brick School
building could provide a reduced rent, Words Work could not afford that
amount. The library, which was Words Work’s third choice, did not have
any room. Portage College provided Words Work with a classroom, a large
sign in front of the building, and access to a reading lounge for a period of
two and a half years, rent-free. This arrangement was approved and
documented in a letter written by the president of Portage College. Any
agreement that a program and another entity make should be put in writing.
Centre affordability is critical. As with most not-for-profit organizations,
literacy programs often have minimal funds to work with. When
negotiating space, indicate how small the operations budget is, telling the
exact amount that the program receives. Words Work was fortunate to
receive free rent, but the College also benefited by having their students
assisted by the Centre. Keep doors open to the program’s previous
locations once the Centre is developed, in case details do not work out.
Once you have found a suitable spot, do not rule out the possibility of
moving again if something better presents itself.
At time of writing, Words Work was currently in conversations with the
Family and Community Support Services, “The Old Brick School”
committee, and the Board of the Community Adult Learning Council to
survey the possibility of all three agencies being under the same roof. These
agencies together would provide the community with a “one-stop” location.
Another lease option that Words Work was considering was a basement
room and office in the Town Office where the Community Adult Learning
Council currently resides.

Question: How do you outfit a Centre with office equipment?
Answer:

When developing a Centre, you should have all necessary supplies before
opening the doors. Most programs have resources that they have
accumulated over the years. This is the perfect opportunity to retrieve
resources that are out in the community, organize resources into categories
(ESL, Family Literacy, Series, etc.), and develop a resource lending
system. The fact that all materials are under the same roof is the main
advantage of creating a Centre. Have fun with the possibilities of arranging
the room to formulate the community’s vision of a Centre. Have a family
literacy corner, a library corner, a helpful-hints corner, and colorful posters.
Let the decoration reflect the vitality of your literacy Centre, enticing
participants to spread the word of what a great place it is.
Computers, printer, fax, phone, photocopier, desk, partitions, filing cabinet,
and bookshelves are necessary items for a Centre. Words Work acquired
these items in several ways. Two computers, printer, fax, phone,
photocopier, and desk were acquired through a proposal to the Alberta
Lottery Funds local committee (see Appendix D). Price quotes were
received in the amount of $13,000.00 and sent in with an application. The
application was approved and Words Work purchased the new equipment.
When purchasing with a one-time grant, there are no provisions for
maintenance. In the one-time purchase, include extra printer ink,
photocopier toner, and fax cartridges. Words Work had overestimated on
the photocopier price, and purchased “extras” (extra toner, printer ink, and
fax cartridges) with the saved amount, after receiving permission from the
local committee to reallocate the funds.
Words Work had already received a computer from a Wild Rose
Foundation grant, bookshelves and filing cabinet from local donors, a
computer from Co-operators (there had been a call out to literacy
organizations if they wanted to access older Co-op computers), in year-two
of project the Centre received a computer from TransCanada Pipelines Ltd.,
and partitions that were no longer required at Athabasca University.
Though Words Work did not apply, another avenue to approach for onetime funds is the Muttart Foundation. Societal status is a requirement for all
above-mentioned funding.

Question: What is involved in planning the grand opening of a Centre?
Answer:

The first step in planning for an opening is invitations. The following is a
list of those invited to the grand opening:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Senator Joyce Fairbairn
Senior Literacy Consultant
Mayor of Athabasca
President and Staff, Portage College
MLA
MP
Minister, Alberta Education
Words Work Students
Words Work Tutors
Good Samaritan Mission
Blue Heron reps.
Board Members
Alberta-North
Rotarians
Town/Municipality Reps
Alberta-Pacific Forest Industries
Media
Library Staff/Board
Athabasca University
National Literacy Secretariat
LCA/AAAL
Mental Health
Native Friendship Centre
Community Health
Family/Employment Support Services
Family and Community Support Services
Community Learning Council
National Literacy Secretariat
Community Health

This list reflects the organizations in Athabasca County, but can be applied
to other rural areas. Words Work’s invitation list included everyone who
was instrumental creating the Centre, as well as individuals or agencies
who expressed interest in learning more about Words Work’s services. The
opening was an opportunity to increase awareness, to develop community
ownership, and to thank everyone who helped. A grand opening is
necessary to the development of a Centre.

Some essential items for grand opening: a guest book; brochures; business
cards; name tags for board members, staff, and speakers; large poster with
supporters’ names listed; goodies to munch on; balloons; ribbon to cut; and
local newspaper reporters and radio announcers.
The agenda that Words Work chose was as follows:
•

•

•

•

Board members distributed brochures and toured individuals.
Students took pictures, and the Coordinator greeted people and
asked them to sign the guest book. People interested in tutoring or
becoming Board members were asked to leave their contact
information.
Director welcomed guests and explained the Centre’s function in
the community (referring to brochures that have already been
passed out). Director introduced the MP, senior literacy consultant,
mayor, and Board Chair, and asked them to say a few words.
Director acknowledged contributors.
Your grand opening may be based on the structure of Words
Work’s grand opening, or it may take on a structure of its own. The
needs assessment also proved to be a valuable tool on grand
opening day. Relevant community statistics were cited during the
welcoming speech.
The grand opening will help increase awareness about the literacy
concerns in your community, and the Centre can now more
effectively address those needs.

Agenda Item: 3.2.2

Sample 1

Job Descriptions
Coordinator
•
•
•
•
•
•
•
•
•
•
•

Family Literacy - Project Administration
Establish contact with matches (student-tutor)
Establish and follow-up on participants' Progress Profile files
Strategic planning with Board
Document participation rates
Order and review resources
Centre Administration
Train tutors
Report to Board
Report financial statements to Board
Communicate with Director

Combined Responsibilities:
•
•
•

Weekly meeting with coordinator and director - sharing ideas and concepts
Program - Centre promotion and awareness
Vision and Mission statements - Both coordinator and director operating under
the governance of vision and mission of Words Work

Director
•
•
•
•
•
•
•
•
•
•
•
•
•

Ex-official (Advising)
Present centre to agencies
Address sustainability of centre with other agencies
Work along with external evaluator to gather data for research on participation
rates
Communicate with coordinator - to question how centre is operating and to
investigate suggestions by evaluator and coordinator.
Set-up of centre
Recruit Advisory Committee and facilitate meetings
Facilitate study circle (including at least six other rural program coordinators)
Report to Steering Committee (Words Work Board)
Report financial statements to Steering Committee
Revisit vision with Advisory committee/Steering committee
Have 6 rural coordinators who participated in study circle critique sections of
draft copy of handbook
Write handbook

Sample 2
SOCIETY STATUS
SELECTION OF SOCIETY NAME
Before Society status can be obtained, an "acceptable" name for Words Work must first
be selected. This name must comply with Regulations set out under the Society's Act and
must not be the same, or similar, to that of any other Society. The following sets out the
regulations which affect our choice of name, and several possible name choices for Board
consideration. Alberta Registries recommend that a minimum of three name choices be
submitted for "search" in event one or more is unacceptable. Board members should
consider any additional name choices for consideration at our November meeting.
REGULATIONS
1. The name of the society must contain one of the following words:
- Society
- Association
- Club
- Fellowship
- Guild
- Foundation
- Institute
2. The name must specifically describe the activity the Society is engage in (e.g.,
literacy services).
The name must have a "distinctive element" - a unique word or location- which
sets one Society name apart from another. (Words Work would likely be our
"distinctive element")
3. Permission must be obtained from affected party if the name suggests association
with an existing agency, educational institution, association, government body,
etc. (Example would be the County of Athabasca.)
POSSIBLE NAME CHOICES
The following are tabled for Board consideration only. Additional suggestions, or
variations of these name choices, are encouraged.
- Words Work Literacy Society (Athabasca and Area)
- Words Work Family and Adult Literacy Society of Athabasca
- Words Work Literacy Services Society
- Athabasca and Area Society for Literacy Services
Feel free to be creative, keeping in mind the above regulations and how we want to be
perceived by the public!

Sample 3
Terms of Reference for Words Work Centre Steering Committee
Vision Statement
The vision of the Words Work Centre is to develop a centrally located accessible and
sustainable learning centre that will increase and encourage participation by learners,
volunteers, and community agencies in the learning process.
Mission Statement
The Words Work Centre will help residents of the County of Athabasca who have
difficulties with reading. writing. and numeracy to improve their quality of life by
providing assistance with academic and social skills.
Introduction
The Steering Committee ill oversee the work of the director and will provide appropriate
direction. guidance, and advice on decision making to the planning, development,
implementation, and operation of the Words Work Centre. (Following the criteria and
guidelines of "A rural learning centre approach to literacy" proposal.)
Organizational Structure
There will be a broadly representative Steering Committee, which is one in the same as
the Words Work Board. The Steering Committee will be as inclusive as possible without
becoming unwieldy. To ensure inclusiveness we welcome participation through a subcommittee structure. For example: Advisory Committee
Membership
Membership in the Steering Committee will be made up of individuals representing the
community who are interested in providing or receiving services through the centre.
•
•

Each standing and/or sub-committee must have a representative attend the regular
monthly Steering committee meeting in order to report his or her progress.
It is not required that all members of the standing and/or sub-committee attend
each Steering Committee meeting.

Sample 4
DID YOU KNOW THAT...

WHO CAN USE THE WORDS
WORK LEARNING CENTRE?

- one in every three adults in Alberta
has difficulty writing, or reading the
printed material commonly found at
work, at home, or in your community?

Anyone working or residing within the
County of Athabasca.

- one in six adults in Alberta lacks the
necessary numeracy skills to cope with
simple daily tasks such as grocery
shopping, or banking?

If you, a member of your family, a friend, or
someone you work with, have trouble
reading, writing, doing simple math, or are
pursuing a personal learning goal, the
Athabasca Learning Centre offers a place
and the resources to help.

- low reading and writing skills affect
individual quality of life, health, and the
economic growth of our province and
our communities?
- Canadian businesses lose over $4
billion a year because of problems
related to low literacy skills?
- your community has a Learning
Centre to help adults and families
improve their academic and social
skills?

What can a
Learning Centre
do for you?

ABOUT WORDS WORK
Words Work is a non-profit organization,
funded by Alberta Learning and governed
by a volunteer Board of Directors.
The mission of the Words Work Centre is to
help residents of the County of Athabasca
who have difficulties with reading, writing,
and numeracy, to improve their quality of
life by providing assistance with academic
and social skills.
Come visit us at .. .

Special Thanks to:
Alberta-Pacific Forest Industries Inc.,
Athabasca University and the Alberta
Literacy Foundat ion for their support in
promoting the services of the Words
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Adult Tutoring!
Family Literacy!
A Place to Learn!

SERVICES OF THE WORDS WORK LEARNING CENTRE
Located in the heart of downtown Athabasca,
the Words Work Centre offers a range of
services. These are just some of the ways we
can help you with your individual or group
learning needs.
Free Adult Tutor Services
trained, volunteer tutors to work one-on- one
with adult students - at no cost to the student
Individual Student Assessments
individual assessment of student learning
styles and skill levels (oral, reading, writing,
and numeracy)
Personalized, Practical and Relevant
Assistance
Students set their own learning goals from
obtaining a driver's license, to reading the
newspaper, to speaking English as a second
language. Tutorial assistance is then
personalized, practical, and relevant to
students

Group Workshops

Family Literacy

tailored group workshops and classes in
writing, reading, or learning English as a
Second Language

tutoring parents to assist their children with
reading, writing or numeracy skills

Assistance with the General Equivalency
Diploma Process

specialized family literacy projects, such as
"Books for Babies" and "Literacy Approach to
Parenting Skills"

tutor support to help students prepare for, and
write, the General Equivalency Diploma exam

Trained and Experienced Tutors and
Facilitators

Instruction in English as a Second
Language

staff and tutors trained in the fields of adult
literacy, family literacy, and adult learning
techniques

one-on-one assistance to help individuals new
to our country and community, learn English
as a second language

Confidentiality

Workplace Literacy

a commitment to student anonymity and
confidentiality

basic reading, writing, math, and oral
communication skills to enhance productivity,
reliability, and safety in the workplace
Literacy Support for Agencies
tailored programs for individual clients, or
groups with specific social and academic
needs

A Place to Learn!
resource library
access to computers and electronic learning
programs
drop-ins welcome
an open, friendly, and comfortable learning
environment

Sample 5
Words Work Centre
INFORMATION SHEET

Words Work Coordinator:

Brenda Sheets

Ph: 675-5650

CENTRE HOURS
The Centre is open for drop-in visits on the following days:
Tuesdays:
Wednesdays:
Thursdays:

8 a.m. - 12 noon
8 a.m. - 12 noon

1 p.m. - 4 p.m.
1 p.m. - 4 p.m.
1 p.m. - 4 p.m.

Personal appointments with staff can also be scheduled on a Monday or a Friday. This
enables students and others, who may be concerned about confidentiality, to meet
privately with staff.
The above schedule does not preclude tutors and students from meeting at the Centre
during off- hours. The Centre is always accessible during Portage College hours
(weekdays from 8 a.m. - 4:30 p.m.), and evening meetings can be arranged by obtaining
keys from staff. However, if you wish to meet in the Centre on a Monday or a Friday, it
would be advisable to contact staff to ensure there is not a conflict with a private session.
CENTRE PHILOSOPHY
The existence of a Learning Centre in a rural area is a new approach to helping adults
improve their reading, writing and numeracy skills. The Learning Centre aims to provide
an environment that is safe, enjoyable, and conducive to learning. Accessibility to such
an environment should help to increase awareness of literacy issues and, hence, use of
literacy services within the County of Athabasca. The Learning Centre seeks not to
alienate adults who prefer one-on-one tutoring, but to enhance their learning experience
by providing access to additional resources.
ROLE OF THE COORDINATOR
The Coordinator usually staffs the Centre on Tuesdays and Wednesdays, and either
Friday or Monday, depending on scheduled appointments. Primary Responsibilities of the
Coordinator are:
- Marketing of Services
- Tutor Recruitment

- Student/tutor Contact
- Student Assessment and Curriculum Development
- Learning Assistance for Students using the Centre
- Centre Administration
- Special Project Coordination
CENTRE RESOURCES
•
•
•
•

Assessment Tools
Learning Resources Aimed at Adults: ESL, reading, writing, spelling, math,
speaking, listening and life skills
Technology: Access to computers and electronic learning programs
Literacy Research

VOLUNTEER OPPORTURNITIES
•

One-on-one Tutoring - Adult students requiring assistance with educational
upgrading, workplace literacy, basic reading, writing, and numeracy skills, and
learning English as a Second Language (ESL). Other personal goals could range
from obtaining a drivers' license to undertaking daily tasks such as grocery
shopping. Students generally seek services on an entry/exit basis.
Commitment: Approx. 2 - 3 hours per week when matched with student.

•

Group Tutoring Sessions - As the student base grows, we foresee the possibility
of establishing group tutoring sessions for students with like goals, i.e.,
challenging the GED, writing clinics, etc.
Commitment: Variable - dependent on session

•

Centre Admin Support - Funding only enables staffing the Centre on a part-time
basis. Volunteer opportunities exist for individuals who would enjoy assisting
students on a drop-in basis, and undertaking general administrative duties in a
learning environment. Time
Commitment: Flexible - primarily daytime

•

Centre Project Support- Periodically, Words Work undertakes special literacy
projects in the region, such as Books for Babies. Opportunities exist for
individuals who like to be involved in the planning and implementation of
valuable initiatives.
Commitment: Variable - dependent on project

•

Board Member - We are governed by a volunteer Board of Directors. Words
Work is currently in the process of obtaining Society Status which will require
formal rotation of Board Members.
Commitment: One 3-hour meeting per month - evenings; periodic involvement in
projects

Chapter three: Operations
Chapter three outlines the day-to-day operations of a Centre. Attached documents
include:
•

a sample of Words Work Centre Board minutes

•

a newspaper article about the Centre

•

Centre student satisfaction survey

•

questions and answers given during a community presentation

•

sample questions and answers from a computer-mediated conference on the First
Class conferencing system’s folder entitled Rural Centre

•

comments from tutor training evaluations

•

advertisement to gain contractors’ names to compile a list for the Centre

•

2001/2002 Centre Budget projections

•

Centre “good practice” statements

•

Centre usage policy

•

reports from the Director and Coordinator

•

student status report

The Words Work Centre purpose does not differ from that of the Words Work Program,
but the Centre provides a more effective atmosphere in which to address the community’s
particular literacy needs, as shown in the Centre’s operations. The Program had already
initiated some Centre operations, for example: minutes, agenda, and budgets. The
samples provided, however, reflect the undertakings of the Centre. The student status
report contains information pertinent to the success of Centre operations. The Board and
staff regularly interpreted results of this report as well as the link between daily Centre
operations and the Centre’s mission to create policy and to provide staff direction.
Answers to the following questions are from the Centre Director and address the daily
administrative responsibilities of a Centre.

Question: During the opening of the Words Work Centre, many community
presentations were given. What types of questions from community
members did these presentations generate? And how did the Coordinator
respond?
Answer:

There were many presentations given to community groups (such as the
Rotary Club) and agencies (such as Family Community Support Services).
The following are sample questions coming from these meetings, along
with the Coordinator’s answers.
Q: Does Words Work have a typical client?
A: No. The Centre concentrates on helping students set goals and
achieve them. Goals are many and varied.
Q: Where does the Centre get tutors?
A: Initially most Words Work tutors were from Athabasca University.
However, as awareness of the Centre increased, so did our ability to
attract tutors. Now, Words Work tutors are from the community as a
whole. We welcome tutors from the entire community and provide
training and support for them.
Q: Is there a stigma attached to being a literacy student?
A: It requires courage to step forward and ask for help in any matter.
We believe that presentations such as this, as well as increasing
awareness of literacy requirements at all levels, can reduce the
stigma attached to “illiteracy.” We prefer not to use the word
“illiteracy,” and are doing our best to eradicate its use. People have
varying levels of literacy and until most people experience a literacy
issue in their own lives, they believe that people who are unable to
read are the only ones who require help. The Centre provides tools
to address any literacy issue.
Q: How can employers approach someone they believe is having
difficulty reading?
A: Having brochures about the Centre available to pass out to the
public are helpful. A potential student could possibly have someone
else read it to them and explain where they can get help. (Everyone
at this particular presentation agreed that it was not wise to tell a
potential student that they might need help but, rather, to have all
personnel aware of what the Centre offered. Then, if someone asked
for assistance, they could be directed to the Centre. The Coordinator
reiterated at this presentation that employers and employees could
also benefit from the Centre.) This is definitely a delicate situation,
but if handled respectfully, the person who may take that first step

may also appreciate the recommendation they received to the
Centre.
Q: The statistics don’t surprise me, but how can we address it?
A: Making a difference in low literacy levels begins in our own back
yards. A newsletter with success stories, events at the Centre,
volunteer opportunities, etc., informs community members and
business people. They can then help increase the level of literacy in
the community through informed referrals.
Q: Do you help with grammar?
A: Yes, we help with all competency levels.
These questions reflect that the community was still only beginning to
understand what literacy means to their community. The presentations
provided the chance to think about how lower levels of literacy affect
community members directly, whether they perceived it affecting their
business or personal lives. Apparent at these meetings was that people
seemed pleased to know that they now had a specific place – the Centre –
in which to refer people for help. Attendees had all heard about the Literacy
program, but because it was not a visible establishment it was “out of sight,
so out of mind.”
Question: Is tutor training different for a Centre?
Answer:

The first tutor training session given at the new Centre included
introductions; the process of establishing progress profiles for students; a
Centre tour; Brain Gym, instruction and exercises to prepare the brain for
learning; and evaluation. This was similar in content to regular training that
had been given in the past. The difference is that tutors were given a tour of
the Centre, and that other options for volunteering were discussed. Tutors
were also advised of Words Work’s flexible alternatives for working with
their learner matches.
The Centre tour showed the following:
•

where all references are located,

•

where the student portfolios are kept,

•

where private tutoring spaces are,

•

which computers are available to them,

•

where the T.V. and video resources are,

•

what the hours of the Centre are,

•

how tutors can get a student-specific question answered by the
Coordinator or find out if the Coordinator has recommended a new
resource for their particular student.

The Centre space also allows students meet in groups to work on a common
goal; for example, working together on their General Equivalency Diploma.
(Tutors were interested in working with a group, but at the time of tutor
training the individuals working on their GED were all at different places
within their studies, and wanted to continue with one-on-one tutoring.)
Opening a Centre also creates new volunteering opportunities within Centre
operations, such as administrative assistance. In light of this opportunity, a
new volunteer application form was created, and is attached as Sample 1,
p.41 (at the time of writing, no one had chosen this avenue of
volunteering).
Volunteers, especially the new tutors, reported that they enjoyed having a
place to tutor. Tutors who had already established an easy atmosphere with
an existing student wanted to remain as is, but were appreciative that their
support was now under the same roof.
All who attended agreed that they now adequately understood the goals,
objectives, and operations of the Words Work Centre and the role of the
tutors. All who attended agreed that they now felt capable of fulfilling the
role of a volunteer tutor in helping adult students achieve their learning
goals. The following are some of the comments that attendees wrote in their
evaluations:
•

“It was great to hear about other tutors and how they managed.
Maybe meeting quarterly would be nice.”

•

“This workshop was excellent. It gives me more confidence in
myself to be a volunteer.”

•

“I would like an occasional get-together to provide sharing of ideas
among tutors.”

•

“I enjoyed the Literacy Student conference (Student conference at
the Centre was held in October 1999, and this tutor had attended.)
and feel it’s worthwhile to encourage tutors or/and potential tutors
to attend, as it’s beneficial to meet other students and share in their
learning. Meeting with the other tutors for a ‘chat session’
occasionally would be beneficial. If it could be done with still
keeping student confidentiality.”

•

“More training specific to the actual tutoring of subject matter.”

•

“Would enjoy tutors getting together to share strategies,
methodology, concerns, successes, etc.”

As a result of these comments the Centre has had two get-together chat
sessions for the tutors with great attendance and discussions.
Question: There was a discussion folder posted on a computer-mediated conferencing
system on specific topics surrounding the development of a Rural Centre.
The folder received comments and concerns from other rural programs.
What was an example topic and comments relating to that topic?
Answer:

Topic: Should a Centre be a drop-in facility? Should the Centre be open
part-time or full-time? What should the hours of operation be?
Response: We (Words Work) envisioned the Centre as being a drop-in
space, with potential and committed students getting assistance whenever
they wanted. It soon became apparent that we had to set up a schedule. First
of all, we are only open three days a week – so to say “drop-in whenever
you want” would be false. As a result of this, the coordinator set a schedule
and notified agencies, put a new schedule on the door, and created a new
flyer. The schedule read as such: Monday – Scheduled Appointments only,
Tuesday – Drop-in, Wednesday – Drop-in, Thursday mornings – Drop-in,
and Friday – Scheduled appointments only.
The Coordinator would work either Monday, Tuesday, and Wednesday, or
Tuesday, Wednesday, and Friday. The Coordinator could then tutor
students, do assessments, meet with agencies, have first-time meetings with
student and tutor, or do other tasks on Monday or Friday; whichever day
was convenient. Words Work Centre was fortunate to have the Project
Director fill in at the Centre and be available for Thursday morning dropins, although Words Work did not receive many drop-ins: most were
scheduled times on drop-in days. Tutors and students met whenever they
agreed to, and the Centre was open to them at all times during the day.
Words Work was in an insecure building for evening meetings, being
above a lounge and on a floor with no other evening activity. Evening
tutor-student meetings at the Centre were not recommended. The ability to
accommodate evening meetings became a criteria when searching for a new
facility.
Comment 1:
“Was the idea of having a drop-in Centre to help keep in touch with tutors
and students? I’m feeling rather disconnected from most of my students and
tutors. I’ve been trying to think of ways to keep everyone in touch. It seems

that the tutors prefer to work on their own without input from the
Coordinator. I sometimes wonder if this is the most effective way to assist
those who are accessing the program.”
Reply to Comment – To have tutors and students keep in touch was a
major reason for the creation of a drop-in Centre. The “drop-in” philosophy
(on specific days) has really become an opportunity for students to get extra
help from the coordinator, and for the tutor to discuss lesson planning with
the coordinator or pick up resources for their next student session. The idea
that we have a file for each student (based on their Progress Profile) enables
the student, tutor, and coordinator to stay focused on the student’s goals.
Sometimes we have tutors who generally like to work on their own, but
from meeting their student at the Centre, they now pick up other resources
to use. At our recent tutor workshop the majority of tutors indicated that
they like the less “isolated” feeling that they experienced within this new
setting. We have tutor-student matches that do not meet at the Centre, and
they are also working out well. These tutors really enjoy the tutors’
workshops though, and enjoy browsing the Centre for further information.
Thus, the ability to “drop in” helps them.
Comment 2:
“I am beginning to wonder if it’s the space or the concept that creates the
Centre. What did you find was the greatest factor in developing the
Centre?”
Reply to Comment – Physical space creates an image in the community’s
mind that agencies have an exact location to refer people to, access
Coordinator’s expertise and resources. The people who come to the Centre
feel the same way. The space creates the concept of availability. The
greatest factor for the Centre’s development was in the Coordinator’s
interpersonal relationships.
Comment 3:
“I also wonder how you got the community to take ownership of the
program. I would love to get the community to feel the importance of
literacy but can’t seem to figure out how to do it.”
Reply to Comment – In Athabasca and area, ownership developed through
our community needs assessment. When the Coordinator visited an agency,
she was able to cite local relevant statistics. For example, in Words Work’s
needs assessment, seven out of ten employers surveyed indicated that their
employees needed to improve their writing, reading, and numeracy skills.
The Coordinator would then say to employers, “Here is the Centre – please
use it!”

Comment 4:
Regarding Drop-in centers.
Reply to Comment – The Learning Centre in Edmonton is centrally
located. It is commonly referred to as a drop-in centre, but in fact that was
never really the case. People “drop in” to inquire about joining, but attend
scheduled sessions. Words Work tries to accommodate “drop-ins,” but
prefers to plan for student involvement.
Comment 5:
“Is there any confusion regarding which days are for what? I have tried to
keep our hours as simple as possible because no one seems able to
remember which days and which hours we are open. I guess we don’t get
enough traffic to set up as structured a schedule. Fortunately we have the
CALC (Community Adult Learning Council) office in the same building,
and the coordinator can direct drop-ins if I am busy or out meeting with a
client.”
Reply to Comment – Words Work keeps simple hours. Our posted
schedule indicates that the Centre is open for drop-in visits (by students
alone, or student and tutor matches) on Tuesdays and Thursday afternoons,
and that Mondays and Fridays are allocated for scheduled appointments
only. We use one of these days each week for private meetings with
students and/or tutors, and for scheduled weekly Centre assistance (i.e., we
have several students who work with our Coordinator at a scheduled time
each week). We also encourage our students and student-tutor matches to
use the Centre in off-hours, even though the Coordinator is not available.
Given our location within Portage College, the Centre is physically open
Monday to Friday, from 8:30 a.m. to 4:30 p.m., with computer and other
resources accessible to students/tutors, whether or not staff is available.
Also, tutors are given keys if they wish to meet their students in the Centre
evenings or weekends – this is not a common occurrence, but we do have a
couple of matches who feel comfortable enough (as well as the Coordinator
feeling comfortable) to meet on their own in an empty building.
Evening and weekend service is an issue that our Board has been struggling
with from the beginning, with no solutions yet, particularly given our
limited financial resources. And, for the most part, our volunteers are
interested in private, one-on-one tutoring, as opposed to helping out in the
Centre administratively.
Question: What documents and policies did the Words Work Board create during the
operations of the new Centre?
Answer:

The Board had already created a terms of reference (Sample 3 in Chapter
one) before setting up the Centre. Other organizations had asked to use the

Centre space to offer a workshops and teach courses, which led to creating
the Centre Usage Policy (see Sample 2). The Board considered the Centre’s
need to sustain itself as well as the general lack of funds among other notfor-profit organizations. The Board also agreed that if literacy-related
activities were held in the Centre space, the Centre could offer to
collaborate and provide a service or event that might not otherwise take
place. The Literacy Approach to Parenting Skills project that took place
within the Centre was a collaboration between The Learning Centre
(Community Adult Learning Council) and Words Work. Words Work
received administrative funds for providing the location and coordination.
It made sense to have this take place at the Centre. (More on this in Chapter
4: Sustaining a Centre.) The Centre Usage policy addresses such issues.
The Centre’s Good Practice Statements were also created once the Centre
was operational. (see Sample 3) The completion of the Alberta Literacy
Program standards (a copy was distributed to all programs) helped establish
the statements. The Board had reviewed all of the suggested Program
standards, and was satisfied that the Centre had reached all of them. Using
the met standards as a baseline, the Board looked at how the Centre could
incorporate statements on how they felt an ethical, professional, and
efficient Centre could operate. The Board combined these suggestions with
some standards that were applicable to a Centre and adopted the Words
Work Centre’s Good Practice Statements. The Board felt that procedures
for achieving good practices would vary; therefore, specific procedures
were not adopted. Like the mission statement, this document provides a
gauge for all operational decisions. The Board is now able to operate in a
governing mode – directing staff to pursue projects, workshops, and events
based on these governing statements.
Because the Centre was pursuing projects to develop, the Board compiled a
list of eligible and qualified contractors. The attached advertisement was in
our local paper (see Sample 4) and four potential contractors responded.
One respondent became the facilitator for a Literacy and Parenting skills
project.
Attached as sample 5 is an article that was in the Athabasca community
newspaper and provided good publicity for the Centre.
Question: What is an example Words Work Centre’s Board meeting?
Answer:

The example board meeting material is from the February 20th, 2001
meeting (see Samples 6-1 to 6-9). The authors chose this particular meeting
due to its representation of numerous important issues impacting Centre
operations. On top priority were the 2001-2002 budget, facility proposals,
and the evaluators’ final report.
The 2001-2002 budget was extremely important because the rent-free
facility that the Centre had been using was becoming unavailable to the

Centre, and the Board now had to consider allowing a budget line item for
possible rent. Sample 6-3 outlines agenda item 7.1.1 – Facility Update and
states the options that the Director and Coordinator were exploring within
the community. The Budget projections also reflected staff changes to just
the Coordinator after June 2001. The Coordinator would now have to take
on additional responsibilities previously carried by the Director (whose
employment was paid through the NLS’s Rural Literacy Centre project).
The budget would have to consider the Coordinator’s salary as a result of
increased responsibilities. This budget would be more relevant to an actual
operations budget for a Centre, once it was up and running,
Words Work was fully aware of the June 2001 deadline in which to review
the original facilities agreement with Portage College. By this meeting, the
Board knew that the Centre’s current space would no longer be available as
of September 2001. Sample 6-3 reports on all activities surrounding the
search for a new Centre location. Requirements to be considered were
rental costs, a central location, and proximity to referring agencies. (Any
agreement that your program enters into should be signed and in writing,
with a stated time frame. This protects the Centre from sudden rent
increases, or rental charges, or from receiving little to no warning of
eviction. It can also provide, like in the case of Words Work, ample time to
look for another location in the event of agreement non-renewal. Words
Work has had many discussions many months before the deadline of the
agreement – June 2001 – to see where their current agreement would be at
when the renewal date came. Remember to keep the facility agreement on
the Board’s regular agenda so that the issue can be dealt with expediently.)
The final evaluation report from co-evaluators Dr. Pat Fahy and Dr. Mary
Norton was also discussed at this meeting (see Appendix E). The
evaluation report not only examines whether project goals were carried out,
but also gave the Director and Board direction for Centre operations. The
evaluators both have experience with establishing a Centre in an urban area
and present some of their expertise in this report. The evaluators present
“Factors to build on” (10.2), which came from two years of studying the
Centre and its operations, and vary from having a central location to the
projected base funding needs of a Centre. (See Chapter 4 – Sustaining a
Centre.)
Question: How were numbers documented for student participation at the Centre?
And how were the students surveyed about their satisfaction or
dissatisfaction with the Centre?
Answer:

The Coordinator developed a student status report template (see attached
sample 7) to monitor the participation rate of the Centre. Evaluators,
Project Director, and Board members all commented on the template,
which became the operating report. The report was and is a valuable tool in

identifying the patterns the show themselves at the Centre. The assistance
of the numbers the student status report led to considering solutions or
paths to pursue in order to raise the numbers of individuals with lower
literacy levels attending the Centre. These numbers also led to ordering
specific references. For example, if the Centre is serving a lot of English as
a Second Language students, then the Centre will order new resources to
serve ESL students.
The annual Community Development participation summary questions
were considered when developing the student status report. Completing the
summary, then, consists of transferring data from the status report to the
participation summary, filling out the few questions on the summary that
were not addressed on the status report, and attaching the alreadycompleted annual student status report. After all comments from staff and
Board were discussed, and most implemented, the following columns made
up the student status report:
•

“Student” – student’s initials are used for confidentiality.

•

“Date Commenced” – identifies length of student service.

•

“Nature of Service Request” – reveals trends among student goals.

•

•

“Personal Request” – Did the student come in on their own, and did
they hear about the Centre through someone who was currently or
has previously used Centre’s services.
“Family/Friend” – family or friend referral

•

“Workplace Referral” – self-explanatory

•

“Agency Referral” – Name specific agency, in order to identify
trends among referring agencies.

•

“Under Assessment” – Indicates an as yet unmatched student, a
student who has not yet identified his or her goals, or had not yet
been assessed for instruction level.

•

“Centre Assistance” – This student works with the coordinator.

•

“Matched Tutor” – Initials of the tutor matched with the student are
noted. Some of these matches do not meet in the Centre, due to time
scheduling or geographical distance from the Centre.

•

“Pending Match” – Student waiting to be matched either with tutor,
group, or coordinator.

•

“Temporarily Inactive” – This column applies to students who wish
to take a break from the Centre, but have expressed a desire to
return in the near future.

•

“Services Discontinued” – Reasons for services being discontinued
were usually one of five – 1) objective completed, 2) did not attend
Centre or tutoring sessions for six months, 3) were no longer
interested in continuing with the Centre, 4) had been referred on to
other relevant assistance (e.g., a community college course), and 5)
student moving from the area.

The Student Status Report also contains a summary of program inquiries
for a period of time. (The report attached as Sample 7 is for the period from
September 05 to December 19, 2000.) The report also provides a summary
of program tutors – number of tutors, new tutors, and potential tutors
pending application review and interview. Within this particular time frame
the Centre served 27 participants. (The Centre was and still is operating
with the Coordinator working part-time at three days per week – 10 months
a year, with the Centre closed for the months of July and August.)
Information received from the “Learning Centre Student Satisfaction
Survey” (see example form as Sample 8) assists the Coordinator in
determining what is working well and what needs changing with the
Centre. A project objective was to gather suggestions from Centre users for
ongoing Centre development. One suggestion on how to gather and
implement suggestions was to form an Advisory Committee made up of
students and the Centre Coordinator (the Coordinator could act as a
facilitator). The Advisory Committee could then send a representative to
Board meetings whenever they had a plan for the Board to review. This
participatory approach to the Centre was to give a voice and ownership to
the students. The development of an Advisory Committee might work in
your community, but because of many new students in our program, they
were uncomfortable with the idea of attending a meeting. They were only
beginning to feel comfortable with one-on-one tutoring. Words Work
organized a student conference at the Centre (see chapter 4: Sustaining a
Centre) in hopes that the individuals who attended might feel at ease in this
group, and therefore wish to carry over onto an advisory commi ttee. Again,
only one student thought he might be interested, so the idea was dropped.
Because of this, the student satisfaction survey gained importance.
The Survey covered items such as Centre awareness, goal self-setting,
learning related to their goals, staff availability, tutor effectiveness,
appropriateness of lesson plans, confidentiality, whether the Learning
Centre was a safe and inviting place to learn, any suggested changes, and
their overall satisfaction. The following are some random survey excerpts

from the past two years:
“I frequently use the Centre for reading and studying. No, I would
not want any changes to the Centre. I am happy with the service.”
“I meet my tutor at the Centre and go over my lessons and decide
my rate of progress. I don’t see anything that needs improving.”
“I used Centre once a month to find learning resources. I would like
to see the Centre open more frequently for students.”
“I have attended the Centre twice – to start learning and to schedule
time with the tutor. I am very satisfied with the overall Centre
services.”
“I attend the Centre regularly for my weekly tutoring session, and
everyone at the Centre treats me with respect. I find people in this
‘place’ easy to get along with. Keep up the great work!”
The main objective of creating Words Work’s Centre was to increase the
number of students using the literacy program. In the past, the number of
individuals attending literacy programs did not rise along with the number
of Albertans who were being identified as having low literacy levels and
requiring the usage of a literacy program. Words Work Literacy Program
had averaged 7 – 9 students per year from 1995 to 1998, and was not
satisfied with these low numbers. The Centre was a huge success in raising
the number of people seeking literacy assistance. From Sept 1999 – June
2000 the Centre served 39 students, and was well on the way to surpassing
that number for year 2000 –2001, creating a welcomed problem for the
Centre – success in recruiting students.
The following chapter addresses sustaining a Centre with many students,
and examines expanding to a full week of services. The Board chose,
through the coordinator’s recommendation, to curtail presentations to the
community. This would hopefully slow the influx of new referrals. Once
numbers dropped again, the Coordinator would resume presenting at other
agencies.
“Throughout the program, the Words Work Coordinator tutored students
who were from specific agencies. The time spent by the Coordinator
tutoring these students is reflected in the tables 2 and 3 of this Report. Use
of her time in this way resulted in reduction of the numbers of students it
was felt the program could serve, given the Coordinator’s available time.
As well, workplaces were not actively approached about referrals because
of this constraint. In effect, the number of students served was “capped” by
the fact the Coordinator was occupied with tutoring duties for a part of her

paid time” (Factor 3, “Final Report,” Appendix E, p. 201). It should be
noted however, that no students were turned away. The Coordinator tutored
some students in order to save administrative time that may have been
taken up in training new tutors. Usual scenarios for the Coordinator to step
in to tutor include the “drop-in” student who needs a quick answer, students
with inflexible timetables, or a time slot where no tutor is available. The
physical presence of a Centre with a Coordinator there for regular specific
hours formulates a supportive environment for this type of learning to
occur. On the current part-time basis, the Centre could effectively serve
between 30-35 students. Due to administrative time in coordinating
assistance for drop-in students, the Coordinator would continue to see the
students that she was tutoring. How Words Work could operate the Centre
on a full time basis, in order to more effectively serve a greater number of
students, became a key issue of discussion for the Board (see Chapter four).
As noted in the “Final Report”:
“Increase in awareness about the Centre and a change in
understanding of the concept of literacy were identified as
indicators of success. Staff believes that increases in all types of
referrals to the project were evidence of growth in the overall
profile and visibility of the program. Feed back to the evaluators
from community groups and individuals consistently reflected high
levels of community awareness of the Centre. A number of
respondents, including students and tutors, the Board and staff,
commented that there had been an increase in community awareness
of the Centre. This was attributed to the fact of having a concrete
location in the Centre, as well as to the work of the project director
and Words Work coordinator. Respondents also noted a changing
understanding of literacy as an example of lifelong learning (rather
than only addressing illiteracy) and of the Centre’s role in serving a
range of literacy development needs.”
The Board and staff wanted to identify a number of students that the Centre
could efficiently and effectively serve, and then move on to identify ways
to increase hours of service. As of the writing of this handbook a solution to
this had not been found. See Chapter four: Sustaining a Centre for further
discussion on this.
Question: How was the 2001/2002 Centre Budget projections created?
Answer:

Please see attached Sample 6-8 – Words Work 2001/2002 Budget
Projections. The meeting minutes of this budget presentation explain its
rationale (see sample 6-9 – Feb minutes). This budget presents the reality of
Centre operational costs. Through analysis of this budget, the Board saw

the need to solicit permanent funding for printing brochures, newsletters,
and flyers (and found two donors to do so). The need to evaluate the
coordinator’s salary was addressed in these projections. The Board also saw
the need to fundraise, in order to cover future rental costs. See Board
discussions surrounding these budget projections.

Sample 1
Words Work Centre
TUTOR APPLICATION FORM

Date: ____________________
Name: ___________________________________________________
Address: _________________________________________________
Phone: ________________(Work)

__________________(Home)

Email: ______________________
How did you hear about Words Work? ________________________
_________________________________________________________
In what capacity would you like to volunteer for the Words Work Centre?
_____ One-on-one Tutoring

_____ Group Tutoring Sessions

_____ Centre Admin Support

_____ Centre Project Support

_____ Board Member
Times Available for Tutoring/Volunteer Service
_____ Weekdays

_____ Morning

_____ Weekends

_____ Afternoon
_____ Evening

Education
____ High School- Grade Level Obtained ______________
____ Vocational Training - Grade Level Obtained _____ Field: _____
____ University - Grade Level Obtained ____________ Field: ______
Employment History
Present Occupation: ________________________________________

Previous Work Experience: __________________________________
________________________________________________________
Teaching Background
Please list any teaching experience (i.e., church, school, etc.: ________
________________________________________________________
Have you every taught adults? ____ Yes ____ No
Languages Spoken

Languages Written

First: ____________________

First: : ____________________

Second: : _________________

Second: : __________________

In what areas are you most comfortable tutoring?
_____ English

_____ Math

_____ Physics

_____ Other Sciences

_____ GED Assistance

_____ English as a Second Language
(ESL)

_____ Work Place Literacy

_____ Life Skills (e.g., banking)

_____ Learning Disabled
_____ Other (please specify) _________________________________
Communities where you would be willing to tutor:
_____ Athabasca & area

_____ Boyle & area

_____ Grassland & area

_____ Wandering River & area

_____ Rochester & area

_____ Perryvale & area

_____ Colinton & area

_____ Smith & area

Personal Goals - What would you like to get out of your volunteer service?
________________________________________________
________________________________________________________
________________________________________________________

Sample 2

Words Work Learning Centre
FACILITY USAGE POLICY
The following policy has been adopted by the Words Work Literacy Society (Athabasca
& Area) to provide direction to staff when considering requests from outside parties to
utilize its Learning Centre facilities and resources.
The Words Work Learning Centre is a public facility operated by a volunteer
Board of Directors for the main purpose of providing a safe and comfortable
drop-in learning environment for individuals/groups seeking learning support
from Program staff and/or tutors. From time to time, the Centre may be made
available to outside parties with goals, programs and services that are consistent
with those of the Words Work Literacy Society. Outside requests to utilize
Learning Centre facilities/resources will be considered on an individual basis.

Sample 3
WORDS WORK LITERACY SOCIETY
Good Practice Statements
1. Community Based Programs
a. "The Words Work Literacy Society provides services that respond to the
Athabasca community's literacy needs."
b. "The Words Work Literacy Society has a Board of Directors whose members
represent the community. Members have a responsibility to be informed, active,
and supportive."
c. "The Words Work Literacy Society develops and maintains partnerships with
community groups, agencies and individuals."
2. Relevant and Applied Philosophy
a. "The Words Work Literacy Society has a clear philosophy and vision that guides
program practice."
b. "The Words Work Literacy Society Board of Directors will periodically update
the vision, mission, and values of the literacy program and learning centre."
3. Individualized Programming
a. "The Words Work Literacy Society provides prospective learners with an
interview and appropriate assessment prior to matching the learner with a tutor, or
commencing the provision of literacy services."
b. "Words Work Literacy Society learners receive individualized instruction that
build on a his/her existing skills. The program provides options for learning that
respond to an individual's learning style, and emerging needs and interests."
4. Quality Tutoring
a. "The Words Work Literacy Society recruits tutors who are willing to help learners
achieve their literacy-related goals."
b. "The Words Work Literacy Society offers tutors relevant initial and ongoing
training."
c. "The Words Work Literacy Society recognizes the contributions of its tutors."
5. Sound Program Administration
a. "The Words Work Literacy Society is fully accountable for all the funding it
receives."

b. "The Words Work Literacy Society hires staff who have appropriate education,
experience, and personal skills to carry out their duties in the context of their
community ."
c. "The Words Work Literacy Society recruits volunteers who will respect its
philosophy and who will work to achieve the program's goals."
d. "The Words Work Literacy Society provides the time and fiscal resources
necessary for all paid and volunteer staff to receive appropriate training."
6. Continuous Program Development
a. "The Words Work Literacy Society has a regular planning and evaluation cycle."
b. "The Words Work Literacy Society has suitable office and tutoring space,
learning resources, office equipment and supplies to meet the Society's needs."

Sample 4

CONTRACT OPPORTUNITIES
Do you have skills and experience in any of the following areas?
Words Work Learning Centre is compiling a list of eligible contractors
for special projects which arise from time to time. Individuals are
needed with background education and/or experience in the following
areas:
Literacy/Education:

Computers:
Research:
Marketing:

Facilitation:

Family Literacy
Workplace Literacy
Computer Literacy
English as a Second Language (ESL)
Instruction
Learning Disabilities
Tutoring
Web Design
Desktop Publishing
Needs Assessments
Evaluation
Writing
Promotions
Publication Development
Parenting Skills
Life Skills
Career Planning

If you are interested in being considered for upcoming Words Work
projects, please submit your resume along with a cover letter
summarizing your main areas of expertise to:

Brenda Sheets, Coordinator
Words Work Literacy Program
1 University Drive
Athabasca, Alberta
T9S 3A3
IMMEDIATE NEED
Contract for facilitating a Literacy and Parenting Skills (LAPS)
program. Candidates must have experience in facilitation, and be
available for day and/or evening work. Preference will be given to
individuals with LAPS training. Project details are available by
contacting Sandra Craswell, Project Director - Words Work Centre at
675-6110.
Resumes must be received at the above address by 12 noon,
Friday, February 11, 2000.

Sample 5
HATS OFF

QUOTE OF THE WEEK

To the community of
Grassland whose blood,
sweat, and cash turned their
dream of a new outdoor
skating rink into a reality.

Downsizing always leads to
closure ... even though he has
tried to assure us that
isn't the case.
— Boyle Mayor Bob Clark on
changes to the local CIBC branch.

Low literacy levels common:
ATHABASCA IS NO EXCEPTION
KATHRYN MARTIN
ADVOCATE STAFF

If you are reading this, then chances are you don't
need the services of literacy organizations like
Words Work. But that doesn't mean they don't need
you.
Individuals with low literacy levels, said Words
Work project co-ordinator Brenda Sheets, need to
know there is a local literary assistance program
available, free of charge.
"People won't normally seek out assistance until
they're ready," Sheets explained. "The key is
creating awareness that our services do exist in the
community."

Literacy assistance programs like Words Work bring people
together so they can help each other learn and grow. Tutor
Angie Whitecotton and learner Edward Li meet at the Words
Work centre to work on Li's English and math skills.

This is where anyone can help, she continued.
"If (you) or people you know need our services, pass the word about Words Work. We're here and
we want to help."
There are a number of people who do need help with literacy. According to the results of a 1995
International Adult Literacy Survey, over one-third of Canadian workers have marginal reading and
writing skills, one in every three adults in Alberta have difficulty reading and writing everyday
printed material, and 79 per cent of Canadian seniors have measured literacy skills in the two
lowest levels of literacy.

Athabasca is not an exception to these high rates of low literacy skills. In 1999, Words
Work conducted a program needs assessment in the County of Athabasca and found that
19 per cent of employees surveyed could benefit from literacy upgrading, 25 per cent of
individuals using local agencies could benefit from literacy upgrading, and an estimated
22 per cent of local seniors have difficulty with writing and spelling. Eighteen per cent of
local seniors have difficulty reading and 13 per cent have difficulty with basic math.
"In Athabasca we're no different than anywhere else in Canada," said Sheets. "Our
population here have various levels of literacy skills. There are segments within the local
population who, for whatever reason, have difficulties with some skills in reading,
writing or numeracy.
"Those skill (levels)," she continued, "may impact their ability to function on a day-today basis. We're not immune to it; it's everywhere." Sheets said it's important to
distinguish between low literacy and illiteracy.
"I really don't think people realize we're not talking about illiteracy," she explained. "All
of these statistics don't refer to that. They really refer to what we call functional literacy the ability to cope on a day-to-day basis with day-to-day activities."
Sheets added that low literacy levels can have a profound impact on individuals,
wreaking havoc with self-esteem and diminishing the ability to read helpful, even lifesaving, information. It can also have a marked impact on families.
"There's a huge cycle when you have parents who do not have the ability to assist their
kids (with reading, writing and math,)" she said. "The impact of the lower literacy level
of the parent can be felt throughout the family.
"The key," she added, "is to stop the cycle. If we can help enhance the skills of the adult
then hopefully in turn those adults will have a better opportunity to have a positive
impact on their kids."
Low literacy also impacts the community, Sheets said. It's been estimated that low
literacy levels among workers, resulting in jobs having to be redone and the safety code
infractions, cost Canadian employers $4 billion annually.
"They've come up with a figure based on what people have said in a survey," explained
Sheets. "There will be plain and simple mistakes if an individual can't read something
properly. It's an indirect cost, paying more to get a job done properly."
The causes of low literacy are varied. Among the people who use the service of Words
Work are newcomers to Canada; individuals who may be very well educated in their first
language, but who need to work on their English skills in order to function effectively
here.

"Then there are people with learning disabilities who can't cope in a traditional
educational environment," said Sheets. "It could be due to anything from brain damage to
dyslexia.
"As well," she added, "there are probably a significant number of seniors who may have
not finished high school for various reasons."
Regardless of the reason, she continued, "Low literacy levels are nothing to be ashamed
of. Every statistic you look at suggests that one-third of our population has literacy
problems."
Indeed, Sheets said, one of the biggest challenges in overcoming low literacy levels is
dealing with the stigma of the condition.
Individuals with lower literacy levels, she explained, tend to have highly-developed
coping skills. They may get around literacy problems by getting other people to read
things for them, or they may never diverge from strict behaviour and lifestyle patterns.
"My guess is there are a number of individuals who have low literacy who may be
ashamed of it," Sheets said. "I think that may be key because it may stop someone from
seeking assistance. I think one of the issues that literacy programs have battled with over
the years has been the need for anonymity among individuals who have low literacy
skills.
"It's unfortunate," she added. "(Literacy) can help them access things that will improve
their lives."
People who visit the Words Work Learning Centre, currently housed within Portage
College's Duniece Centre location, can be assisted on a drop-in basis by a staff member,
or they may be matched with one of Words Work's 16 volunteer tutors who will help
with reading, writing or math skills.
They also provide specific workplace skill development, academic support, group
workshops and specialized family literacy projects.
The program has been around for over a decade, but since the centre opened, they've
provided literacy support to more than 50 local residents.
There's still a lot of work to be done, Sheets said.
"We want to reach out to people and make them realize this is a safe place to come and
learn, and having low literacy skills is nothing to be ashamed of."
Saturday; Jan. 27 has been declared National Family Literacy Day, and Athabasca's town
council has proclaimed it in support of the national campaign.

"(This) is encouraging to us," enthused Sheets, "because if you get the support I from the
movers and the' shakers of the community, , hopefully you get support from everyone
else."
In co-operation with the Alice B. Donahue Public Library, Words Work is hosting a
family storytime at the library between 1-2 p.m. on the 27th.
"Everyone can drop by to hear kids' stories," Sheets said. "It's our way to promote literacy
in the region. We hope as many people as possible drop by and help us celebrate
literacy."
She added, "We want to heighten awareness of the importance of literacy to our
community and our families. I think that is the main thing."
Community members are also invited to get involved. Sheets said Words Work is always
looking for volunteers; individuals who have a couple of spare hours every week and
want to help other adults.
"Like any non-profit (organization), we rely on our volunteers," she said. "They are the
lifeblood of our organization."

FIVE EASY WAYS TO ENCOURAGE LITERACY AND
LEARNING IN YOUR OWN FAMILY
1. Read with your children everyday.
2. Teach by example: read yourself – anything from magazines to
books.
3. Visit the library.
4. Celebrate your children's success and show interest in your
child's education.
5. Read stories to your children and have them read stories to
you. Start early and keep it up.

Sample 6-1
Words Work Literacy Society
AGENDA
Tuesday, February 20, 2001- 6:30 p.m.
Learning Centre - 2nd Floor Duniece Centre
1.

APPROVE AGENDA

2.

APPROVE MINUTES OF JANUARY 23, 2001 MEETING

3.

PRESENTATION - Centre Project Final Evaluation Report
(Dr. Pat Fahy)

4.

APPROVE FINANCIAL REPORTS

5.

REVIEW ACTION ITEMS FROM JANUARY 23, 2001 MEETING

6.

WORDS WORK
6.1

Business Arising
6.1.1

6.2

7.

Volunteer Appreciation

New Business
6.2.1

Request for Internet Feature

6.2.2

Society Annual General Meeting

6.2.3

2001 Program Budget

6.2.4

Coordinator's Report

6.2.5

Student Status Report

LEARNING CENTRE
7.1

Business Arising
7.1.1

Facility Update

7.1.2

CALC/Learning Centre Development Fund Update (Pat/Brenda)

7.2

8.

New Business
7.2.1

Post Secondary Direction's Project

7.2.2

Motion to adopt Good Practice Statements

7.2.3

Fundraising/Workshop

7.2.4

2001 Family Literacy Funding

7.2.5

Director's Report

NEXT MEETING
(Scheduled for Tuesday, March 20 @ 6:30 p.m.)

Sample 6-2
COORDINATOR'S REPORT
For the Period January 24 to February 20, 2001

1. FAMILY LITERACY DAY - It was a great opportunity for promoting the
program/Centre with excellent coverage in the Advocate. However, the story time
was not well attended.
2. COMMUNITY LITERACY FESTIVAL - Discussed with Judy Flax
(Librarian) a possibility of an event that would celebrate literacy in the
community, sponsored by the Library and Words Work (Summer Literacy
Festival). Will discuss further once the Library finalizes the decision on STEP
student.
3. ANNUAL REPORT TO ALBERTA LEARNING - Program information,
statistics, and budget for the year 2000 were compiled into a report mailed to
Alberta Learning.
4. PROPOSED BUDGET- Brenda and I prepared a budget proposal for the years
2001 and 2002 for Board consideration. Budget proposal to Alberta Learning is
due March 15,2001.
5. ANNUAL PROGRAM PLAN- Alberta Learning implemented a new policy
requesting that all literacy programs in the province submit an annual program
plan which will indicate activities for each month. This report is due on May
15,2001.
6. MOVING -In the past two weeks Brenda and I moved the Learning Centre from
the north end of the floor into a classroom at the south end.
7. FACILITIES - Attended a meeting with Jeff Summers re: Lions Room (in the
Brick building) availability. Checked out a space available at the Town Office.
8. PROFESSIONAL DEVELOPMENT DAY - Participated in a PD day at the
Edmonton Learning Centre on February 9,2001. Valuable information received
about the Resource Centre for Voluntary Organizations and fundraising. Open
discussion was held on Screening Students, First Class, and Inclusion. There was
a creative writing workshop in the afternoon. Will share the two writing exercises
with our tutors.
9. STUDENTS - Three potential new student inquiries. Meetings scheduled.
10. TUTOR/STUDENT INQUIRIES - Telephone contact with several students and
tutors re: instructional materials, tutoring sessions, etc. Continued to tutor two

students at the Centre.
11. VOLUNTEER APPRECIATION RESEARCH - Report at the meeting.

Agenda Item: 7.1.1

Sample 6-3

FACILITY UPDATE:
1. Portage College - Have sent email to contact @ Portage College requesting some
indication as to whether space is available for Learning Centre in September
2001. Have not yet received a reply back. (Note: Portage initially indicated that
they would not be prepared to discuss future space for Words Work until
renovations are complete. These are note expected to commence until late
Spring). Speculate, with the re-offering of the Office Administration program in
September, that there will not be sufficient space for the Learning Centre after
June 2001. Pro: No need to move; continued alliance with Portage College. Con:
Don't know when we'll hear whether space will even be available to us.
2. Old Brick School (Lion's Room) - Letter of interest sent to Rec. Board.
However, FCSS has advised that they will not be pursuing occupancy of the
Lion's Room with Words Work following feedback from the Dance Society
(current tenant) that they would like to retain the space for at least two more
years. FCSS Board does not want to be involved in pushing out existing tenant.
Pro: Alliance with FCSS. Con: Cost (rent likely $500/mo or more; cost of
renovations would need to be negotiated; poor P.R. that could result if it were to
push out Dance Society.
3. Town Office - Approx. 400 - 500 sq. feet of open space, downstairs across from
Rec. Office, plus access to boardroom facilities and, potentially, an office (could
possibly be negotiated). Available to lease for $4,800 per year ($400/mo). Town
would be willing to sign a lease agreement to June 2002 (beyond this would need
to be discussed). Note: Long-term availability of this space is unknown as the
Town may hire an Economic Development officer sometime over the next couple
of years and, if so, would need this space. Pro: available at any time; alliance
with Rec. Board and Community Adult Learning Council. Con: cost; smaller
space (unless additional office accessed)
4. Provincial Building - Held a meeting with Mike Cardinal re: the possibility of
accessing free space in the Provincial Bldg., given Alberta Agriculture's pending
occupancy of the Portage Space. As follow-up, a formal request letter has been
sent to Mike. They are following up on our behalf. Have asked for a response as
soon as possible. Pro (if space available): no rental expenses; location. Con: no
real synergy of services between Words Work and Provo Bldg occupants (court
house/Natural Resources Services).
5. Other Options - The following are other potential public facility options that
could be pursued if any of the above spaces do not meet our needs (Note: It is

unknown at this point whether space even available in these locations. Also, there
are several available downtown commercial spaces. However, it is unlikely that
Words Work would be able to afford these locations.)
- Native Friendship Centre
- Human Resources (3rd Floor Duniece Centre)
- Health Unit

Sample 6-4
Agenda Item 7.2.5

DIRECTOR'S REPORT
For the period January 24 to February 20, 2001

1. Facilities - See facilities report, agenda item 7.1.1
2. Centre Relocation - Worked with Vesna, over a two-week period, moving
Learning Centre to South end of Portage College.
3. Final Centre Evaluation Report - Worked with Evaluators and Sandra in
finalizing Centre Evaluation report.
4. 2001/2002 Budget Projections - Prepared with Vesna Centre/Program budget
projections for Board review and approval.
5. Post Secondary Directions Project - Currently holding discussions with the
Athabasca Native Friendship Centre and Edwin Parr High School, to provide a
literacy component to this project, between March 2001 and June 2001. Total
project value: $2,400. See agenda item 7.2.1.
6. United Way Funding - Confirmed with United Way that AU campaign raised
$340 in pledges for Words Work in the coming year (less 9.5% admin fee).
Words Work will receive a formal statement of pledges, and names of donors in
March, plus the first quarterly payment. Note: We are asked not to thank donors
ourselves; United Way handles this directly.
7. Request for Furnishings - Approached TransCanada for furniture donations for
the Centre. At a minimum, it looks like they will be providing us with 4 computer
desks, 4 steno chairs, filing cabinet, storage cabinet and, possibly, some chairs.
Once TransCanada furniture donations are confirmed, will approach other
organizations (e.g., AU, AI-Pac, Portage College) re: donation of remaining
furniture/equipment needs for new Centre (e.g., tables, chairs, flip chart, white
board, bulletin board)
8. Handbook - Set timeline with Sandra for Handbook development as follows:
March-end - draft Handbook copy from Sandra for critiquing; April 13 - my
comments to Sandra; May 18 - final Handbook copy from Sandra; June 11 complete desktop publishing; June 30 - printing/distribution deadline. Continue
weekly discussions with Sandra.
9. In the Loop - Reviewed latest issue (with other committee members) for
distribution in late February. Currently working with committee on plan for
sustaining publication.

Sample 6-5
Words Work Literacy Society (Athabasca & Area)
MINUTES OF JANUARY 23, 2001 MEETING
Attending: Lori-Ann Claerhout (Chair), Vincent Foster, Pat Miller, Julia Nielsen, Pearl Grey,
Rhonda Guay, Vesna Kavaz, Brenda Sheets (recording secretary) Regrets: Rita Sequeira
The meeting was called to order at 6:40 p.m. at the Learning Centre
1. AGENDA: Two items were added to the agenda: 5.2.8 Gifts for Judith; and 5.2.9 Woman
of the Year Nominations.
MOTION/Miller/Guay to accept the agenda as amended. CARRIED
2. MINUTES: The following amendments were noted: Item 4 - correct the spelling of Julia
Nielsen's name; and Item 5 – move the motion regarding the chequing account to 7.2.1
and change movers to Guay/Grey.
MOTION/Grey/Nielsen to accept the minutes of the November 21,2000 meeting as
amended. CARRIED
3. FINANCIAL REPORTS: Financial reports for Words Work and for the Centre Project
(both to Nov. 30/00 and to Dec. 31/00) were distributed. Brenda noted that she is
currently the only signing authority for Credit Union Accounts. Lori agreed to be 2nd
signing authority for these accounts. Brenda was also asked to clarify the source of the
$169.85 telephone expenditure in November 2000.
MOTION/Miller/Foster to accept the Words Work financial report to Nov. 30/00 and to
Dec. 31/00 as presented, and to proceed with setting up Lori-Ann Claerhout as the second
signing authority for Credit Union accounts. CARRIED
MOTION/Claerhout/Grey to accept the Centre Project financial reports to Nov 30/00 and
to Dec 31/00 as presented. CARRIED
4. ACTION ITEMS: Members reviewed action items from the last meeting. The following
matters will be noted as still pending for the next meeting:
In the Loop - Distribute next issue through the Welcome Wagon (Brenda)
Board Positions - Follow-up AI-Pac Contact as a potential Board member (Vince)
AAAL Student Mini-Conference - Status (Vince)
ESL Tape Package - Follow-up donation to Words Work (Lori

5.1 WORDS WORK - BUSINESS ARISING
5.1.1

January 16th Tutor Get Together - Vesna thanked Brenda and Julia for referring
two new tutors to the program in December. She advised that the tutor get together
the previous week was a great success and tutors indicated that they would prefer
smaller evening training sessions to full day weekend sessions. The first "mini
training session" is scheduled for 7 p.m. on Tuesday, February 27th.

5.2 WORDS WORK - NEW BUSINESS
5.2.1

Family Literacy Day - January 27/01 - Vesna reported that, in celebration of this
year's Family Literacy Day, Words Work and the Alice B Donahue Library will be
hosting a library story time on Saturday. Other activities in support of Family
Literacy Day included: arranging Mayoral declaration of the Day; a full page article
in the Advocate; and distribution of posters to the Library, grocery stores,
Whispering Hills Elementary School, and Athabasca University.

5.2.2

Promotional Ideas - Members discussed several potential concepts for promoting
Words Work. Concern was expressed about over promoting the program at this point
given Vesna's current workload. Hence, some ideas were deferred to the Fall.
•

•

•
•
•

Bookmark for distribution to Library patrons - Idea strongly supported for
consideration in Sept/OI. Lori suggested she could approach AU re: donating
printing.
Tutor/Student "Wall of Fame" (photographs posted within the Centre) Vesna to bring up to tutors at the February 27/01 tutor training session. Could
be implemented immediately
Community Literacy Festival (with Alice B. Donahue Library in Aug/O 1) Vesna to bring up to Judy Flax and report at the next meeting.
Words Work T-Shirts - to be considered for volunteers as a means to promote
the program as well as identify volunteers @ literacy events. (Pending)
Athabasca Trade Fair - Decision was made not to participate in this year's
trade fair (if even held), given the cost, concern about over-promoting the
program at this point, and limited past success.

5.2.3

Portage College Community Information Session - Vesna attended the session
held earlier in the afternoon where it was announced that Portage will be bringing
back its Office Administration program in Sept/O 1. Re-offering of the program, in
addition to the recent decision to lease half of Portage's existing space to Alberta
Agriculture, could impact the College's ability to offer space to Words Work beyond
June 200 I. Brenda should receive official word on this after March 2001.

5.2.4

2001 Program Budget (for Alberta Learning) - Vesna advised that a projected
budget for the 2001 program year must be submitted to Alberta Learning by March
15, 2001. Given that projected expenditures will not change significantly from last
year, the Board agreed that staff could submit the report without Board input.

5.2.5

Coordinator's Report - was received as information.

5.2.6

Student Status Report - was received as information

5.2.7

Volunteer Appreciation - Vesna advised that April 21 to 28 is Volunteer
Appreciation Week and suggested that Words Work coordinate its volunteer
appreciation activities during this week. Board members concurred and were asked
to bring forward ideas for discussion at the next meeting.

5.2.8

Gifts for Judith - Lori advised that the gift for Judith came in at $60.83 (over the
approved $50 limit).
MOTION/Nielsen/Grey that Lori-Ann Claerhout be reimbursed for the full value of
the gift she purchased for Judith Hughes ($60.83), and that this motion supercede the
original motion made at the October 24, 2000 meeting. CARRIED

5.2.9

6.1

6.2

Woman of the Year Award - Vince raised the idea of nominating Judith Hughes
for Flair Magazine's Woman of the Year Award, for her work on behalf of Words
Work and literacy. Lori will talk to Judith re: her interest in being nominated, and to
Vivien (Judith's secretary) about Judith's other volunteer activities.

LEARNING CENTRE - BUSINESS ARISING
6.1.1

Newsletter - Brenda inquired if the Board would consider redirecting Alberta
Literacy Foundation (ALF) funding for the newsletter (which staff has been unable
to develop due to time constraints) to a printing more Words Work brochures. The
move would be in keeping with funding requirements as only $800 was received
from a $1,900 funding request to ALF for the newsletter/brochure project, and the
final project report indicated that $600 of the funds received would be paid to AIPac for printing services, and the remaining $200 would be retained by Words
Work. AI-Pac would be re-approached to print the brochures in the Fall (once
Words Work Learning Centre location is confirmed), and the $600 in funds would
be disbursed to them accordingly.
MOTION/Claerhout/Guay to redirect ALF project funding to cover the cost of reprinting Words Work brochures in the Fall, and to pay Alberta Pacific Forest
Industries $600 for the provision of printing services. CARRIED

6.1.2

Portage College Facility Update - Brenda noted that Words Work will not be
informed about the continued availability of Portage College space, until after
March/01. Brenda also noted that there is space available in the Old Brick School
that would be appropriate for the Learning Centre if it is affordable. She added that
FCSS has indicated a preliminary willingness to consider sharing the space with
Words Work. Brenda will send a letter to the Regional Recreation Board indicating
Words Work's interest in entering into discussions about leasing the available
space. Brenda will report on this, and other facility options at the February meeting.

6.1.3

Visioning Session/Debriefing - Brenda will include matters arising from the Dec/O
1 session on the Action Items data sheet distributed with the minutes.

LEARNING CENTRE - NEW BUSINESS
6.2.1

Centre Sustainability - Brenda briefed members on a presentation she made to the

Community Adult Learning Council (CALC) regarding "Community Learning
Centre Program Funding" that could be accessed by the CALC to help sustain a
Learning Centre in the region that could benefit both Words Work and the Learning
Connection. Several issues were identified regarding this funding: (1) it can only be
applied for by CALCs; (2) CALCs must be willing to operate out of the Centre or
demonstrate that a second facility does not incur additional operational costs; (3)
community support/partners are key to accessing funding. Pat indicated that there is
some support for the idea among a couple of CALC Board members, but also some
concern over the possible need to move staff from their current Rec. Board office
space. Brenda has been asked to bring additional information back to the CALC
regarding how joint CALC/Literacy Program Learning Centres are operating in
other communities. Deadline for a letter of intent will likely be May/O1.
6.2.2

Fundraising - Board members were asked to consider possible fundraising ideas
for discussion at the February meeting. Brenda will email a reminder to Board
members.

6.2.3

AAAL Northern Office - Vince reported that funding was denied for the
Internet/Email program being considered by the AAAL. However, he raised the
idea of a Northern AAAL office that could potentially be operated out of the
Learning Centre with some funding directed back to Words Work. He will continue
to follow-up and report back to the Board as new information is received.

6.2.4

Director's Report - Was provided as information

7.

PENDING - Added to Action Items

8.

NEXT MEETING
The next meeting will be held at 6:30 p.m. on Tuesday, February 20th.
MOTION/Guay/Claerhout that the meeting adjourn at 8:30 p.m. CARRIED

Sample 6-6
Words Work Literacy Society
ACTION ITEMS
From the Januarv 23. 2001 Meeting
1. Credit Union Signing Authority - Set Lori up as second signing authority.
(Brenda/Lori)
- Done
2. Nov./00 Centre Project Financials - Clarify the $169.85 telephone expenditure.
(Brenda)
- Done - $169.85 expenditure was for phone/internet installation in November/99.
3. Student/Tutor "Wall of Fame" Photos - Broach idea with tutors at the February
27th tutor training session (Vesna)
- Pending
4. Community Literacy Festival- Discuss concept with Alice B Donahue Library
and report back at the February meeting (Vesna) DONE
5. Volunteer Appreciation - Bring forward to the February meeting, ideas for
formally recognizing Words Work volunteers during Volunteer Appreciation
Week (April 21-28) (Staff/Board members)
- See Agenda Item # 6.1.1
6. Flair Magazine Woman of the Year Award - Inquire if Judith Hughes is
interested in being nominated. (Lori)
- The matter was raised with Judith and, although grateful for the consideration,
felt she wasn't the most appropriate candidate for this nomination.
7. Facilities - Send a letter to the Regional Recreation Board expressing interest in
leasing the Lion's Room - Old Brick School. Report on this and other facility
options at the February meeting. (Brenda)
- See Agenda Item #7.1.1
8. Visioning Session - Include items for follow-up on the monthly Action Item data
sheet. (Brenda)
- Done
9. Community Learning Centre Funding - Pursue possibility of applying for
funding in partnership with the Learning Connection. (Brenda)
- ln Progress

10. Fundraising - Consider ideas for discussion at the Febrary Board meeting (Board
members). Email a reminder to members. (Brenda)
- See Agenda Item: 7.1.2
11. Northern AAAL Office - Report back to the Board as further information
received. (Vince)
- Pending

Sample 6-7
From the December 2000 Visioning Session
1. Tutor Get-togethers - Approach tutors to see if they're interested in planning
gatherings themselves (VESNA)
2. Coordinator Salary - Consider raising coordinator pay when developing new
budget plan. (BOARD)
- See Agenda Item #6.2.1
3. Program Mandate - Given the range of demand for Centre services, consider
initiating a review and, if necessary, clarification, of the mandate of both Words
Work and the Centre itself. (BOARD)
4. Program Activities - Consider the following options to permit serving more
learners with the same number (or fewer volunteers): student study groups; use of
volunteers for group teaching; scheduling of certain Centre activities (VESNA)
5. Student Get-Together- Seek input from students on their interest in such an
activity. (VESNA) DONE
6. Centre Facilities - Consider alternate location for Centre (criteria: downtown
location, evening access, cost, private meeting space, etc.) by February Board
meeting. (BRENDA)
- See Agenda Item #7.1.1
7. Evening/Weekend Access - Investigate offering a group GED or ESL session in
evenings or weekends in Spring 2001. (VESNA/BRENDA)
8. CALC - Pursue renewed relationship with Athabasca CALC - make presentation
at CALC meeting. (BRENDA)
- In Progress
9. AI-Pac/AU - Request AI-Pac to provide ongoing donations such as printing.
(BRENDA)
- Pending
10. Words Work Services - Review the mandate to serve the entire County, given
strain on current resources. (BOARD)
11. Fundraising - Identify major fundraising event for program. (BOARD)
- See Agenda Item #7.1.2
12. Rotary Club Golf Tournie - Request the proceeds for 2001 tournie be directed to
Words Work. (LORI)

- Raised with Rotary Club - 2001 proceeds being directed to further riverfront
development

Sample 6-8
WORDS WORK - 2001/2002 BUDGET PROJECTIONS

2000
Actual

2001
Projected

2002
Projected

REVENUE
Provincial Literacy Grant
Donations/Fundraising/Fees
Total Revenues

16,000.00
3,030.00
19,030.00

16,000.00
5,000.00
21,000.00

16,000.00
5,000.00
21,000.00

EXPENSES
General (phone, insurance. WCB)
Professional Services (Coordinator)
Administration (bookkeeping - Town)
Travel
Advertising
Tutor Training
Volunteer Appreciation
Conference Expenses
Office Supplies
Instructional Supplies
Rent
Total Expenses

800.00
14,250.00
150.00
100.00
300.00
300.00
150.00
350.00
350.00
250.00
0.00
17,000.00

1,300.00
15,270.00
150.00
200.00
200.00
300.00
150.00
350.00
500.00
250.00
1,600.00
20,270.00

1,300.00
16,800.00
150.00
200.00
200.00
300.00
150.00
350.00
500.00
250.00
4,800.00
25,000.00

2,030.00

730.00

-4,000.00

Revenue over Expenses

SUMMARY OF OPERATING RESERVES TO JANUARY 1, 2003
At January 1, 2001:
GIC (Credit Union)
Operating Reserves (Town)
Less Earmarked Funds:
Accts Payable: Al-Pac (printing)

3,940.00
8,155.00

12,095

600.00

-600.00

Total Operating Reserves @ Jan.1/01
At January 1, 2002:
Add: Revenue over Expenses
At January 1, 2003:
Less: Revenue over Expenses

11,495.00
730.00

12,225.00

-4,000.00

8,225.00

Sample 6-9
Words Work Literacy Society (Athabasca & Area)
MINUTES OF FEBRUARY 20, 2001 MEETING
Attending: Lori-Ann Claerhout (Chair), Vincent Foster, Pat Miller, Pearl Grey, Vesna
Kavaz, Brenda Sheets (recording secretary), Dr. Pat Fahy (in part)
Regrets: Rita Sequeira, Julia Nielsen, Rhonda Guay
The meeting was called to order at 6:40 p.m. at the Learning Centre
1. AGENDA: MOTION/Miller/Grey to accept the agenda as presented. CARRIED
2. MINUTES: MOTION/Miller/Foster to accept the minutes of the January
23,2001 meeting as presented. CARRIED
3. PRESENTATION - FINAL EVALUATION REPORT: Dr. Pat Fahy was
welcomed to the meeting to review highlights of the Centre Project final
evaluation report. Several key points were highlighted for Board members:
•
•
•
•

Page 16 (Factors to Build Upon) - Centre facilities a major priority in the coming
months
Table 6 (Tutors' Occupations) - noted that the majority of current tutors are
employed which may impact daytime student services in the future
Despite reduced efforts to promote workplace literacy services, 2000 stats show
five new workplace referrals vs. zero in previous years
Report shows great success in increasing learner numbers, enhancing visibility of
Words Work services, and greater connection of program to the community

Board members were asked to review the document thoroughly and pass any final
comments to Brenda by Wednesday, February 28th. (Secretary's Note: Deadline for
Board comments extended to Monday, March 5th. Brenda will forward final remarks to
evaluators by March 6)
4. FINANCIAL REPORTS: Vesna advised that staff is recommending changing
its year-end to December 31, from March 31 (agenda item 6.2.3); thus, a
combined January/February 2001 financial report for Words Work will be tabled
at the March meeting. Brenda distributed the January 2001 financial report for the
Centre Project and reported that their were no extraordinary expenses in the
period. Members reviewed expected expenditures to the end of the project, noting
that the overall budget is on target.
MOTION/Claerhout/Foster to accept the Centre financial report for January 2001

as presented. CARRIED
5. ACTION ITEMS: Members reviewed action items from the January 23rd
meeting and December visioning session. The following items will be noted as
still pending for the next meeting:
Community Literacy Festival – Vesna will investigate further once it is
confirmed that the Alice B Donahue Library will proceed with its Summer
Reading Program
Program ServiceslMandate – Review and clarify scope of Words Work and
Centre services (including geographic boundaries) given current demand on
resources.
AAAL Student Mini-Conference –Vesna reported that 5 current learners have
indicated an interest in a student get-together; Vince to follow-up with AAAL
Printing Services – Prior to the end of the Project, Brenda will attempt to secure AIPac and AU as ongoing donors of printing services for Words Work Lori also
reported that, given the current demand on AU computing staff, the University will
no longer be able to provide computer support services to Words Work. She
suggested, however, approaching AU staff or other skilled individuals directly to
determine whether they could provide technical support to Words Work if needed in
the future. Board members will consider individuals who might be approached to
donate such services. Brenda will send thank you cards to Kathy Lux and Kathy
Baron for their help with the computer video card problem.
6.1 WORDS WORK - BUSINESS ARISING
6.1.1 Volunteer Appreciation – Vesna recommended two events to recognize Words
Work volunteers this year:
(1) Tutor recognition reception during Volunteer Appreciation Week (April 21 to
28) - to include hours d'oeuvres, refreshments and a small gift. Vesna will
investigate possible gifts (Edmonton Volunteer Centre and United Nations noted
for possible ideas), and prepare a thank you ad to tutors (financed from
advertising budget)
(2) Year-end Party - Members agreed on a pot-luck picnic in June, to include
Board members, staff, tutors and learners. Vesna will organize.
6.2 WORDS WORK - NEW BUSINESS
6.2.1 Request for Internet Feature – MOTION/Claerhout/Grey to approve purchase
of a Telus feature that will notify staff of incoming calls when using the Internet
at a cost of approximately $7 per month. CARRIED
6.2.2 Society Annual General Meeting – Brenda advised that Words Work is
required to hold its first Annual General Meeting before the end of March.
Agenda items will include approval of audited financial statements, and election
of new Board members. Lori will confirm Board members' interest in serving for

another year. Brenda will develop a by-law calling for rotating terms for Board
members, plus place a "Coming Events" announcement in the March 6th issue of
the Advocate.
6.2.3 2001 Program Budget – Brenda tabled a proposed 2001/02 operating budget for
Words Work, and highlighted the following changes from prior years' budgets:
1. A change to a December 31 year-end (from March 31) – in keeping with
the year-ends of both Alberta Learning and the Town of Athabasca.
2. An annual fundraising target of $5,000, to ensure a minimum annual
program revenue of $21,000
3. An increase in coordinator's salary from $17/hour to $20/hour effective
September 2001. Rationale - Pay rate would be in keeping with standard
$20/hour paid to outside contractors for special projects, plus will
enhance the likelihood of retaining staff
4. A rental expenditure of $400 month, to cover the likelihood of incurring
facility rental costs beginning in September 2001
5. A projected reduction in Words Work's current $11,495 Operating
Reserve (accumulated over the year's from various fundraising efforts) to
approximately $8,000 at January 1,2003.
Members discussed, and concurred with, the proposed changes, adding that
Words Work's existing $3,940 GIC should not be utilized to cover future
operating deficits. Rather, funds will be held (and replenished periodically) for
special projects that may arise from time-to-time.
MOTION/to accept the 2001/02 Words Work budget as presented. CARRIED
6.2.4 Coordinator's Report – Distributed as information
6.2.5 Student Status Report – Not distributed due to recent computer problems. Will
be tabled at March meeting
7.1 LEARNING CENTRE - BUSINESS ARISING
7.1.1 Facility Update – Brenda referred members to the data sheet distributed
with the agenda. Members agreed that, at present, the two most
appropriate locations seem to be the Provincial Building (if free space can
be obtained), and the Town Administration Building (available for $400
per month). Brenda was directed to follow-up both facilities and will try,
if possible, to negotiate a lease until June 2003. (Secretary's note: New
developments with the Dance Society has reopened the possibility of
leasing the Lion's Room in the FCSS building/Old Brick School – Brenda
will follow-up)
7.1.2 CALC/Learning Centre Development Fund – Pat advised that the
Learning Connection Board once again addressed the matter of this fund
and agreed it would be a good idea for the CALC and Words Work
Boards to meet with Keith Anderson and Carol Arnold-Schuda to address
the feasibility of pursuing this funding for an Athabasca-based learning
Centre. Brenda will contact Kirsten Kolind, Keith and Carol, re a joint

meeting for Tuesday evening, April 17th.
7.2 LEARNING CENTRE - NEW BUSINESS
7.2.1 Post-Secondary Directions Project – Brenda reported that she is
currently working with the Native Friendship Centre (ANFC) and Edwin
Parr Composite High School (EPC) to offer a literacy component to their
Post-Secondary Directions Project. The project will involve providing
tutorial and mentor support to identified students at the high school with a
long-term goal of steering these students toward post-secondary
education. Project budget is $2,400 to cover tutor honorariums, project
coordination and an administration fee to Words Work. Timing is midMarch to mid-June 2001. Board members suggested considering
using/training other students to as the tutors, if a sufficient number of
Words Work tutors cannot be confirmed. Brenda will bring up during
discussions with ANFC and EPC.
7.2.2 Good Practice Statements – Brenda circulated a package of Good
Practice Statements excerpted from Setting the Compass and suggested
that Words Work should consider formally adopting some "Good
Practices" to give direction to program operations. Board members will
review the statements and advise Brenda of those felt to be most
appropriate for adoption by March 13. Brenda will compile into one data
sheet for discussion at the March 20 Board meeting.
7.2.3 Fundraising/Workshop – deferred to March 20 meeting.
7.2.4 2001 Family Literacy Funding – Members agreed to defer applying for
2001 Family Literacy Funding given that sustainability of the Books for
Babies initiative is still in question. Brenda suggested that cost of the
Books for Babies initiative can be reduced to approximately $1,000 to
$1,500 per year by discontinuing distribution of subsequent 2 books at
babies' 6- and 12-month inoculations; thus, after current inventory is
depleted new babies in the region would only receive book bags (c/w two
books) a their 4-month inoculations. Members agreed. Brenda will pursue
permanent sponsors for the project and potentially producing book
plaques to promote sponsors prior to the end of her contract in June.
7.2.5 Director's Report – Distributed as information.
8.

NEXT MEETING
The next meeting will be held at 6:30 p.m. on Tuesday, March 20.
MOTION/Miller/Foster to adjourn the meeting at 8:45 p.m. CARRIED

ACTION ITEMS
(From the February 20, 2001 Meeting)
1. FINAL EVALUATION REPORT
a. Final comments to Brenda by Monday, March 5th
(Board Members)
b. Final edits to Evaluators by Tuesday, March 6th (Brenda)
2. AAAL (NORTHERN OFFICE/LEARNER MINI-CONFERENCE
a. Express Board concerns re. lack of information on overall benefits of
AAAL membership, and need for a one-page "benefit sheet" for
distribution to potential members (Vince)
b. Report on outcome of March AAAL meeting at March Board meeting,
specifically on issue of Northern AAAL office and plans for a learner
mini-conference (Vince)
3. COMPUTER TECHNICAL SUPPORT DONATION
a. Consider/approach individuals who might be willing to provide computer
technical support to Words Work staff on an as-needed basis. (All Board
Members/Staff)
b. Forward thank you notes to Kathy Lux and Kathy Baron for recent
computer support (Brenda)
4. VOLUNTEER APPRECIATION EVENTS
a. Coordinate tutor recognition reception during Volunteer Appreciation
Week (April 21 to 28); arrange for gift for tutors; place advertisement in
Advocate (Vesna)
b. Coordinate year-end pot-luck picnic for Board, staff, tutors and learners
(Vesna)
5. INTERNET FEATURE
a. Purchase call notification feature (Vesna)
6. ANNUAL GENERAL MEETING
a. Coordinate during March Board meeting; place announcement in March 6
issue of the Advocate; develop by-law calling for rotating terms for Board
members (Brenda)
b. Confirm Board members' interest in serving another term (Lori)
7. FACILITIES
a. Follow-up the Provincial Building, Town Administration Building and
Old Brick School as possible locations for the Learning Centre (Brenda)
8. LEARNING CENTRE DEVELOPMENT FUND
a. Coordinate joint meeting between Learning Connection, Words Work,
Keith Anderson and Carol Arnold Schuda for Tuesday, April17th.

(Brenda)
9. GOOD PRACTICE STATEMENTS
a. Advise Brenda by March 13th of those practices most important and
appropriate to Centre operations
(Board members)
b. Compile Board members thoughts into one data sheet for discussion at the
March 20 Board meeting (Brenda)
10. BOOKS FOR BABIES
Confirm permanent sponsors for the project in the region and a means for
appropriate recognition of sponsors (i.e., book plaques). (Brenda)

Sample 7
STUDENT STATUS REPORT
(At January 22, 2001)

<... Origin of Service Request ...>

<...... Student Status ......>

Student

Date
Commenced

Nature of
Service Request

VF

1994

General Assistance

(JF)

SH

Dec. 1998

Grade 6 Education;
Learner's Permit

(DV)

HZ

DR

Oct. 1999

Nov. 1999

Personal Family/ Workplace Agency
Under
Centre
Matched Pending Temp.
Services
Request Friend Referral
Referral Assessment Assistance
With
Match Inactive Discontinued
Tutor

(Blue
Heron)

ESL
(Boyle)

(CR)
(Portage
C.)

Telephone/Hospitality
Etiquette; Writing

(Native
Friend.
Centre)

(reg.
weekly
session)

JG

1998

ESL

JG

1998

ESL

(JG)

AJ

Apr. 2000

ESL - Beginner

(FD)

SS

May 2000

Reading/Writing
(low level)

JM

MA

May 2000

June 2000

(JG)

(PG)
(FCSS)

Computer/ Keyboard
Skills

(LMIC)

ESL

(regular
weekly
session)
(LC)

(AU)
MY

June 2000

ESL

(DJ)
(Portage)

VC

Sep. 2000

Workplave Literacy
(Native
Friend.
Centre)

TD

Sep. 2000

ESL

(AF)
(LMIC)

PC

Sep. 2000

Reading/Writing
(LMIC)

MM

Sep. 2000

Spelling

(DL)

NJ

Oct 2000

GED

(SS)

LC

Oct 2000

ESL

(DH)

ER

Oct 2000

ESL

(AF)

PP

Nov 2000

ENGL 13

(RC)

SK

Nov 2000

Basic Math Skills
(Portage
College)

(regular
weekly
session)

EL

Nov 2000

ESL

(AW)

MK

Nov 2000

ESL

(LA)

22

11

1

10

0

3

SUMMARY OF PROGRAM INQUIRIES

(For the Period September 5 to December 19, 2000)
Starting Students @ September 5, 2000 - 11
Students Currently Being Served
Temporarily Inactive
Students Served but Services Discontinued
Referred to Other Agencies/Resources
Assessed/Referred but Discontinued Interest in Services
Outstanding Inquiries at Sept. 20/00 ( being followed-up)

20
0
2
1
0
4

TOTAL

27

SUMMARY OF PROGRAM TUTORS
No. of Tutors at Sept. 5, 2000
New Tutors during period
Total Tutors
Tutors Matched
Potential New Tutors (pending interview)

7
10
17
14
0

16

0

0

2

Sample 8
WORDS WORK LITERACY PROGRAM
AND LEARNING CENTRE
STUDENT SATISFACTION SURVEY
(March 2000)
Thank you for taking the time to complete the following questionnaire. Your feedback
will help us to develop and provide programs and services that will better help you and
other students achieve your learning goals.
Name: ______________________________________________
When did you begin using the services of Words Work? _______
Words Work Program
1. When you first joined the Words Work Program, did you get useful information
from staff on how Words Work operates, is values, and expectations of staff,
tutors, and students?
____ Yes ____ No ____ Don't Know
Please note any additional information you would like which will better help you
to understand the operations and expectations of the Words Work Literacy
Program and Learning Centre:
___________________________________________________
___________________________________________________
___________________________________________________
Your Learning Goals
2. As a student, you are supposed to have the chance to take part in setting your own
learning goals. In what ways have you taken part in setting your own goals?
Please explain: ______________________________________
___________________________________________________
___________________________________________________
3. Are your learning goals clearly stated and easy to understand? ____ Yes ____ No
Do you feel your learning goals are attainable? ___ Yes ___ No

If no to either of the above questions, please explain, and indicate what we could
do better to help clarify your learning goals:
___________________________________________________
___________________________________________________
___________________________________________________
4. Do your learning goals focus on helping you to develop skills that you can use in
your daily life?
_____ Yes _____ No
Please explain: ________________________________________
_____________________________________________________
Program Support and Services
5. How satisfied are you with the following services and support provided to you as a
student? Please provide any additional comments on how we can better serve your
needs.
Not at all
Satisfied

Availability of Staff

1

2

Very
Satisfied

3

4

5

Don't
Know

____

Comments: ________________________________________________
_________________________________________________________
Effectiveness of Your Tutor

1

2

3

4

5

____

(Do you feel encouraged and supported by your tutor?)

Comments: ________________________________________________
_________________________________________________________
Access to Relevant
Learning Resources

1

2

3

4

5

Comments: ________________________________________________
_________________________________________________________

____

Appropriateness of Lesson Plans

1

2

3

4

5

____

(Do lessons fit with your learning goals?)

Comments: ________________________________________________
_________________________________________________________
Recognition of Your
Work and Progress

1

2

3

4

5

____

Comments: ________________________________________________
_________________________________________________________
Confidentiality
6. When you first joined the program, was Words Work's policy concerning students'
privacy and confidentiality of student information made clear to you?
____ Yes ____ No ____ Don't Know
Comments: _________________________________________
__________________________________________________

Words Work Learning Centre
7. Have you had the opportunity to visit and/or utilize the Words Work Learning
Centre?
_____ Yes _____ No
If Yes, did you find the Learning Centre a safe and inviting place to learn?
_____ Yes _____ No

8. Are there any changes we could make to the Learning Centre to better meet your
needs as a student?
__________________________________________________
__________________________________________________
__________________________________________________

Your Overall Satisfaction
9. Overall, how satisfied are you with your experiences with the Words Work Literacy
Program?

Very
Satisfied

Not at all
Satisfied
1

2

3

4

5

Don't
Know
_____

10. Please provide any additional comments on things that we do well, and areas where
we could improve to better meet your needs as a student.
__________________________________________________

Chapter four: Sustaining a Centre

This chapter deals with issues surrounding sustaining a Centre. As mentioned in Chapter
one, obtaining one-time funding for non-operational resources is relatively easy. Once
awareness of the Centre increased, the staff and Board had people approach them asking
if the Centre was in need of financial or material donations. This was a positive reflection
on the Coordinator’s interpersonal and publicity efforts in the area.
The Canadian Oxford Dictionary cites the word “sustain” as “v.tr. provide with the basic
necessities required to support or preserve life,” to “keep. . .going,” and to “hold up”
(Barber 1462). To sustain a Centre may be the most challenging process a literacy
program faces. To hold a Centre up under part-time employment challenges literacy
programs. Questions frequently posed include: “Was the Coordinator’s time effectively
used?” and “Were the students currently using the Centre under-served as a result of the
project?”
The Board and staff agreed that bringing projects into the Centre that addressed the points
identified in the Athabasca & Area Needs Assessment, and aligned with the Board’s
strategic and visioning plans, would benefit the community. The Centre could provide
employment through contracting, increase Centre exposure and literacy awareness, and
potentially increase the numbers of students utilizing the Centre. Increasing numbers of
Centre participants, through word of mouth, further increases number of participants.
Throughout the project, the Board maintained the goal of keeping their Centre operating
within the community. They were and are dedicated to the Centre style of service
delivery because of what they can visibly and statistical see as a needed and successful
presence within their community. A December 2000 Visioning Session was set up to look
at what the Centre has achieved and where the Board wants the Centre and Program to be
beyond June 2001 (the end of the project). As stated in the evaluators’ final report
(Sample #1 – Notes from December 2000 visioning meeting): “The central importance of
the Centre to the future of Words Work was acknowledged and asserted by the Board at
its visioning session in December 2000. The Board determined they would attempt to
find means to continue the Centre, in some form, regardless of future additional funding.
Donations would continue to be sought, and the community made aware of the needs of
the Centre for additional funds to broaden and expand its programming.”
Sustaining a Centre is a big concern, taking up much of the administrator’s time. There
are hidden costs, guidelines, and criteria. In order to sustain a Centre for the long term, a
Centre might apply for grants and contracts and raise funds on its own and with other
agencies. The challenges and benefits to these approaches will be described, as well as
the criteria your Board might use to guide decisions about applying for grants and
contracts. There are attached sample letters, proposals, and names of potential funders –
all to assist the process of sustaining a Centre. In pursuit of sustaining Centre, five
funding alternatives were researched:

1) Increased Government Funding:
The Words Work Board, due to increased numbers, wrote a letter to the Minister of
Alberta Learning requesting further funding to address their increased student numbers.
This was submitted to the Community Programs department along with Words Work`s
2000 budget (see request letter Sample # 2), and was accompanied by letters of support
from Athabasca and area’s MLA Mike Cardinal and MLA Wayne Cao, Chair of the
committee on life-long learning.
The Board requested funding in addition to their current $16,000.00 grant to enable the
Centre to operate on a full-time basis and with a full-time Coordinator. The Board was
not requesting capital equipment and learning resources, but rather operational funding.
The community was already donating of free printing, faxing, photocopying, and rent.
Words Work understood that the community had to show commitment to sustaining the
Centre, and indeed it did, but since there were now more students being served, the Board
wanted further governmental support. The response letter (attached as Sample # 3) denied
Words Work’s request. Regardless, Words Work believes that increase numbers should
be attached to increased funding. Words Work is in process of drafting a second letter to
the Minister reiterating the request for increased funding.
The Minister of Alberta Learning selected a task force to conduct community meetings
on the subject of lifelong learning. This committee was then to produce a report with
recommendations and observations on what the communities saw as successful strategies
for addressing lifelong learning opportunities. This report, clearly relevant to literacy
programs, has not yet been made available to the public. It will hopefully include the
voice of the community, along with guidance on how literacy programs fit with lifelong
learning, and therefore, be a bargaining tool when seeking additional funding. When
seeking your own funding, first read this report.
Words Work requested and received additional government funding for family literacy
projects. See point 4, “developing proposals”.
The Alberta Learning Community Programs department has also developed policy for
community councils working with literacy programs, providing structure for the Boards
of both organizations. This is relevant when exploring collaborative projects between
community councils and literacy programs. Look at ways to join forces with community
councils in addressing lifelong learning issues within your community. Words Work staff
and Board are diligently working toward such a collaboration in order to sustain an
interrelated community agency Centre. See point 2, “collaborative agency projects” .
2) Collaborative Projects:
All collaborative agencies discussed in the handbook exist in all rural areas within
Alberta, except for the Athabasca Native Friendship Centre, which reflects a local active
Native population. The following collaborative projects are still under discussion:

Community Kitchen Collaboration – Words Work was asked to instruct a group at the
Native Friendship Centre (NFC) on creating a recipe booklet from local community
kitchen recipes. Words Work was doing this without remuneration in exchange for the
awareness of creating this book at the Centre, and possibly recruiting new volunteers and
students. (See sample # 4, letter of support to the NFC.) The NFC did not receive funding
for this project, but it remains under consideration.
Community Learning Centre – As stated earlier, there is provincial government funding
to support a Community Adult Learning Council (CALC) – Adult Literacy collaboration
(See sample #5). Words Work has met with the Learning Connection (a local CALC) to
discuss possibilities, including moving into larger facilities under the same roof as the
community council and Family and Community Support Services (FCSS). This
“Community Learning Centre Program Funding” can only be accessed by a community
council, but should benefit both council and literacy Centre. This project requires that the
CALC is willing to operate out of the Centre or demonstrate that a second facility does
not incur additional operational costs and that community partners are involved. For
example, to include FCSS in the planning would be advantageous for the proposal
review. This project could provide up to $25,000.00 in grant money over three years for
the establishment and operation of a community-learning centre. Words Work is
continuing to pursue this avenue of funding and collaboration.
Literacy Health Connection – The Coordinator participated with ten other literacy
representatives in the region at a Literacy Health Connection meeting. The meeting held
in Barrhead, spearheaded by Aspen Health Services, looked at the link between literacy
and health. The meeting provided an opportunity to share information on the activities of
respective programs and to discuss the possibility of joint programming (on health and
literacy) in the future. Although no firm plans were set, it was agreed that the group meet
in Fox Creek in spring 2001 to continue discussions.
Upgrading Courses – The coordinator has ongoing conversations with Portage College
about offering university-upgrading courses (100 and 200 level) at the Centre. Currently,
there are not enough students in the Athabasca area to enroll in these classes.
Subsequently, it is more cost efficient to send interested students to the main college
campus in Lac La Biche (a one hour drive from Athabasca). Portage College is keeping
the Centre in mind should there be enough students for a full class in Athabasca. Since
Words Work usually assists these students in a non-credit atmosphere, Portage College
agreed that it would make sense to host such a class at the Centre. At that time Words
Work will consider approaching the Student Finance Board for remuneration on student
materials.
Community Literacy Event – The Coordinator met with the community librarian about
the possibility of co-hosting an event celebrating community literacy. Summer Literacy
Festival will be discussed further once the Library finalizes their decision to hire a
summer student.

Frontier College Collaboration – Human Resource Minister Jane Stewart announced that
government would boost literacy funding by 15 million over the next five years.
Their money will allow Frontier College to expand its programs across Canada. Frontier
College president John O’Leary indicated that the organization would use $3 million of
the grant to recruit and train college and university students as volunteer tutors. Words
Work’s Coordinator approached O’Leary asking if there was a collaboration possibility
in this program for training volunteer tutors. The basis of Frontier College has always
been in reaching rural, isolated areas – and the Centre’s community fits the profile.
O’Leary was interested in the pilot Centre project, and saw possibilities of a collaboration
to reach a larger number of participants. This discussion is ongoing.
Ongoing Initiatives – Three approaches that are always under discussion are keeping the
local MLA updated, periodically checking with volunteers to see if they would like to
assist with day to day Centre operations (so that it could be open full-time), and checking
with other agencies to share costs for relevant workshops.
Income Tax Assistance – Family and Community Support Services approached the
Coordinator to ask if Words Work would be interested in providing assistance for
individuals, mostly elderly, with filling out income tax returns. Revenue Canada would
train volunteers to work with these individuals. Words Work Board and staff felt that
providing assistance would fit with the Centre’s mandate. Family and Community
Support Services had to decline offering this service due to their recent volume increase.
This project was not pursued any further.
The following collaborative projects were realized and successful:
•

Words Work Centre hosted a student conference entitled “Winning With Words,”
sponsored by the Alberta Association for Adult Literacy. (See attached
registration form as Sample # 6)

•

Words Work was one of the three agencies spearheading an Alberta Lottery
Funding sponsored interagency newsletter called “In the Loop.” “In the Loop”
publishes Centre articles and other submissions.

•

Words Work and Family and Employment Support Services co-hosted an open
forum where all agencies discussed employability within Athabasca County.
Comments were collected in a document called “What we Heard.” Comments
heard at this gathering assisted the Board with Centre strategic plan development.

•

Words Work shared a community trade fair booth with Family and Employment
Support Services, Athabasca University, and Community Council, at no cost to
the Centre. Presence at trade fairs usually produced volunteer board members or
tutors, but not any students.

•

The National Adult Literacy Database set up a website for Words Work Centre
free of charge (see sample #4 in Chapter 2).

•

The local high school had a co-op program for Grade 12 students to work in
desired professions. A student worked at the Centre two mornings per week for
four months providing the coordinator with administrative assistance. After initial
time-consuming training, the coordinator had some free time to pursue
collaborative projects.

3) Literacy Projects:
The following proposals were successful in that they acquired funding, thus providing a
small administrative amount to put toward the Centre:
•

The proposal for a “Literacy and Parenting Skills Course” to be held at the Centre
was co-sponsored by the Learning Connection and Words Work Centre. (See
samples #7-10) Any reports made on this project were also sent onto the
collaborative agency, The Learning Connection – Community Adult Learning
Council. Referrals for this course came from two agencies – Native Friendship
Centre and Children Services. The course was not advertised for everyone and the
“at-risk” target group was reached.

•

Attached is the successful proposal for Words Work’s “Books for Babies” project,
which encompasses information for proposals in 1999/2000 and 2000/2001. (See
sample # 11) Objectives, assessment, and budgeting demonstrate the partnership
contributions, and the administrative costs that would go directly to sustaining the
Centre. This project enabled the Coordinator to add seventy work hours over a
ten-month period. $949.00 over two years would go to Centre sustainability.
Funding from this project was helpful, but not enough to provide full-time
staffing of the Centre.
Words Work, Aspen Health Services, Alice B. Donahue Library, Learning
Connection, and the Rotary Club of Athabasca all joined together in making
“Books for Babies” happen. Each agency’s roles and contributions are outlined on
page 3 of Sample # 11. The community definitely embraced the Books for Babies
project.

•

The Centre wanted to increase its profile with a newsletter and brochure. The
Coordinator developed a proposal (attached as Sample # 12) for an Alberta
Literacy Foundation grant. The project’s objectives were to “educate local
residents, businesses and agencies, about the effects of low literacy levels on
various facets of an individual’s daily life, increase awareness among our target
audiences, and increase participation in, and use of, the Words Work Centre.”
Words Work received $800.00 toward the $1,935.00 requested. These funds

assisted the staff in completing a new Centre brochure.
•

Another initiative investigated was the “Proposal for Collaboration on the
Northern Post Outreach Initiative for Athabasca.” Words Work would provide
literacy support for participants job shadowing in the community. (See sample
#13) Words Work Centre was one of the many components of this proposal that
was spearheaded by the Athabasca Native Friendship Centre. The main
application was denied funding.
Out of discussions as this proposal was being developed came another proposal,
attached as Sample #14 – Contract for Services for Project under the Native
Friendship Centre.

•

Words Work submitted a proposal for funding through the Literacy Coordinators
of Alberta (LCA). The funds have been given to the LCA by the provincial
government – Alberta Learning – entitled Community ESL Initiatives – Phase III.
(See attached Sample # 15) $2,975.00 was requested to finance purchases of four
multi-media CD-ROMs providing beginner, intermediate, and advanced learning
support in the areas of basic English, life skills, spelling, and phonics; and the
development and distribution of a promotional brochure targeted at ESL students.
Funding was approved. Fifteen percent of the amount mentioned went to
administration (sustainability).

The following proposals were not successful in their application, or were not pursued:
•

Words Work spent a lot of time and effort on considering applying for contract
work with Family and Employment Support Services’ three-year “Skills for
Work” project. After attending bidders meetings, and Board discussions, it was
evident that the Centre had neither the staff nor the financial resources to apply
for this contract. The Centre would only be paid upon completion of certain
aspects of the project, and there would be a payment delay of 30-60 days, which
was out of the question for the Centre. Tawatinaw Community Futures
Development Corporation had also attended the bidders meeting, and a
subsequent meeting was held with only Words Work and Tawatinaw Community
Futures (TCF) present. WW and TCF were considering partnering on this
contract, but after TCF met with their Board, they declined, resulting in neither
group applying for the contract. This was an excellent opportunity for the Words
Work staff and Board to evaluate their project interests, and to understand the
Centre’s limitations. This experience resulted in Centre policy on conflict of
interest as it relates to project work for board members and staff. The Board was
adama nt that Words Work did not take work away from the greater community of
Athabasca, but rather that they were creating work for the area. (See sample # 16)
The Words Work Coordinator met with the successful contract director, who
expressed interest in using Words Work’s services for the project, but ceased to
show any further interest. Words Work is not involved in the project.

•

Words Work Coordinator met with the Director of Blue Heron about the
possibility of the Centre providing support for two to three students, three times a
week. Blue Heron began with a $24,000.00 budget for this project, which soon
fell to $6,000.00, resulting in cutting the literacy portion of the project. The
Centre still provides support to several students of Blue Heron, but not within a
project framework. Blue Heron and Words Work maintain a close working
relationship.

•

A new project with Native Friendship Centre, Human Resources Development
Canada, and the Trans Canada Trail Committee had been discussed, where
individuals work on the trail and, receive employability workshops and literacy
support. Again, funding had to be trimmed, with Words Work’s literacy support
and the employability workshops being cut.

4) Fundraising
The Board is currently investigating having a large annual fundraising event to assist in
sustaining the Centre, thereby concentrating everyone’s efforts on one occasion at one
time. The Coordinator can help in finding fundraising possibilities. Once Centre
awareness increased, unsolicited donations began coming to the Centre. Words Work
approached Alberta-Pacific Forest Industries (Alpac) for proceeds to their upcoming golf
tournament. Alpac divided the proceeds between Words Work and a family that had
recently lost all their belongings to a fire, each being given close to $1,000.00. Golf
tournaments, curling bonspiels, RCMP barbecues, and Legions are also open to request
letters, as they are usually actively searching for local community causes. As a registered
society, your literacy program is a likely recipient.
Athabasca University (AU) donated proceeds from a Monty Python play, two Christmas
Carol readings, two forwarded honoraria, and listed the Centre as a United Way
recipient. Several AU staff sit on the Words Work Board. Their presence and discussions
with other AU staff is good publicity and encourages these donations. Use your
community-conscious Board members to find other possible community donations.
Unprompted by Words Work, Hawg Flats Motorcycle Association (Athabasca’s local
motorcycle club) and Neighbors Pub (which is also located in Words Work’s building),
donated proceeds from a New Year’s Eve event. This unsolicited donation again
demonstrated community awareness of the literacy Centre.
Within a year and a half, $3,840.00 was raised, with only $900.00 having been actively
sought. As the projected budget for 2001/2002 indicated, the Centre wanted to raise
$5,000.00 per year. The Board determined that they would reach this goal through one
annual fundraiser, and asking organizations to consider the Centre as a recipient of
proceeds from their particular event.

5) Developing a Centre Coordinator Contract that Reflects Real Staff Time
Involved in Pursuing Projects:
The Coordinator spends numerous hours in bringing projects to a Centre, and since this is
not the Coordinator’s only responsibility, he or she should document time spent on
pursuing projects, as well as maintaining quality of operations. A good resource to
establish an equilibrium within a Coordinator`s workday is: Testing the Balance: 50/50
Management in a Volunteer Tutor Program. In this book, Sanders et al describe time
balance:
“The basic premise of 50/50 Management is that the key to effective volunteer
management of literacy programs is maintaining a 50/50 balance between the
‘intake’ and ‘support’ focuses of a program (DuPrey, 1992). A 50/50 balance
means that fifty per cent of the organization’s energies and resources will be
directed towards recruitment and training of volunteers and towards recruitment
and assessment of students, while the other fifty per cent will be directed towards
support and retention of existing tutors and students” (Sanders et al, 3).
In a Centre environment there might be less time spent on volunteer training, if the
coordinator is able to assist a drop-in request, but since this does not frequently occur, the
above-mentioned 50/50 plan applies before any projects are sought. Because the Centre
has now doubled the number of tutors, the Coordinator currently spends more time
working with tutors. The Centre sees recruitment of students being accomplished while
pursuing projects, but project pursuit could take up more than 50 percent of the
Coordinator’s time. The Centre, in keeping with the Board’s philosophy of maintaining
high standards of operations – ensures that the existing student is first and foremost, and
that awareness is increased, which is realized through increase of Centre usage.
Obtaining projects increased awareness and usage of the Centre, and provided better
support and easier access to resources. Continuing to find and execute relevant projects as
well as recruit new students and tutors, however, requires a full-time coordinator. See
Sample # 17 for Centre Coordinator’s roles and responsibilities, as state in contract for
services.
As stated in this chapter’s introduction, sustaining a Centre is time-consuming task, but
extremely fulfilling and satisfying when a project comes to maturation. Documented time
spent on pursuit of projects will enlightened Boards and assist in establishing time
guidelines. Having a Centre simplifies the application of all of the proposals because it
specifies a particular place where projects can be held. This fact in itself helps sustain a
Centre.
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Sample 1
Notes
Looking Ahead Session
Athabasca Words Work Learning Centre
December 2, 2000
M. Norton
P. Fahy
The Words Work Board participated in a visioning session on December 2, 2000.
Following a presentation and discussion about current developments and possibilities,
Board members worked in two groups to identify actions to be taken to maintain and
continue Centre operations. Following are notes from the two groups.
A.

Staffing and volunteers

1.

Current focus of coordinators time on volunteers prevents expansion of student ~
numbers.
Training of volunteers requires considerable time and attention.
The program may have already reached its maximum in numbers of tutor-student
pairs, given the time available to support them.

1.1
1.2

2.

Based on a recent meeting with the volunteers, morale is good and tutors feel
well supported.
2.1
Tutors would appreciate and benefit from regular meetings, both for social
interaction and as training opportunities.
2.2
Again, the time required to plan and conduct these sessions is not currently
available, given the time demands on the coordinator.
2.2.1 The tutors themselves might be approached to see if sufficient interest exists that
they might plan these gatherings themselves.
3.

The skills and experience of the current coordinator and project manager II
complement each other well, and together they are offering a high quality
program to students and volunteers, as well as coordinating the Centre project.

4.

The group felt that raising the pay rate of the coordinator was justified in
principle, if it could be managed with the funds available.

4.1
4.2
1.2

1.3
1.4
2.
1.1

The recommendation was that the Board consider this question in relation to the
total budget plan.
The impact of pay rates on retention of experienced staff was the justification for
this suggestion.
Brenda, with Lori, to identify and find out about availability / cost of other
potential locations (town office, Renaissance Building, FCSS, Old Brick School,
schools)
Criteria for location include downtown site, evening access, mobility access,
cost.
Timeframe: By February board meeting
There is a lack of private space for pairs, interviews, staff work.
Brenda and Vesna to reorganize space; clarify use of adjacent space (suggestion- involve some students)

D. Evening: / Weekend Access
1.
1.1
1.2
1.3

Most tutors and students work in the days so meet evenings or weekends. The
current location is not comfortably accessible after day hours.
Suggested that evening GED or ESL group be offered, either at current location
or another one (e.g., school)
Plan in January for Spring
Preparation:Brenda and Vesna to talk to students / tutors about interests in
evening / weekend access

E. Partnerships
1.
1.1
1.2

Developing a relationship with the Community Adult Learning Council is seen
as an opportunity.
Rita to arrange for Brenda to make presentation to CALC Board (January) about
advantages to relationship.
CALC may be able to apply for funds to renovate a learning centre. Government
is encouraging collaborations.

2.

Maintaining awareness / partnership with AU is an opportunity (see PR)

3.
1.1

Rebuilding a relationship with ALPAC is an opportunity.
Could identify specifics that ALPAC might donate (e.g., printing)

F. Public awareness
1.
1.1
1.2

The holiday fund raising event at AU / Holiday season is an opportunity to raise
awareness.
Brenda to arrange Photo / story coverage of AU event
Brenda to place an add in the paper thanking all who have supported Words
Work.

G. Services
1.
1.1

WWC is serving mainly people from town; has mandate to serve county.
The board could review the mandate to serve county, and decide what action to
take.
H. Fund raising
1.
1.1

It was suggested that a major fund raising event be held in May
Board to pool ideas and clarify their roles (January meeting)

2.

It was suggested that the Rotary Club be approached to request proceeds of 2001
golf tournament for WWC
Brenda to arrange for Lori to speak at Rotary Club meeting

2.1

Idea: Family literacy
Action: Clarify program directions
* Special meeting of the board was held on Dec.2.
Lori called the Board to order for a special meeting.
Moved by Lori: that funds be reallocated to pay for an Ad in the local paper to thank
Words Work supporters.
Seconded by Julia
Carried.
Meeting adjourned

Words Work

Sample 2

Learning Centre
March 29, 2000
Minister of Learning
Honourable Dr. Lyle Oberg
Rm 227, Legislature Building
Edmonton, AB T5K 2B6
Dear Dr. Oberg:
The National Literacy Secretariat has given Words Work Literacy Program (in the County of
Athabasca) funding to develop and evaluate a learning centre to meet the literacy needs of our
rural community. As part of the project, we will produce a handbook on how to start and operate a
literacy centre. While the handbook will be general (to respect the uniqueness of individual
communities), we hope it can serve as a model for other rural literacy programs in Alberta. The
main message of this handbook will be community awareness and development. For example, all
rural literacy programs will be strongly encouraged to conduct a needs assessment first, so that
each literacy project pursued will be based on actual need. We found that the needs assessment
we conducted in the County of Athabasca was instrumental in obtaining community and social
agency ownership of our literacy centre project.
The Athabasca Learning Centre has been operating since September 1999 and is already
thriving (see attached participation summary). One of the project director's duties is raising
community awareness of the Centre. However, she has had to curtail her presentations because
the Centre is operating at its fullest capacity. The coordinator only works three days a workweek
and is also extremely busy. We would prefer not to turn away clients for such a vital service, and,
operationally, we cannot do so.
Another component of this project is to look at long-term sustainability of a learning centre within
a community. The Athabasca Centre currently has projects within the program (Books for Babies,
Literacy and Parenting Skills course, ESL Community Initiative Project- future-Component of
Native Friendship Northern Post Initiative proposal, and academic support for students at Blue
Heron). These projects are sustained by administrative dollars from their specific budgets. These
projects, together with our new physical presence in the community, has, and continues to
increase the demand for services. Our fear is that, due to limited resources, we will not be able to
accommodate this demand.
Before our Centre opened, Words Work averaged nine students per year. Compare this to the
last 7 months which saw our program handling more than 30 requests for assistance from local
residents. These numbers exclude individuals who are currently benefiting from the Centre
projects mentioned above. For example, 330 babies in the County will receive books over the
next year through the Books for Babies project, and we fully expect to receive adult referrals to
the Centre from this project. As well, the LAPS project has 15 adults taking a ten-week course at
the Centre, many of whom will also be using the literacy program for support.

Words Work
Learning Centre
Request for Funding Cont'd
Page Two

All agencies that have been donating in-kind or financial support contribute toward the
sustainability of the centre, but additional participants to the program may have to be turned away
if we do not receive increased on-going operational funding. Currently, we receive $16,000 from
Alberta Learning, which basically covers the cost of a part-time coordinator. We recognize that
this funding was sufficient to serve 10 students (our average student base over the past few
years). A ratio approach would imply that we should now be funded at a level of $48,000.
However, economies of scale allow for a funding level much lower than this. We, therefore, prefer
to take a "functions" approach rather than a mathematical inference approach. Quite simply, we
now need a full-time coordinator and the funding to support the demand for service. The attached
budget reflects $26,750.00 as the funding required.
It should also be noted that the capital equipment had been obtained through Alberta Lottery
Funding, rent and other operational support continues to be provided by Athabasca University
and Portage College. One-time funding or donations for capital equipment and learning resources
continues to be easily obtained. However, the program requires full-time coordination to meet the
literacy demands of the community. Much of the coordinator's time is spent procuring funds for inkind operational support and resources, it should be spent on literacy activities rather than in
raising funds for salaries.
The community has declared ownership of the Learning Centre, and our increased numbers
show that the physical presence of a centre, resources, and coordinator is a community
necessity. Please assist us in opening the doors to this splendid opportunity on a full-time basis,
and enabling us to assist all community members in need. Many agencies within this community
are already collaborating to make this centre a success. Your assistance would be the crucial
finishing touch.
Thank you for your time and consideration of this matter.
Sincerely,

Judith Hughes, Words Work Chair

Cc/ Wayne Cao, Chair of Committee on Lifelong Learning, Mike Cardinal, MLA of AthabascaWabasca, Ron Stevens, Chair of Standing Policy Committee on Learning, and members of
Standing Policy Committee.
Attachments: Student Status Report, Proposed 2000 Budget, and Participation Summary

LEGISLATIVE ASSEMBLY
ALBERTA
402 Legislature Building. Edmonton. Alberta. T5K 2B6
Phone: (780) 415-5815: Fax: (780) 415-4818
Box 1769, Athabasca, Alberta T9S 2B4
Phone (780) 675-3232. Fax (780 )675-2396
e-mail donnaballard@gov.ab.ca

May 5, 2000
Ms. Judith Hughes
Words Work Chair
1 University Drive
Athabasca, Alberta T9S 3A3
Dear Judith,
Thank you for sending me a copy of your letter to the Honourable Dr. Lyle Oberg,
Minister of Learning, informing him about the Words Work Literacy Program in the
County of Athabasca. Your plans to produce a handbook on how to start and operate a
literacy centre will be beneficial to communities wishing to set up similar programs. The
whole project is ambitious, well planned and of great service to the community.
The budget you enclosed supporting your funding request seems reasonable. By copy of
this letter, I am advising Hon. Dr. Oberg of my support of this worthwhile project.
Sincerely,

Mike Cardinal
MLA for Athabasca/Wabasca
Constituency
Associate Minister of Forestry

cc:

Hon. Dr. Lyle Oberg
Minister of Learning

LEGISLATIVE ASSEMBLY
ALBERTA
WAYNE CAO, M.L.A
Calgary Fort Constituency

April 17, 2000
Ms. Judith Hughes
Chair
Words Work Learning Centre
1 University Drive
ATHABASCA, Alberta
T9S 3A3
Dear Ms. Hughes:
Thank you for providing me with a copy of your recent letter to the Honourable Dr. Lyle Oberg,
Minister of Learning in which you request funding for the Learning Centre.
I have read your letter with interest and have noted your comments. I am impressed with the interest
and involvement shown by the community and I encourage you to keep up this excellent work.
As Chair of the M.L.A. Committee on Lifelong Learning I fully support your request for funding.
My best wishes.
Yours truly,
Wayne Cao, M.L.A.
Chair, MLA Committee on Lifelong Learning
c.c.

Honourable Dr. Lyle Oberg
Minister of Learning
Honourable Mike Cardinal, MLA
Associate Minister of Forestry

BUDGET PLANNING
2000
COMMUNITY ADULT LEARNING PROGRAM
VOLUNTEER TUTOR ADULT LITERACY PROGRAMS
Budget Planning Period: January 1, 2000 to December 31, 2000

PROGRAM: ___Words Work Literacy Program__________________
LOCATION ____Athabasca, Alberta___________________________

REVENUE:

For the operation of the adult literacy program
CP Grant (same as last year's grant)
Additional revenue for operation of adult literacy
program * Donations
TOTAL REVENUE

$_________
$_1,000___
$_________

*This amount may be estimated

PROPOSED 12 MONTH OPERATING BUDGET FOR THE ADULT LITERACY
PROGRAM
Salaries

___$23, 800____

Wages & Honoraria

______________

Employee Benefits

______________

Travel

______150_____

Learning Materials

______100_____

Rent and/or Administration Fee

______________

Program Evaluation

______________

Tutor Training

______350_____

Volunteer Appreciation/Special Events

______125_____

Advertising and Promotion

______330_____

Utilities

______________

Office Expenses: (includes supplies

______900_____

printing, duplicating, telephone/fax

______________

postage, etc.)

______________

Insurance

______250_____

Bank Charges

_______25_____

Accounting & Audit

______150_____

Personal Development: (includes

______350_____

conference fees, memberships,

______________

courses, etc.)

______________

Internet Access/Computer Maintenance

______220_____

Other ____________________

______________

TOTAL BUDGET

___$26, 750____

Sample 3

ALBERTA
LEARNING

M-35839

Office of the Minister

April 28th, 2000
Ms. Judith Hughes, Chair
Words Work Learning Centre
1 University Drive
Athabasca, Alberta
T9S 3A3
Dear Ms. Hughes:
Thank you for your letter requesting increased funding for the operation of the Words Work
Learning Centre in Athabasca for fiscal year 2000/2001. Using innovative approaches and
effective partnerships, the learning centre seems to be meeting a variety of literacy needs in your
community as well as serving more adult learners than were served in the past.
In the previous two budget years the Alberta government made literacy a priority by increasing its
level of support to community-based literacy programs. In 1998/99, Words Work Literacy
Program received a 37% increase over the previous year's grant to bring its base operating grant
to $16,000. The purpose of increasing the base grant to literacy programs was to enable them to
serve more clients and to reach more communities in rural areas. In 1999/2000, Words Work
Literacy Program received an additional $5,589 for a family literacy project. The Alberta Learning
budget for 2000/2001, announced earlier this year, did not include any increases to the
Community Adult Learning Program budget, the source of grants for community-based literacy
programs. This year a source of additional funding to a maximum of $10,000, for which Words
Work Learning Centre is eligible, is the Family Literacy Project Fund. The review of proposals
submitted to this fund will take place within the next month. Departmental staff will contact
programs regarding the outcome of the review process as soon as possible after it has been
completed.
Thank you for informing me about the Words Work Learning Centre. I congratulate the staff and
board of your organization for your efforts in meeting adult literacy needs in an innovative and
responsive way. Since long-term sustainability for the learning centre is one of the goals of the
project, I wish you success in your efforts to pursue further community support to make this
happen.
Yours truly,
Dr. Lyle Oberg
Minister
C.C.

Wayne Cao, Chair of Committee on Lifelong Learning
Ron Stevens, Chair of Standing Policy Committee on Learning
Mike Cardinal, MLA, Athabasca-Wabasca

Sample 4
Words Work Literacy Centre
1 University Drive,
Athabasca, AB
T9S 3A3
April 20, 2000
Native Friendship Centre
4919-53rd Street,
Athabasca, AB
T9S 1L1
To Whom It May Concern,
RE: Community Kitchen Collaboration
The Native Friendship would like to host a community kitchen within their facilities to
assist individuals with establishing a more conscious approach to feeding their families.
One way, in which Words Work can collaborate on such a worthwhile project, is to
conduct two sessions for the Community Kitchen Project.
Words Work is a literacy centre in which we can assist individuals who have difficulties
with their reading or comprehension levels. A coordinator or a trained tutor can help
individuals with difficult recipes, and converting recipe instructions into plain language.
This could be one session, and the other session would assist in developing a collection of
all the good recipes that they had tried throughout the Community Kitchen Project.
These are just some of the suggestions in which Words Work could collaborate with the
Native Friendship Centre on this particular project. We have collaborated on projects in
the past, and it certainly has benefited our clients. If you have any further questions or
concerns, please do not hesitate to contact me at (780) 675-6110.
Sincerely,
Sandra Craswell, Words Work Project Director.

Sample 5
March 7, 2000

Community Learning Centre Development Fund

Project Guidelines 2000-2001

and Application Process for Stage 1
Purpose
The objective of the Community Learning Centre Development Fund is to increase
access to learning in rural communities by supporting the development of Community
Learning Centres (CLCs). The funding will encourage rural Community Adult Learning
Councils (CALCs) to join the human, physical and financial resources available in their
community into a coordinated centre that will expand the range of available educational
services and learning opportunities. This will be accomplished by making use of modem
communication technology to enhance program and service delivery and by sustaining
effective partnerships between councils and other learning providers.
Eligibility
Funding is available in the 2000-200 I fiscal year to help Community Adult Learning
Councils create a detailed proposal and to support the development of learning centres.
Councils that meet all the following criteria may be considered for Community Learning
Centre funding:
•
•
•
•

councils that represent a rural area with base grants of less than $50,000
councils that can demonstrate a need for a learning centre
councils that can show significant community support for the initiative
councils that can describe long-term plans for sustainability of the centre in their
proposal

The CLC project fund will support both the creation of new centres and the further
development of existing centres.
Project Description
Community Learning Centres (CLCs) are centralized, one-stop locations for local and
regional learners, business people and volunteers. They give users access to a variety of
educational courses and learning services from many sources. They provide computer
labs, meeting space and training facilities, and use electronic delivery, Internet and other

new media applications to provide access to learning that may not otherwise be available
in rural communities.
CLCs may amalgamate services already being provided by a post-secondary institution, a
Career Development Centre, a Canada-Alberta Service Centre, CAP site or other
community learning resources. The CLCs will supplement and enhance, not duplicate,
existing services. Centres will be expected to recover a major portion of their operating
costs through direct user fees and course purchases by public and private agencies, and be
self-supporting by the end of three years of development funding. The centre's operation
will be based on a shared funding model in which local education providers, business and
others will contribute to program delivery and long-term sustainability.
Project Funding
CALCs whose applications are approved will be eligible for up to $24,500 in
development funding. The process and the funding will happen in three stages. In Stage
1, councils will demonstrate their readiness to proceed with planning a learning centre.
On approval, councils will use a grant of up to $2,500 to create a detailed proposal that
outlines their plan for a learning centre in Stage 2. In Stage 3, CALCs with approved
proposals will utilize up to $10,000 of grant funding to start-up and operating costs for
the first year of operation. They will be eligible for an additional grant of up to $7,000 in
the second year and $5,000 in the third year. Second and third year funding is not
automatic, but will be based on annual submissions that are assessed on the objectives
that have been met in the first year and the plan for the next stage of the CLC
development.
Grant funds must be used in accordance with current Community Adult Learning
Program Policy, Guidelines and Procedures (1994). Eligible expenditure includes such
items as operational costs, renovations, increased staff time, and purchase of
courseware/software. Grants may not be used for the purchase of capital equipment or
other fixed assets.
Project Process
It is expected that the council establish a Community Learning Centre (CLC)
Development Team to oversee the development of the learning centre. The team will be
responsible for:
•
•
•

verifying readiness to proceed with a proposal in Stage 1
preparing the proposal in Stage 2
overseeing the establishment of the centre when the proposal is approved

CLC development will be done in three stages:
Stage 1: Demonstrate readiness to create a proposal
Interested councils who meet the eligibility criteria will demonstrate their readiness to

create a detailed plan for a learning centre that includes the participation of other
stakeholders and funding partners.
Stage 1 involves:
•
•
•
•
•

establishing a CLC Development Team,
describing the need for a learning centre,
gathering evidence: of significant community support,
completing a Demonstration of Readiness Guide and Budget (see Attachment A),
and
submitting documentation to the Community Programs branch by May 11, 2000.

An approval process will be applied to select those applications that show readiness to
proceed. After departmental approval of the Readiness Guide, funds required to assist the
team to prepare the CLC proposal for Stage 2 will be granted, up to a maximum of
$2,500.
Stage 2: Prepare and submit a proposal
The development team will create a proposal to establish a CLC. The proposal will
outline a detailed development and operational plan, including how the centre can be
sustained in the long term through revenue generation and partnerships. The proposal will
identify
•
•
•
•

expected outcomes of the CLC;
an infrastructure plan that includes the facility's location, management, staffing
and equipment;
an implementation plan; and,
a financial plan which includes the centre's strategy to operate on a cost recovery
basis.

The submission deadline for the proposal will be in mid October, 2000 for 2000-2001
fiscal year funding. After departmental approval of the proposal, funds required to assist
the team with the development of their centre will be granted, up to a maximum of
$10,000.
Stage 3: Develop the learning centre
Councils whose proposals have been approved may proceed with the development of
their centre, as outlined in their submitted development plan and budget. Additional
information will be provided at a later date regarding the application process for second
and third year funding.

Timelines
Stage 1

Stage 2

Stage 3

Eligible CALCs submit completed Demonstration of
Readiness Guide

May 11/2000

Community Programs branch reviews submissions for
approval to proceed and grants funding for Stage 2 (up
to $2,500)

May 26/2000

Approved CALCs prepare and submit a CLC proposal

mid October/2000

Following a review committee's decision, Community
Programs branch gives approval to proceed and grants
funding for Stage 3 (up to $10,000)

November/2000

Year 1 - Approved CALCs proceed with development of
their CLC, utilizing current year funding (the grant that
was approved in Stage 2)

Nov/2000-Dec/2001

Year 2 - Approved CALCs prepare and submit request
for 2nd year of funding (up to $7,000)

February 2002

Year 3 - Approved CALCs prepare and submit request
for 3rd year of funding (up to $5,000)
February 2003
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How to Get Here . . .
Athabasca is located at the junction of
Hwy #2 and Hwy #55, approx.
90 min. North of Edmonton,
60 min. East of Slave Lake,
or 60 min. West of Lac La Biche.
The Duniece Centre is located on Main
Street (Hwy #2) Athabasca

WORDS WORK
1 UNIVERSITY DRIVE
ATHABASCA, ALBERTA
T9S 3A3

Winning
With
Words
Understanding
the power of effective
communications.

Organizing Committee . . .
Florence Ellis-Dobson
(Regional Tutor Rep.)
Vincent Foster
(Regional Student Rep.)
Steve Hrachy (Student)
Kathy Loken (Tutor)
Cindy Crichton (AAAL Advisor)

A Literacy Student
Development Project
sponsored by the AAAL
and hosted by
Words Work - Athabasca

Our Thanks . . .
to the AAAL for their support, and
guidance in making this important
literacy initiative possible in Northern
Alberta.

You have to count on living
every single day in a way you
believe will make you feel good
about your life — so that if it
were over tomorrow, you'd be
content with yourself.

October 22 & 23, 1999
Portage College
2nd Floor, Duniece Centre
4810 - 50 Street (Main St.)
Athabasca, Alberta

Program

Purpose
The Athabasca Student
Development Project is part of a
pilot initiative of the AAAL to
help make professional
development Opportunities
more accessible to Alberta
learners. Our aim through this
conference, "Winning With
Word' is to provide a forum
which offers support and
encouragement to learners,
through networking with peers
and participating in relevant
learning opportunities. Our
workshops have been selected
by students, for students, and
will be led by trained and
experienced facilitators.

Winning With Words
Registration

Friday, October 22, 1999
7-9 p.m.

Meet & Greet
Reception

Saturday, October 23, 1999
8-8:45 a.m.

Registration

8:45 a.m.

Welcome

9-11 a.m.

Listening Skills
Workshop
(Dave Poulson Literacy Coordinator,
Clareholm)

Name: _________________
Program: _______________
Address: _______________

11-11:15 a.m.

Refreshment Break

11:15-1 p.m.

Conflict Resolution
Workshop
(Jennifer White White & Colleagues
Inc., Calgary)

Kind words can be
short and easy to
speak, but their echos
are truly endless.
1-2 p..m.

Lunch (Speaker: Pat
Campbell - Edmonton
Learning Centre)

2-4 p.m.

Best Word Forward
Workshop –
Conversational &
Personal
Communications Skills
(Robin Houston-Knopf
–Bow Valley College,
Calgary)

4-4:30 p.m.

_______________________
Town: __________________
Postal Code: ____________
Phone: _________________
Please check the days you
will be attending:
_____ Friday, October 22, 1999
_____ Saturday, October 23, 1999

Please complete this registration
form and mail it to the following
address by
October 1, 1999.

Wrap-Up & Evaluation
Words Work
1 University Drive
Athabasca, Alberta T9S 3A3
Phone: (780) 675-5650

Accomodations

Cost

Accommodation arrangements
for Friday evening (based on
two-person occupancy) can be
made by contacting Florence
Ellis-Dobson at
(780) 675-1234.

The "Winning With Words" conference is
free to participants and includes the Friday
night reception, and refreshments and lunch
on Saturday.
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Words Work
1 University Drive,
Athabasca, AB
T9S 3A3
Contact:
Phone:
Fax:

Sandra Craswell, Project Director
(780) 675-6110
(780) 675-6477

PROPOSAL FOR COLLABORATION
ON LITERACY AND PARENTING SKILLS COURSE
FOR THE COUNTY OF ATHABASCA
ABOUT THE WORDS WORK PROGRAM

The Mission of the Words work Program is to "help residents of the County of Athabasca
who have difficulties with reading, writing, and numeracy, to improve their quality of life
by providing assistance with academic and social skills."
Since its inception, Words Work has provided a range of services to adults in our region,
in the areas of: (1) increasing basic literacy levels; (2) brain injuries (tutors working in
collaboration with speech therapists); (3) learning difficulties; (4) offering support to
individuals completing a six-month employability skills course; (5) workplace literacy
assistance; (6) supporting upgrading efforts, including support for GED participants; (7)
English as a Second Language tutoring; and (8) Family Literacy projects/courses.
PROJECT DESCRIPTION

Words Work is currently administrating a Books for Babies family literacy project that
will eventually touch 300 babies' lives within the county of Athabasca and Calling Lake.
The message is clear - make literacy a part of your life from birth onwards. Parenting
skills is an understandable next step for new or veteran parents. Literacy and Parenting
Skills (LAPS) is an innovative family literacy project designed to provide literacy and
parenting skills to at-risk parents who wish such training. Low literacy materials
addressing parenting topics that have been adapted to strengthen the literacy skills of the
parents give them strategies to model good literacy and parenting practices with their
children. The LAPS manual includes 10 sessions (8 – two-hour sessions and 2 – threehour sessions). Topics covered by these sessions include: Building Self-esteem in Your
Children, Positive Discipline, Anger Management, Communication and Listening Skills,

Nutrition, Safety, Conflict Management, Families, Ages and Stages, as well as opening
and closing sessions.
LAPS targets parents who have difficulties with reading and writing. The material for the
curriculum is based on the needs and concerns that are relevant to parents; namely,
parenting and children. The program was developed after low literate students expressed
concerns about parenting skills and children's literacy and skill development. A powerful
motivator for these students is their wish to do what is best for their children.
Our program acknowledges the wisdom to create a project that is grounded in the
interests and established needs of its participants as the cornerstone. LAPS encourages
the building of partnerships within the County of Athabasca. Currently the project
addresses at-risk Aboriginal and culturally distinct parents, as well as at-risk mainstream
parents.
COMMUNITY INVOLVEMENT IN LITERACY

Words Work is proud of the level of community support provided to our program since
our inception. The following outlines some of our community partners and their
involvement in local literacy efforts over the years:
•

•

•
•
•
•
•

Athabasca University – ongoing in-kind support of program administration
(phone, photocopying, printing, office space); donations via funds raised from
specific University events.
Alberta Pacific Forest Industries – financial support for specific programs; inkind contributions for promotional initiatives (design and printing of promotional
materials)
Portage College – two-year commitment of space for Learning Centre. (A
location to provide workshops and courses)
Rotary Club of Athabasca – two-year commitment of financial support for
Books for Babies project.
Library Board – in-kind support for Books for Babies project.
Aspen Health Services – partner for Books for Babies.
Local Agencies – referrals to program (Social Services; FCSS; Native Friendship
Centre; FESC; Blue Heron Vocational College; Aspen Health Services; Mental
Health; Portage College)

Collaboration Requested
This proposal includes a request from the Learning Connection to help cover cost
associated with the delivery of a Literacy and Parenting Skills Course. The course will
accommodate 10 to 15 individuals. The participants will all be facing barriers within their
lives. If babysitting is required, Words Work will approach Child Welfare for possible
remuneration of services. The request is in keeping with Alberta Learning's (Community
Programming) direction to encourage Community Councils to pursue initiatives targeted

at at-risk individuals at no cost to participants.
Proposed Deadlines Learning Connection's acceptance or rejection prior to Words Work Board Dec 15, 1999
meeting.
Potential LAPS project start date - February 2000.
PROJECT BUDGET

Initial Student Assessment

$ 60.00

Course Instructor (Trained LAPS instructor) $20.00 per hour

440.00

Materials (Glue, scissors, felts, journal, post-its, pencils, paper, etc)

200.00

Snacks (Part of the parenting sessions – nutritional values)

200.00

Administration – (Course evaluation, fax, photocopy, etc)

135.00

Babysitting (if required – in-kind)
Location – Centre [Classroom in-kind ($200.00)]
TOTAL

$1,035.00

Words Work Contribution – $535.00 (Upon Board's final approval)
Request to Learning Connection – $500.00
HOSTING AUTHORITY

Questions regarding this proposal should be directed to Sandra Craswell – Words Work
Project Director at (780) 675-6110.
If approved, funding cheque may be issued to Words Work's Hosting Authority:
Town of Athabasca (Words Work)
4705 – 49 Ave
Athabasca, Alberta
T9S 1B7
Attention: Mr. Harold Gyte

Phone: (780) 675-2063
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CONTRACT FOR SERVICES
Between
WORDS WORK
Learning Center
And
___________
Dated
February 23, 2000
The following outlines the terms of contract between Words Work Learning Center and
___________.
Contract Period
1. Terms of contract will be for 10 weeks commencing March 06, 2000 and ending
the week of May 08, 2000.
2. The Contractor agrees to provide 22 hours of service within a ten-week contract
period delivering a Literacy and Parenting Skills (LAPS) course.
Scope of Services
3. The contractor will be responsible for the overall delivery of the LAPS course to
be given at the Words Work Learning Center in keeping with the objectives and
goals of the attached terms of reference.
4. Services of the Contractor will include, but not be limited to:
•

•
•

Delivery of the following course content: Introduction, Building Self-Esteem in
Your Children, Positive Discipline, Anger Management, Communication,
Listening Skills, Nutrition, Safety, Conflict Management, Families, and Ages and
Stages.
Consulting with Project Director
Providing time on the last course date for evaluation to be conducted by Project
Director.

5. The contractor may from time to time be required to participate in, or attend,
steering committee meetings that would require information concerning the
LAPS project.

6. The contractor will be responsible to purchase materials and snacks relevant to the
course, and then to submit to Words Work for remuneration. The budget for these
items is indicated in the Payment Terms section of this contract.
7. The contractor is responsible to question the project director or coordinator as to
whether certain materials required are not already available at the center.
Payment Terms
8. Words Work will pay the Contractor $440.00 upon delivery of invoice at the end
of the contract.
9. Words Work, upon submission of appropriate receipts, will reimburse approved
expenses for materials and snacks for course incurred by Contractor. ($200
maximum budget for materials, and $200 maximum budget for snacks.)
10. Payment to the Contractor shall be by cheque payable to Julie Evans. No
deductions shall be made for Income Tax, Canada Pension plan, Employment
Insurance, or other similar payroll deductions.
Termination of Contract
11. Either party may terminate this contract at any time without cause upon two
weeks written notice to the other party.
12. In the event the Contractor refuses or is unable or becomes disabled so that he/she
cannot complete the terms of the contract within the specified time or any
approved extension thereof, then Words Work may terminate the contract upon
payment of an amount, determined by Words Work, representing the proportion
of the services satisfactorily completed prior to the termination of the contract.
IN WITNESS WHEREOF the parties have hereunto affixed their signatures the day and
year first written above.
WORDS WORK LEARNING CENTRE
_________________________
Judith Hughes, Chair

__________
Date

____________
Witness

__________
Date

____________
Witness

CONTRACTOR
_________________________
Contractor
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Terms of Reference for Literacy and Parenting Skills course Contract.
The Mission of Words Work Program is to "help residents of the County of Athabasca who have
difficulties with reading, writing, and numeracy, to improve their quality of life by providing
assistance with academic and social skills."
Project Description and Goals
Words Work is currently administrating a Books for Babies family literacy project that will
eventually touch 300 babies' lives within the county of Athabasca and Calling Lake. The message
is clear - make literacy a part of your life from birth onwards. Parenting skills is an understandable
next step for new or veteran parents. Literacy and Parenting Skills (LAPS) is an innovative family
literacy project designed to provide literacy and parenting skills to at-risk parents who wish such
training. Low literacy materials addressing parenting topics that have been adapted to strengthen
the literacy skills of the parents give them strategies to model good literacy and parenting
practices with their children. The LAPS manual includes 10 sessions (8 - two-hour sessions and 2
- three-hour sessions). Topics covered by these sessions include: Building Self- esteem in Your
Children, Positive Discipline, Anger Management, Communication and Listening Skills, Nutrition,
Safety, Conflict Management, Communication and Listening Skills, Nutrition, Safety, Conflict
Management, Families, Ages and Stages, as well as opening and closing sessions.
LAPS targets parents who have difficulties with reading and writing. The material for the
curriculum is based on the needs and concerns that are relevant to parents; namely, parenting
and children. The program was developed after low literate students expressed concerns about
parenting skills and children's literacy and skill development. A powerful motivator for these
students is their wish to do what is best for their children.
Our program acknowledges the wisdom to create a project that is grounded in the interests and
established needs of its participants as the cornerstone. LAPS encourages the building of
partnerships within the County of Athabasca. Currently the project addresses Aboriginal parents,
English as a Second Language parents, as well as mainstream parents. Understanding that the
need for parenting skills and literacy development are not necessarily linked.
Project Goals (Taken from the LAPS Manual)

1. To encourage participants to come away with a positive attitude towards learning.
2. To encourage participants: to have a more positive attitude towards themselves and their
children, to have higher self-esteem, increased personal awareness and self-confidence

3. To help participants feel more comfortable with print material and to encourage an
increased interest in reading and writing.

4. To help participants gain new parenting skills and support from the facilitator and other
participants
Project Objectives

1. To create a supportive and encouraging learning environment where participants feel
comfortable discussing parenting and literacy issues.
2. To foster an atmosphere of respect and acceptance, which honors individual uniqueness
and diversity ego cultural, parenting styles

3. To use and create appropriate literacy and parenting materials that will give participants
an opportunity to enhance their literacy skills and to have an increased appreciating of
and interest in family literacy.
4. To encourage and develop the participants' problem solving skills as parents and
learners
5. To encourage participants to explore and understand their feelings.
6. To foster an understanding of the value of life-long learning which participants can model
to their own children

7. To encourage the participants to identify their individual strengths and
weaknesses. To help them build on their strengths; "Success builds on success"
8. To encourage the use of library materials and resources for parents and children.
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May 10, 2000
Evaluation Report concerning LAPS course:
1. Course had 10 participants registered for an 8 week - 42-hour course. The
attendance went from 10 to 6 to 4 who regularly attended to the end of the course.
These four received a certificate of completion.
2. I spoke with the individuals who stopped coming, and all enjoyed their brief time
in the course, but other commitments, and timing of sessions, assisted their final
decision to stop attending the course. They would attend again if it worked out for
them at that time.
3. With the numbers being lower, the project will be able to follow-up with these
individuals, by way of reading information concerning parenting, issues about
school and reading readiness tips, etc., over the next 8 months.
4. I will be approaching Children Services to see if they will be able to fund another
course through the Centre. The comments received by the students of this course
will passed onto the Learning Centre and Children Services, partners in this
particular project.
5. During the evaluation process, I gave a presentation to the students about the
centre, and its availability to drop-in and receive assistance on various concerns.
(For example, I mentioned taking their child's textbook to study, so that they
could assist their child with their homework in the particular subject. If they
stayed ahead of their child in the textbook, it would help their children
immensely. All were very responsive to this.) The Centre has received one
student-tutor match from the LAPS course. This, I feel, has made this course a
success.
6. One concern, for budget purposes, will be transportation (taxis) for individuals
who do not have an open file with social services.
Literacy and Parenting Skills Course Report
1. Comments from participants from the course:
•
•
•
•
•
•
•
•

Program is too short
Would like a earlier start than 7 0' clock
Would have no problem with a three-hour course, instead of two hours.
Maybe, could possible be twice a week for 5 weeks.
Really enjoyed these sessions – self-esteem, positive discipline, Body language –
eye contact, healthy foods, punishment and discipline.
Enjoyed support system within group setting.
All participants felt that they increased their vocabulary.
Liked keeping the journals, but felt it was difficult getting into the habit of doing
so. They would like forms that would have dates for the journal, rather than a
blank page. Never too old to learn

•
•
•
•
•
•
•
•
•
•
•
•
•

Would like to have seen more young mothers taking the course.
One participant would like the course to have no more than 6 participants.
One other participant felt than any size group would be acceptable.
Said that they enjoyed the individualized attention they received from facilitator.
Enjoyed the facilitator's sense of humor.
Liked the facilitator making everyone a part of the discussion.
Would like to have had more talk of teenagers.
The location was great for everyone.
All would take course again.
You weren't expected to climb a mountain, but were given positive steps to help
your family unit.
Felt the facilitator was "down to earth."
All enjoyed the celebration portion of the course, at the end of the sessions –
munchies and little tokens of celebration.
Enjoyed the books from Books for Babies.
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Proposal for the Establishment of

"BOOKS FOR BABIES"
Project in the County of Athabasca
BACKGROUND

In August 1999, Words Work Literacy Program - Athabasca received $5,589 in Family Literacy
Project Funding (FLPF) to pilot the Books for Babies family literacy project in the Athabasca
region. This proposal requests 2000/2001 FLPF funding in the amount of $685 to continue the
project in the region until April 30, 2001. Initially, Words Work planned to seek community funding
for the second year (and beyond) offering of the project. However, we are requesting FLPF
funding to April 30, 2001 for the following reasons:
•

•

Our initial proposal called for kick-starting the Books for Babies project in the region in
October 1999. However, due to a delay in the delivery of materials, we were unable to
commence the project until January 27, 2000. As a result of this delay, project evaluation
procedures by local Public Health Nurses and Words Work (primarily follow-up with
parents at subsequent inoculation visits, and library usage) are only commencing now.
Continuing the project until April 2000 will enable us to better assess the success and
impact of the initiative in our region. It should be noted that problems with the delivery of
materials has been a major stumbling block in the implementation of this project.
Local partners in this project, namely the Aspen Health Services, local libraries, Rotary
Club of Athabasca, and the Learning Connection, have all committed their support to this
project for a two-year period - until 2001 (see attached letters of support). A second
phase of FLPF funding will help to finance the project until the end of this two-year
period, at which time better evaluation results will be available to support our efforts to
secure resources for a permanent offering of the Books for Babies initiative in our region.

Much of the information provided in this proposal is the same as that which was outlined in our
1999-2000 Books for Babies proposal, except the project description, budget, and timeline, which
reflects activities that will be undertaken in the second year offering of the project. It is our
objective to finance implementation of the Books for Babies project beyond April 30 with local
corporate/community funding.
PROJECT OBJECTIVES AND OUTCOMES

As per our initial proposal, objectives and expected outcomes for the second year of this project
are:
GOALS:
•
•
•

Increase the literacy levels of children entering Kindergarten within the Athabasca region.
Increase adult use of local literacy services in the Athabasca region.
Increase support among target groups for future family literacy initiatives to meet
community needs.

TARGET GROUPS:
•
•
•

Children under 5 years of age residing within the County of Athabasca.
Parents of children under 5 years of age residing within the County of Athabasca.
Providers of literacy and other related community support services, i.e., schools, learning
councils, libraries, health services, etc.

INTENDED OUTCOMES
•
•
•
•
•
•
•

Increased awareness of the importance of children's early exposure to reading and
books.
Increased availability of appropriate books for pre-school children in families without the
resources to supply the books.
Increased ability of parents to read to pre-school children and talk about the books.
Increased ability of local children to succeed in school, from the outset.
Enhanced literacy levels of parents.
Increased awareness and use of community services and programs (e.g., library) by local
families.
Increased networking and partnerships between the local literacy program and other
community agencies.

PROJECT IMPLEMENTATION

Five community partners committed their support to the Books for Babies initiative for a minimum
two-year period (1999- 2001): Words Work; Aspen Health Services; Alice B. Donahue Library
Board; Rotary Club of Athabasca; and the Learning Connection. Letters of Support are attached
for reference. We believe this two-year commitment demonstrates the community's confidence
that "Books for Babies" will have a long-term positive impact on families within our region.
The following briefly outlines operations of the project in the Athabasca region:

1. "Complete" BFB Book Bags are distributed via Public Health Nurses to all new babies in
the region during their four- month inoculation visit. Book bags also contain information
on related community activities aimed at children, Words Work literacy literature, and a
coupon for baby's first library card (effective until the child's second birthday).

2. Additional books are also provided to babies at each of their six-month and one-year
inoculation visits. The provision of these additional books helps to reinforce to parents the
value of reading; presents an opportunity for nurses to follow-up parental participation in
the project; and provides a library of four books to each baby - a particularly important
support for low-income families in the region.

3. For babies not participating in the inoculation process, book bags are presented during
post-natal home visits.

4. In the pilot year offering of the project, FLPF funding financed the distribution of
330 book bags, plus 330 additional books, to babies in the Athabasca region. It
was expected that these materials would carry the project until Summer 2000.
However, due to the delay in the delivery of materials, the project was not
launched until the end of January 2000. As a result, assessment activities are just

now commencing, and we estimate that enough materials remain in stock to carry
the project to September 2000.
5. We are requesting funding to enable continuation of the pilot stage of the project
until April 30, 2001. This will enable us to generate more complete and accurate
assessment results which, in turn, will be used to encourage ongoing corporate
and community funding for implementation of the initiative beyond April 2001.
Given that we have enough materials in stock to carry the program into
September 2000 (due to the delayed start of the project), we estimate material
needs for the 2000-2001 project period to be 80 Book Bags, 80 additional picture
books and 80 additional board books. It should be noted that material costs for the
first year offering of the project were less than expected. This underexpenditure in
material costs will be used to offset costs in the 2000-2001 offering of the project.
All of these estimates are reflected in the budget presented in this proposal.
PROJECT PARTNERS AND STAFF - ROLES AND CONTRIBUTIONS

PARTNER

ROLE IN PROJECT

COSTS/CONTRIBUTIONS

Words Work
Literacy Program

Project coordinator,
responsible for the
purchase and
coordination of
materials, evaluation
process, and final
report

Coordination/assessment/evaluation: Est. 40
hrs. @ $20/hr = $800
Administration: 15% of Budget (net of in-kind
development. and monetary donations) - Est.

Aspen Health
Services

Distribution of materials
to new babies and
assessment assistance
with parents and/or
guardians.

In-kind Contribution: est. 240 distributions
annually @ 10 minutes each = approx. 40
hours @ $20/hr = $800 (plus planning
meetings)

Alice B. Donahue
Library Board

Provision of library
In-kind: est. 80 cards @ $5 = $400 (plus
cards, library
planning meetings)
orientation, assessment
assistance

Learning
Connection
(Community
Programming
Council)

Promotional assistance. In-kind: Promotional support
General program
support.

Rotary Club of
Athabasca

Financial Contributor

$500 financial contribution

Words Work staff member Brenda Sheets will oversee the "Books for Babies" project, offering a
substantial amount of experience in family literacy programming and project management:
Brenda Sheets, Coordinator - Words Work (will serve as Project Administrator)
•
•
•
•

Has extensive project management and administration experience
Attended May 1999 Family Literacy Information Day
Consulted with Sheelagh Matthews – County of Lethbridge Literacy Program on
development of the Athabasca area project
Coordinated Books for Babies project in Athabasca region during 1999-2000 offering of
the project.

IMPLEMENTATION TIMELINE

May 2000

Submit final report for 1999-2000 FLPF funding of Books for Babies
project

September 2000

Approval of 2000-2001 funding; order additional materials
Continue distribution of materials via inoculation process
Continue assessment acti vities
Finalize long-term evaluation plan

April 2001

Hold second debriefing meeting with project partners
Complete data analysis/project assessment for final report

May 2001

Submit final report for 2000-2001 FLPF funding of Books for Babies
project

PROJECT OBJECTIVES, ASSESSMENT AND EVALVATION

Objectives

Actions

Assessment/Evaluation

1. Increase literacy levels of children entering Kidergarten within the Athabasca region.
Obj: Increase the number of
quality children's books in all
local homes with new children,
particularly low-income homes.

Aspen Health Services to provide all
new babies in the region a book bag,
even those not participating in the
inoculation process.

Maintain documentation on families receiving
book bags in the region. Incorporate measures
to reach families not serviced by inoculation
process.

Obj: Increase parents/guardians
ability and interest in reading to
their children from birth onwards.

Book bags to include materials on how
to select books, how to help children to
become better readers, plus information
on available literacy services to help
parents with reading process.

Question parents/guardians at both the 6 and 12
mos. inoculations about their reading practices,
value of material provided in the book bag,
additional needed services, questions about the
program, and elicit general feedback.

Obj: Increase membership at,
and use of, library services in the
County of Athabasca.

Include coupon for library card in book
Maintain records on number of coupons
bag, and information on library services. exchanged for library cards, use of library cards,
and repeat library memberships.

Obj: Increase participation in
related children's programs in the
County of Athabasca.

Include in book bag information on
other related children's programs
(Rhymes that Bind, Library Summer
Reading Program, Parents & Tots, etc)

Maintain stats on participation levels in local
programs – compare to participation rates prior
to program.

2. Increase adult use of local literacy services in the Athabasca region.
Obj: Enhance awareness of
literacy issues in general and
their effect on daily life

Include in book bag a Words Work
"Literacy and You" newsletter which
addresses the impact of low literacy
levels (in production), including the
clinical effects on families

Document any questions arising from this
literature.

Obj :Enhance awareness of
Words Work Centre

Include in book bag a Words Work
Centre brochure outlining local literacy
services.
Encourage nurses to refer
parents/guardians when deemed
appropriate.

Identify and document sources of referrals to
Words Work, via processes set for Words Work
Rural Centre pilot project.

3. Increase community support for future family literacy initiatives to meet community needs.
Obj: Implement project for a
minimum of five years to ensure
impact of program on children
entering school can be
measured.

Secure long-term project partners.
Secure Family Literacy funding to kickstart program in year-one.
Secure community contributions for
five-year offering of program.

Ability to access committed partners and
required financial contributions

Obj: Ensure project has a
positive long-term effect on
enhancing literacy levels of
children entering Kindergarten.

Implement indiv assessment activities.
Undertake a project debriefing process
-- involve partners and participants.
Develop, with partners, a process to
evaluate the long-term impact of project
on children entering school at end of
five-year program period.

Collection of required information throughout the
duration of the project.
Incorporation of project changes as identified
during debriefing meeting. Communication of
evaluation results.

PROJECT BUDGET

The following summarizes budgeted and actual project costs during the initial year of the Books
for Babies project, and estimated costs for the 2000-01 offering of the project. Note that during
the first year of the project we anticipate an underexpenditure of funds in the amount of $1,345.
This is primarily due to lower materials costs and, in turn, lower administration fees charged to the
project. Remaining funds from the 1999-2000 project year will be used to offset costs for the
2000-2001 project year. Figures used for estimating materials costs are as follows:

1999-2000 Budgeted Costs
1999-2000 Actual Costs
2000-2001 Estimated Costs

Books Bags

Add. Picture Books

Add. Board Books

$10 per
$6.50 per
$7 per

$1 per
$1.05 per
$1.25 per

$4 per
$2.55 per
$3 per

1999-2000
Budgeted

1999-2000 Projected
Actual

2000-2001
Budgeted

*$ 320

*$ 320

$0

*1,100

*1,100

*800

Annual Coordination (Salaries) –
(24 hrs @ $20/hr)

480

480

480

Final Report development (Salaries) –
(8 hrs @ $20/hr)

160

160

160

* 320

* 320

*0

3,300

2,145

560

Add. Picture Books (1900-00:220) (2000-01: 80)

220

230

100

Add. Board Books (1999-00: 110) (2000-01: 80)

440

280

240

*1,650

* 1,650

*400

Literacy Literature

200

200

100

Shipping (Materials)

100

170

100

160

160

160

Debriefing Meeting (Honoraria) – (6 personas @$50)

300

300

300

*Long-term Evaluation Plan (12 person hrs @ $20/ht)

* 240

*0

*240

Partnership/Project Planning
*Planning Meetings (16 person hours @ $20/hr.)

Coordination
*Public Health Nurses (distribution)

*Project Orientation (8 pers./2 hrs @ $20/hr)

Materials & Resources
Book Bags (1999-00: 330) (2000-01: 80)

*Library Cards @ $5 (1999-00: 330) (2000-01: 80)

Assessment/Evaluation
Data Compilation/Analysis (Salaries) – (8 hrs @ $20/hr)

Administration (phone travel supplies, etc. – 15% of budget, Net of
financial and in-kind contribution
Total Project Costs

Less: Remaining Funds from Prior Year
In-Kind Contributions (* noted above)
Rotary Club of Athabasca Contribution

Total Funding Required from FLPF

* Denotes In-Kind Contribution

729

619

330

$9,719

$8,134

$3,970

0

0

1,345

*3,630

*3,390

*1,440

500

500

500

$5,589

$4,244

$685
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Grant Application to Alberta Literacy Foundation
Submitted by

WORDS WORK
May 31, 1999
PROJECT SUMMARY

This grant application is being submitted to the Alberta Literacy Foundation by Words Work
(Athabasca, Alberta) to implement a public information program aimed at increasing participation
in, and use of, Words Work literacy program, projects, and services by residents, agencies, and
businesses, in the County of Athabasca.
Background
In the Spring of 1999, Words Work completed a Needs Assessment in the County of Athabasca
aimed at assessing the number of individuals within the region who may have low literacy skills
and, therefore, could benefit from access to literacy services and programs. Specifically, the
Needs Assessment estimated literacy needs among three groups: local employees, seniors, and
users of agency services. From the outset, the intent of this initiative was to provide relevant data
that would support our efforts to encourage more employers, agencies, and individuals, to utilize
the resources and services of Words Work. Therefore, as follow-up to this research, Words Work
must now develop and implement a process for increasing awareness of these local literacy
statistics, of literacy issues in general and, ultimately, usage of Words Work resources and
services. In support of this process, funding from the Alberta Literacy Foundation is being sought
to develop and distribute two public information documents: (1) a Literacy Newsletter; and (2) a
supplemental brochure to promote Words Work resources and services.
PROJECT OBJECTIVES
This initiative will achieve the following objectives:

1. Educate local residents, businesses and agencies, about the effects of low literacy levels
on various facets of an individual's daily life.

2. Increase awareness among our target audiences about the potential need for literacy
services within the Athabasca region.

3. Increase participation in, and use of, Words Work literacy programs and services.
4. Develop and provide a relevant and easy to understand literacy information
document that can be utilized by other literacy programs.

TARGET AUDIENCES
The following audiences within the County of Athabasca will be targeted with this initiative
(includes the communities of Athabasca, Boyle, Grassland, Rochester, Perryvale and Colinton):
•

Local Agencies and Service Providers (includes: health services providers, Native
Friendship Centre, Family and Community Support Services, Family and Employment
Support Centre, AADAC, RCMP, Blue Heron, Churches, Child & Family Services
Authority, Athabasca Regional Recreation and Community Learning Connection Council,
local Library)

•

Local Employers and Businesses (with emphasis on businesses participating in Words
Work Needs Assessment)

•

Educational Institutions (all secondary schools in the region, Athabasca University and
Portage College)

•

General Public

•

LCA Rural Literacy Programs

PROJECT DESCRIPTION
The following describes the activities to be undertaken as part of this initiative:
Development of a Literacy Newsletter
Objectives to be Achieved: Newsletter will achieve Project Objectives 1, 2 and 3.
The literacy newsletter is a one-time public information document with an estimated life of two
years. It will be developed on the premise that people generally only access services if they see a
personal benefit from these services. Therefore, the newsletter will educate target audiences
about literacy issues as they relate to an individual's ability to function and develop on a day-today basis. The following outlines the focus of newsletter content:
•

Title: "Literacy and You"

•

Design: Newsletter format with brief, easy to read articles.

•

Tone: Light, easy to read, conversational, and directed at the reader.

•

Reading Level: Copy will be written at approximately a grade six level.

•

Content: Will address the impact of low literacy levels on various facets of an individual's
life and on society, including: the family (with a focus on the cyclical impact of low literacy
levels); health (mental and physical), quality of life, confidence levels, employment
(employability and advancement), economic consequences, crime and the criminal
justice system. Newsletter will emphasize the greater personal impacts of low literacy

levels, beyond just the ability to read and write.
•

Research: Copy will be developed using variety of information sources including the
Words Work Needs Assessment, existing literacy research (including ILS - International
Literacy Survey), as well as interviews with stakeholders.

Development of a Words Work Program Brochure:
Objectives to be Achieved: Project Objectives 3.
The intent of the Literacy Newsletter is to educate and inform our target audiences about literacy
issues and, ultimately, stimulate individuals in need of literacy services to seek help in improving
their literacy skills. However, in order for individuals to access services, they need to be aware of
what services are available to them. A supplemental brochure is required to inform the public of
the literacy services and programs offered in the County of Athabasca through Words Work. This
brochure will promote the Mission of Words Work and the specific services available within the
County of Athabasca. Estimated life of brochure, prior to reprinting, is two years.
Distribution Process
Distribution of the Literacy Newsletter and supplemental project brochure will commence in
September 1999. Where appropriate, distribution of the publications will be carried out in person,
to promote discussion about content and how the publications can be used to encourage
increased use of, Words Work program, project, and services. Specifically, publications will be
distributed in the following way:
•
•
•
•
•

To the local newspaper and radio.
To local agencies and educational institutions.
Via the Words Work Learning Centre.

To all businesses and others who participated in the Words Work Needs
Assessment.
Publications will also be used for future fund raising purposes.

Development of a Newsletter Template
Objective to be Achieved: Project Objective 4.
An advantage of our proposed Literacy Newsletter is that it will pull together and disseminate a
wide range of literacy research and information into a single, easy to read and understandable
document, which is relevant to individuals, agencies, employers, and a variety of other
stakeholders. Much of the information presented in this document will be relevant to any literacy
programs, except for Athabasca specific data. As part of this project, we propose developing a
template for the newsletter that can be made available to all Alberta literacy programs. The
template would be provided on disk (for ease of modifying to local situations) and would be
supplemented by a "leaflet" outlining the process for conducting a local needs assessment and
developing subsequent public information documents.

PROJECT BENEFITS (General Objectives)

This Literacy Information Initiative responds to several needs in the Athabasca region:
•

•

•

The availability of relevant "shelf materials" that can be provided to individuals, agencies
and institutions for the purpose of defining literacy, explaining the impact of literacy
issues, and outlining the availability of rural literacy services. To date, this information has
not been available in a single, easy to read, specific, and understandable document.
Agencies with whom Words Work currently works with and consults have indicated that
the provision of this information would be valuable in encouraging their clients to seek
literacy services.
The community (being our target audiences noted above) will benefit by being better
informed of local and global literacy issues, and aware of where and how they (or
someone they know) can access services to help improve their literacy skills.
Words Work will benefit by having available documents that can be used to support
initiatives to define literacy; support fund raising efforts; encourage agency referrals to the
program; and inform the public of valuable services and programs through its Learning
Centre.

In short, development of the newsletter and supplemental brochure will increase understanding in
the rural Athabasca region of local and global literacy issues, with an end result of increasing the
use of, and participation in, Words Work program, projects and services.

PROJECT BUDGET

In Kind/ Other
Funding

Requested from AB
Literacy Foundation

Research:
Words Work Needs Assessment

$2,000

$0

Review of Existing Research
(8hrs $20/hr)
Telephone

160
100

0

Newsletter (24 hrs @ $20/hr)

0.00

480

Layout and Design (16 hrs @ $20/hr)

0.00

320

640

0

Newsletter (1,000 copies)

0

430

Brochure (1,000 copies)

0

430

0

40

__0

__75

$2,740

$1,935

Copy Development

Desktop Publishing Equipment Access
(16 hrs @ $40.00)
Printing (High Speed Printing -- see attached
quotes):

Newsletter Template/Leaflet
Copy Development (4 hrs $10/hr)
Distribution:
Travel (est. 300 km. $.25 km)
Total Budget ($4,675)

Words Work
1 University Drive,
Athabasca, AB T9S 3A3
Contact:
Phone:
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Sandra Craswel, Project Director
(780) 675-6110 or (780) 675-5650 Fax: (780) 675-6477

PROPOSAL FOR COLLABORATION
ON THE NORTHERN POST OUTREACH INITIATIVE
FOR ATHABASCA
ABOUT THE WORDS WORK PROGRAM
The Mission of the Words Work Centre is to "help residents of the County of Athabasca who have
difficulties with reading, writing, and numeracy, to improve their quality of life by providing
assistance with academic and life skills."
Since its inception, Words Work has provided a range of services to adults in our region, in the
areas of: (1) increasing basic literacy levels; (2) brain injuries (tutors working in collaboration with
speech therapists); (3) learning difficulties; (4) offering support to individuals completing a sixmonth employability skills course; (5) workplace literacy assistance; (6) supporting upgrading
efforts, including support for GED participants; (7) English as a Second Language tutoring; and
(8) Family Literacy projects/courses.
COMPONENT OF PROPOSAL THAT WOULD UTILIZE OUR SERVICES
Words Work Literacy Centre has trained tutors to provide services for individuals who have a
need to increase their literacy level. Within the Northern Post Outreach Initiative Proposal (NPOI),
individuals are working with local employers within the Athabasca area - the Centre can provide
one-on-one tutoring to address their particular workplace literacy needs. For example, a student
needs assistance with a work manual. The tutor works with the manual within their sessions.)
The Centre works with material that is relevant to the situation (with this situation being the
chosen career path). We assist and support the student skills in which he/she can utilize in their
particular working circumstances. We can also provide support for individuals to raise their grade
level so that they may continue onto upgrading at Portage College.
Words Work Centre's mandate is to help individuals address barriers - we will work quite well with
the philosophy of this initiative - which is assisting by providing support to create a promising
outcome - to become knowledgeable about aspects of a certain career, and to become
knowledgeable about the literacy needs of that particular career. An individual who is participating
in the NPOI within the town of Athabasca limits will receive 17 hours of instruction over a 4 - 6
week period, while he or she is job-shadowing in their chosen career. The instruction will take
place at the Words Work Literacy Centre in the Duniece Centre located adjacent to the Portage
College classes on the 2nd Floor. Instruction will involve materials that are very specific to their
job-shadowing experience. (For example - numeracy skills necessary for a welder.) The individual
will bring literacy concerns from work to subsequent meeting with her or his tutor.

FOR YOUR INFORMATION
Seventeen out of twenty one employers from the Athabasca County identified at least one
employee who they felt should upgrade skills to be more effective at work.
Number of workers (out of a total of 419) who do not perform these skills as well as they should to
be most effective at work - Writing – 93, Reading – 65, Spelling – 113, Calculating – 67, and
Speaking – 61.
Eight agencies indicated that 25% of their clients require literacy services.
Please note that the above-mentioned statements are perceived needs from the Athabasca
County survey participants.
•

Literacy skills are the foundation for all job-related training.
Lack of basic education is a barrier not only to employment, but also to the job training
necessary for employment. However, Employment Insurance and Social Assistance rules
may not allow access to and sufficient time for the training needed to make low-literacy
adults employable.

•

Workplace literacy programs benefit both workers and workplace.
According to recent reports by ABC CANADA, the Conference Board of Canada and the
Canadian Association of Municipal Administrators.

•

Literacy organizations, community groups, unions, and employers provide
"Workforce literacy" training.
Its form ranges from literacy classes in the workplace, to employment preparation geared
to low-literacy learners (including welfare-to-work initiatives), to special workplace where
low-literate adults can "earn and learn."

•

Aboriginal literacy is a complex issue, involving the need to heal, to reclaim
identity, language, culture, and self-determination.

•

Aboriginal people must identify their own educational needs and develop solutions
to the literacy issue within their communities.

The above-mentioned facts are from literacy.ca fact-sheets No. 2 and 5 - Movement for
Canadian Literacy, Ottawa, Ontario
Words Work will assist the Northern Post Outreach Initiative proposal in addressing the specific
literacy needs of an individual who is participating in the job-shadowing component of the
initiative.
Budget
20 hours per student at $15.00 per hour rate (3 hours of administration and 17 hours of one-onone tutoring) — $300.00 per student.
Proposal is estimated 10-15 students from the town of Athabasca utilizing our services Maximum of 15 students would total - $4,500.00.
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CONTRACT FOR SERVICES
between
ATHABASCA NATIVE FRIENDSHIP CENTRE SOCIETY
and
WORDS WORK LITERACY SOCIETY
(Athabasca & Area)
dated
March 18,2001
The following outlines the terms of the contract between the Athabasca Native Friendship Centre
(ANFCS) and the Words Work Literacy Society - Athabasca & Area (Contractor) for the provision
of literacy services in support of the ANFCS Post Secondary Directions Project.
CONTRACT PERIOD

1. Term of the contract will be for 15 weeks commencing March 18,2001 and ending June
30, 2001.
DELIVERABLES

2. Project Goals – Services provided by the Words Work Literacy Society will aim to
achieve the following project goals:
•
•
•
•

Provide regular and direct tutorial support for participating students' school studies
Instill within participating students, effective long-term study skills
Instill within participating students a desire to pursue post-secondary studies
Provide participating students with a positive and supportive role model.

3. Scope of Services – The Contractor agrees to provide the following services in support
of the goals set forth in this contract:
•

•
•
•
•
•

Provide a minimum of 36 hours of direct, one-on-one tutorial support for each of three (3)
Edwin Par Composite (EPC) High School students (identified and selected by EPC staff)
for a 12 week period commencing April 1, 2001 and ending June 23, 2001 (est. 3 hours
support per student, per week).
Coordinate a project orientation session for participating tutors and students.
Identify, at the start of the project, personal goals of students participating in the project
(i.e., what students would individually like to achieve by the end of the project period.)
Serve as a resource contact for students/tutors.
Maintain verifiable time records of tutor/student meetings.
Provide regular follow-up with tutor/student matches to ensure student and project goals
are being met.

•

Develop and implement project evaluation procedures, and submit to ANFCS a project
evaluation report by June 30, 2001

4. Success Criteria – Success of the project will be measured by:
•
•

Student attendance at scheduled tutoring sessions.
Student and tutor feedback concerning achievement of both project goals and individual
student goals

PAYMENT TERMS

5. ANFCS will pay the Contractor a fee in the amount of $2,459 as follows:
•
•

$1,500 on June 23, 2001 – at end tutor/student sessions
$959 - upon submission of final evaluation report

TERMINATION OF CONTRACT

6. In the event the Contractor is unable to complete the terms of the contract within the
specified time or any approved extension thereof, ANFCS may terminate the contract
upon payment of an amount determined by ANFCS, representing the proportion of the
services satisfactorily completed prior to the termination of the contract.

IN WITNESS WHEREOF the parties have hereunto affixed their signatures.
ATHABASCA NATIVE FRIENDSHIP CENTRE SOCIETY

__________________________
Maxine Boisvert, Executive Director

_______________
Date

_______________
Witness

WORDS WORK LITERACY SOCIETY - ATHABASCA & AREA

__________________________
Lori-Ann Claerhout, Chair

_______________
Date

_______________
Witness

Words Work
1 University Drive,
Athabasca, AB
T9S 3A3

Contact:
Phone:
Fax:
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Brenda Sheets, Coordinator
(780) 675-5650
(780) 675-6477

APPLICATION FOR FUNDS
COMMUNITY ESL INITIATIVES - PHASE III
ABOUT THE WORDS WORK PROGRAM

The Mission of the Words Work Program is to "help residents of the County of Athabasca who
have difficulties with reading, writing, and numeracy, to improve their quality of life by providing
assistance with academic and social skills."
Since its inception, Words Work has provided a range of services to adults in our region, in the
areas of: (1) increasing basic literacy levels; (2) brain injuries (tutor working in collaboration with
speech therapists); (3) learning disabilities; (4) offering support to individuals completing a sixmonth employability skills course; (5) supporting upgrading efforts, including support for GED
participants; and English as a Second Language tutoring.
Words Work is currently working with six ESL students. Over the past two years, we have
provided support to approximately 15 ESL students. We also have registered with our program
nine tutors, all of whom have received training in working with ESL students, and five of whom
have worked with an ESL student at one time or another.
Words Work is aware of additional potential ESL students within our region who, although could
benefit from our program, have not yet accessed the services of Words Work. Our aim with this
application for funds is therefore to:
•
•

increase availability of more flexible learning tools for ESL students and tutors;
and
increase awareness, and use of ESL learning tools and tutoring services provided
through our program.

COMMUNITY INVOLVEMENT IN LITERACY

Words Work is proud of the level of community support provided to our program since our
inception. The following outlines some of our community partners and their involvement in local
literacy efforts over the years:
•
•
•
•
•
•
•

Athabasca University – ongoing in-kind support of program administration (phone,
photocopying, printing, office space); donations via funds raised from specific University
events.
Alberta Pacific Forest Industries – financial support for specific programs; in-kind
contributions for promotional initiatives (design and printing of promotional materials)
Portage College – two-year commitment of space for Learning Centre
Rotary Club of Athabasca – two-year commitment of financial support for Books for
Babies project
Library Board – in-kind support for Books for Babies project
Aspen Health Services – partner for Books for Babies
Local Agencies – referrals to program (Social Services; FCSS; Native Friendship
Centre; Blue Heron Vocational Centre; Aspen Health Services; Mental Health; Portage
College)

PROJECT DESCRIPTION

As noted earlier, Words Work aims to achieve two objectives through this application for funds:
•
•

To increase availability of more flexible learning tools for ESL students and tutors.
To increase awareness, and use of ESL learning tools and tutoring services provided
through our program.

To achieve these objectives, Words Work is requesting funds to support the acquisition of
additional ESL learning materials, and the development of an ESL services brochure.
ESL Learning Materials
Words Work proposes augmenting its current ESL resources (primarily print-based) with
electronic learning materials. Specifically, we are seeking to purchase four multi-media CDROMS providing beginner, intermediate, and advanced learning support in the areas of (I)
Business English, (2) Life Skills, (3) Spelling, (4) Phonics. Words Work has available two
computers for student use. Expanding our learning resources to include multi-media CD-ROMS
will enhance the flexibility of our tutoring approaches, as well as enable self-directed study for
students who prefer this style of learning.

ESL Services Brochure
This application includes a request for funds to cover costs associated with development and
distribution of a promotional brochure targeted specifically at ESL students. Brochure will focus

on the range of ESL resources, as well as the flexible learning approaches, provided through our
program. This includes the availability of print and electronic learning resources, one-on-one
tutoring services, drop-in services (to Centre), and self-directed study using relevant and
interactive computerized learning activities.
PROJECT BUDGET

* ESL Learning Materials (est. $500 per CD-ROM)
Promotional Brochure - Printing (1,000 copies, 2 color)

$2,000
500

Administration - 15% (brochure development &distribution)

__ 375

Total Funds Requested from Community ESL Initiatives -Phase III

$2.875

* Words Work has begun researching the purchase of CD-ROMS to meet program needs. Although specific learning materials
have not yet been clearly identified, we were able to estimate this budget item based on costs for comparable CD-ROM
programs.

HOSTING AUTHORITY

Questions regarding this proposal should be directed to Brenda Sheets – Coordinator at (780)
675-5650.
If approved, funding cheque may be issued to Words Work's Hosting Authority:
Town of Athabasca
4705 - 49 Ave
Athabasca, Alberta
9S 1B7
Attention: Harold Gyte Phone: (780) 675-2063
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Words Work Policy on Conflict of Interest as it Relates to Project Work for
Board Members and Staff
1.

Background: From time to time members of the Words Work Board or a Words
Work staff member might be placed in a conflict of interest or perceived conflict of
interest situation. It is important that policy and guidelines be clear to guide both the
board and the staff, and to provide continuity as members leave the board and new
members arrive.
In the greater community of Athabasca County the issue of interference by a publicly
funded organization in the market place, is also an issue in need of clarification.

2.

Definitions

Board – refers to the Words Work Board member - refers to an individual who is a
volunteer and who has been / appointed, by means of a motion at a meeting with quorum,
by the Words Work " Board
Conflict of Interest – refers to a situation in which a board member or staff member has
had, might have, or appears to have an unfair advantage that results in personal gain
Market Place – refers specifically to the Athabasca area and the access that individuals in
this area have to revenue or employment opportunities in the provision of services
provided by Words Work
Staff member – refers to an individual who is employed by, and reports to, the Words
Work Board
3.

Policy Statement
3.1

that Words Work will not interfere with revenue or employment opportunities
of the citizens of Athabasca County;

3.2

that revenue or employment opportunities in the broad area of "literacy" will
be brought to the Board by board members or staff, for discussion before
recommendations regarding awarding contracts or offering employment are
made;

3.3

that full and open competitions for employment and "requests for proposals"
guide the awarding of employment or contracts;

3.4

that individuals may be identified on an "eligibility list" following a
competition, and when such services are required, names of individuals
deemed eligible will be brought to the Board for final selection;

3.5

that a staff member or a board member that feels that he or she might be in a
conflict of interest, or may appear to be in a conflict of interest situation,
declare that concern to the Board and remove him/herself from the Board
temporarily or permanently until no conflict occurs.

Date: March 15, 2000
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CONTRACT FOR SERVICES
between
WORDS WORK LITERACY SOCIETY
(Athabasca & Area)
and
Coordinator
dated
SEPTEMBER 20, 2000
The following outlines the terms of the contract between Words Work Literacy Society (Athabasca
& Area) and Coordinator.
Contract Period

1. Contract commences September 18, 2000 and ends June 29, 2001.
2. The Contractor agrees to provide 21.5 hours of service per week for 40 weeks, during the
above 10-month period.

3. Note: The Coordinator is not required to work, nor will the Centre be open, during the
local two-week school Christmas break (2000) or one-week school Spring break
Scope of Services

4. The contractor will be responsible for overall coordination of the Words Work program
and operation of the Words Work Learning Centre, in keeping with the Strategic Plan as
set by the Literacy Board.

5. Services of the Contractor will include, but not be limited to:
•
•
•
•
•
•
•

reporting monthly to the Society Board;
preparing budget reports;
training and coordinating volunteer tutors;
providing resources to students;
tutoring students;
increasing awareness of the program's ser vices within the community; and
all other activities as directed by the Society Board.

The Contractor may from time to time be required to participate in, or attend, relevant
professional development activities, as directed or approved by the Society Board. The Society
will cover costs for these approved programs.

Reporting Process

7. The Contractor will report to the Society Board, and will be required to make monthly
reports to the same.
Payment Terms

8. Words Work Literacy Society will pay the Contractor $1,425 per month for the duration of
the contract (September 2000 to June 2001).

9. Words Work Literacy Society, upon submission of appropriate receipts, will reimburse
mileage and other approved expenses incurred by the Contractor.

10. Payments to the Contractor shall be by check payable to Vesna Kavaz. No deductions
shall be made for Income Tax, Canada Pension plan, Employment Insurance, or other
similar payroll deductions.
Termination of Contract

11. Either party may terminate this contract at any time without cause upon two weeks
written notice to the other party.

12. In the event the Contractor refuses or is unable or becomes disabled so that he/she
cannot complete the terms of the contract within the specified time or any approved
extension thereof, then Words Work may terminate the contract upon payment of an
amount, determined by Words Work, representing the proportion of the services
satisfactorily completed prior to the termination of the contract.
IN WITNESS WHEREOF the parties have hereunto affixed their signatures the day and year first
written above.
WORDS WORK LITERACY SOCIETY (Athabasca & Area)
__________________________
Lori-Ann Claerhout, Chair

_______________
Date

_______________
Witness

_______________
Date

_______________
Witness

CONTRACTOR

__________________________
Coordinator

Chapter five: Closing Comments

Project Feedback
The following are quotes from individuals who have been part of the process of
developing Words Work’s Centre. Within these quotes is also information that will aid a
Board member, volunteer, and Coordinator to decide whether they are at a point in which
they would like to begin this journey.

Need for long-term
financial security.

Ironing out the
growing pains.

Positive comments
from students and
tutors.

Actual results
different than
anticipated!

Physical location
increased use of
literacy services.

“It would have been ideal to have greater security from the
outset. Term specific funding places too much pressure to
concentrate on sustainability.
But that is the nature of funding these days,
so there is probably no alternative.”

“The process has been a learning experience as well as
somewhat of a challenge. However, the Board and staff have
worked together and there is still a lot of work to ‘put things into
place and iron them out.’ As with any project, this one has had
its growing pains. But as everything falls in its place, it will have
been worth the effort. It is definitely a good project.”

“The most satisfying thing about the Centre is definitely the
increased awareness and visibility in the community; therefore,
more people who need help come forward. Another satisfying
component is the positive comments from the students and
tutors. The most challenging components have to be the
sustainability and facility issues.”

Being involved in the project was very interesting and positive
experience. We all seemed to enter the process with certain
expectations as to how the Centre should operate and what it
should accomplish. As with any new project, directions that we
ultimately took with the Centre, and actual results, were often
different than originally anticipated. Some notable observations
are as follows:

As expected, establishment of physical location for literacy
operations resulted in a huge increase in awareness of Words
Work services. Initially, it was essential to actively promote the
establishment of the Centre to local agencies and business

Promotions curtailed
due to limited
resources.

One-on-one tutoring
remained an indemand Service.

Time demands
limited group
Programming.

Literacy services
now more valued
and appreciated in
community.

groups, as planned. However, even prior to the end of year one
of the project, participation rates had increased to the point
where Board members and staff began expressing concern
about the ability to effectively serve the increased number of
learners seeking services, given the limited resources of our
rural Literacy Program. The increased requests for Words Work
services as noted above stretched the program’s resources
(staff, financial and tutor) to the learners served by the Centre.
Fortunately, we have not yet needed to take this action.
However, the Board did make a conscious decision to curtail
some promotional activities, namely direct marketing of Centre
services to individual businesses (for workplace literacy support)
to ensure the Coordinator’s time was not taxed any further.”

“In response to this increased demand for services the Board did
pursue some interesting operational approaches to be taken with
the project including: The concept of ‘Group Learner Programs.’
This was explored as a possible means of reducing the demand
on resources. However, unlike urban Learning Centres that
serve a very large market of potential learners, many of whom
can be grouped by similar learning goals, rural Centres serve a
much smaller and geographically widespread market. Learners
seeking Words Work literacy services for the most part still
requested one-on-one matching with a personal tutor (a
continued desire for anonymity in a rural area may be in-part the
reason for this), and came to the program with very different
learning goals. We recognized that one-on-one tutoring would
continue to be an in-demand service of Words Work and a major
priority for the Coordinator.”

“Special group programming was still pursued, however, in
connection with other agencies (e.g. LAPS; Post-Secondary
Directions project; Blue Heron Coffee shop Writing Clinic –
pending), but these offerings were limited given the time
demands from the ongoing provision of traditional learner/tutor
matching services.”

“What has been most memorable about my involvement with
this project is the positive reception that the Words Work Centre
has received from the community. Literacy services seem more
valued and appreciated in our community among political
leaders, community groups, agencies, and the public as a
whole. In our efforts to address the financial and human
resource issues noted above, the project also seems to have
taken on a life of it’s own. What an exciting time it has been, and
it is going to be for Words Work and for the people in our region!
I’m thrilled I had the opportunity to be part of it.”
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Appendix A
Revision Jan/99
Project Title - A rural learning centre approach to literacy
Duration of Project - March 01, 1999 – June 30, 2001
Project Vision:
Isolation and resources randomly located within a community are just some of the
problems faced by a rural literacy program. Conversations with participants of literacy
programs, tutors, and coordinators led to a strong desire to research if establishing a
centrally located learning centre would address these concerns.
This project will develop a centrally located, accessible and sustainable learning centre
and document and evaluate the development process. It will also research whether and
how a learning centre delivery mode increases the range and amount of participation by
learners, volunteers and community agencies. The project will also engage a group of
rural literacy program coordinators in discussion and reflection about rural literacy issues
through a First Class Conference based study circle.
During the writing of this proposal, reactions to the development of a rural learning
centre took this project on another avenue. Other rural program coordinators were excited
about sharing their thoughts and ideas on the subject of a centre. These conversations
added another concept onto this proposal – developing a study circle involving other
programs and coordinators. The attached letters of support reflect on the above
mentioned conversations and reactions.
Need for the Project:
Participation in literacy programs is often defined in terms of learner attendance. More
active forms of participation include setting directions for learning, learning in groups
with other adults and taking responsibility for program operations.
The literature suggests that 1 in 3 people have literacy issues (International Literacy
Survey, 1997). The County of Athabasca has a population of 10,000 (rural). On this basis
some 3,300 people could need literacy assistance within the County. The literature also
indicates that, in spite of increasing literacy needs (it used to be 1 in 5), fewer are
participating in existing literacy programs (Participation Summary AAECD, 1997). Such
programs need to focus on developing environments that will encourage increased
participation rates. Words Work Adult Literacy Program was initiated in 1988 to provide
one-to-one tutoring for adults in Athabasca and area. Since then, the program has served
120 adult learners. The average enrolment in a calendar year is 12, time in the program
ranges from 2 months to 36 months. Although the program appears to be meeting needs
of adults who enroll, it is serving only a small number of potential learners (statistics).

Low enrolment is not unique to the Athabasca area, but seems to be common for other
rural literacy programs (. e.g., Wildwood area – 10 learners, Vulcan area – 17 learners,
Wainwright area – 10 learners, and Sturgeon area – 12 learners. These numbers reflect a
calendar year.)
(Please note that Words Work Adult Literacy Program is currently conducting a Needs
Assessment to be completed by the end of this year. Attached is an outline from
contractor as to what has been done up to date. The data will be useful for a learning
centre with respect to the percentage of adults who have literacy needs.)
Possible reasons for low participation by learners include: transportation, meeting in homes,
limited time, attitudes (stigma) about literacy, low support / supervision of tutors; lack of
opportunity for learners to meet and learn with others and gain peer support for learning, lack of
referral (awareness) from agencies within the community, the economy, the availability of work
in a region, the weather, difficulty in remaining anonymous, and lack of awareness of their
illiteracy by potential students.

A learning centre would provide a physical location where tutors and learners could meet,
where projects (i.e. Literacy Approach to Parenting Project) could take place, an
environment that is more conducive to education than their homes, a safer place to meet,
resources readily available, tutor support more accessible, and agencies could refer to a
visible location. Documentation and evaluation of the development of a rural learning
centre could provide an excellent opportunity for other rural areas to be informed as to
how to enhance their delivery of services, or to know where to start looking at the needs
of their rural community.
The current program in the rural area of Athabasca is somewhat transient. It brings tutors
and learners together for sessions and, though effective in some cases, can exclude
potential participants. We now rely on tutors to provide and control the learning
environment. The experience of learning centres in urban settings suggests a number of
benefits for learners and tutors.
In a rural setting public transit is not an option and many tutors and students live on
acreages. Both do travel to town for other reasons. Once there, a learning centre could
provide convenience and a sense of purpose. Currently the tutor meeting the student at
the student's home is problematic because the adult literacy student is often not in a home
environment conducive to this activity. A centre can provide a visible, physical location
where tutors and learners could meet and where other literacy programming can take
place. Tutors have access to resources, the support of the coordinator, and contact with
other tutors. Students have peer and coordinator support and a sense of belonging to
something important. A learning centre can allow for many hours of participation through
tutoring, independent learning, peer learning, and group work as well as encourage
participation in setting directions for and operating the program. As learners meet others
and as tutors observe learners in various roles, perceptions and attitudes about low
literacy are often changed. The learning centre model allow potential learners and tutors
to drop in and observe operations; this can make it easier for people to become involved.

The individuals that will benefit from this project will be the learners, volunteer tutors,
and other rural programs. A learning centre model offers potential for increasing
participation in rural literacy programs. This project provides an opportunity to test this
potential. Discussion with rural literacy program coordinators indicated shared concerns
about participation and an interest in exploring alternative program approaches. Project
documentation, evaluation, and research, as well as a study circle, will provide
information for other rural programs.
Project Goals:
To develop a literacy learning centre to serve the Athabasca community and region.
To develop local strategies to sustain such a centre.
To evaluate and document the process of developing a learning centre in order to inform
ourselves and others.
To research whether and how the learning centre increases participation of learners,
volunteers, and community agencies in the literacy effort and to research whether and
how participation benefits learners, volunteers, and community agencies.
To develop and link with a study circle of rural literacy coordinators to share information
about and critically reflect on rural literacy practices and alternatives.
Objectives per Goal:
Goal No. 1: To develop a rural literacy learning centre to serve the Athabasca
community and region.
To provide literacy resources and services from a visible and accessible, centralized
location. To create a comfortable environment for learning.
To involve learners, volunteers, and community members in setting directions for and
evaluating the development of the learning centre.
To provide coordination and support for learners and tutors to meet at the Learning
Centre.
To increase active participation of learners, volunteers, and other community members in
the centre's programming and operations.
To provide coordination and support for other literacy programming at the Centre.
To help community agencies to identify needs for and ways to provide literacy support in
their programming.
To increase community awareness of literacy needs, resources, and services.
To provide a model with procedures and directions as to how a rural learning centre can
be developed.
Goal No. 2: To develop local strategies to sustain a learning centre.
To increase agency collaboration regarding community projects that relate to literacy.
To have community projects operate from the learning centre.
To network with community corporations/businesses for in-kind support or funds.

Goal No. 3: To evaluate and document the process of developing a learning centre in
order to inform ourselves and others.
To involve learners, volunteers, community members and other rural literacy program
coordinators in the evaluation process
To develop procedures to collect information related to objectives
To periodically analyze information and report to those involved
To use evaluation results to reflect on developments and plan further work
To produce and distribute resource for others interested in developing rural learning
centres
To share information through a study circle and presentations
Goal No. 4: To research whether and how the learning centre increases participation of
learners, volunteers, and community agencies in the literacy effort and to research
whether and how participation benefits learners, volunteers, and community agencies.
To involve learners, volunteers, community members and other rural literacy program
coordinators in the research process
o integrate the research with the evaluation process
To develop a theoretical framework about participation to guide the research

To clarify concepts of participation by learners, volunteers and community agencies
To collect information about participation rates at the start of the project
To develop procedures to collect information throughout the project
To compare participation rates from before, during and at the end of the project
To collect and analyze information about benefits of participation for individuals and
groups involved in the project.

To report on the research
Following are some examples of research/evaluation questions and methods related to the
concept of participation.

1. To what extent do learners, volunteers and community agencies participate in
the literacy program's services and resources, at the start of the project, during
the project, and at the end of the project?
At the start of the project, learners, volunteers, and community agency staff could be
interviewed about the extent of their participation in the project. Responses could be
analyzed to develop a description of participation. Using a framework such as Jurmo
(1989), participation could be categorized on a continuum from less to more active.
The descriptions and continuum would provide a base for tracking participation during
the project. Descriptions could be expanded as additional forms of participation are
identified during the project.
2. In what ways does the nature and extent of participation by learners,
volunteers, and community agencies change during the project?
During the project, interview, observations, and records could be used to track
participation (e.g., how many participate in each of the possible ways of

participation). Comparisons can be made with information from earlier stages of
the project.
3. In what ways does participation benefit learners, volunteers, and community
agencies?
Project coordinator field notes and interviews with participants could be used to collect
information about benefits for participants. Following analysis of data, focus groups
could be engaged in responding to and extending the analysis.
Jurmo, P. (1989). History in the making. The case for participatory education. In A.
Finguret & P. Jurmo (Eds). "Participatory literacy education." (pp. 17-28). San
Francisco: Jossey-Bass.
Goal No. 5: To develop and link with a study circle of rural literacy coordinators to share
information about and critically reflect on rural literacy practices and alternatives.
To invite rural literacy coordinators to participate in a study circle about issues and
alternatives in the provision of rural literacy education
To conduct the study circle on the AAAL First Class Conference system
To provide a moderator for the study circle
To involve study circle participants in identifying topics and issues to read about and
discuss
To seek and provide print and electronic-based readings and other resources for study
circle participants
To report back to the NLS Review Committee the success of this method

To report to the study circle about learning centre developments and seek feedback
Examples of some possible issues that will be discussed through a study circle: (These
issues were identified through discussions with rural literacy coordinators.)
1. Recruitment of learners - Is recruitment easier when initiated through a
learning centre environment?
2. Peer Tutors - What support and training is necessary for peer tutoring?
3. Sustain ability - What factors might exist in communities that could financially
assist the establishment and/or maintenance of a learning centre?
4. How would a learning centre be helpful while students are waiting to be
admitted to upgrading programs?
Plan of Action and Time -lines
March 01,1999 - June 30,2001 (25 months total)
The project will be conducted in two phases:
I. March 01, 1999 to June 30, 2000
II. September 01, 2000 to June 30, 2001
1. Development of Centre and strategies to sustain it
March-April 1999

•
•
•
•
•
•
•
•
•
•
•

Prepare job description, recruit, and hire project director (full-time), literacy
coordinator (part-time) and external evaluator (part-time).
Move resources to centre
Orient volunteer tutors about the philosophy of a learning centre
Develop filing system for students
Develop individualized student resource files
Establish the Steering Committee
Set-up of computers and printer
Contact media/develop public relations resources
Invite learners and tutors to form Advisory committee
Invite learners and tutors to meet at Centre
Hold opening event

May - June 30,1999

Sept 01, 1999 - June 30, 2000
•
•
•
•
•
•
•
•

Meet with Advisory committee for discussion of direction
Meet with Steering Committee
Meet at interagency meetings and with other agencies to develop group projects to
be hosted at learning centre (ie. AVC English as a Second Language classes)
Provide community with on-going information on the centre
Develop support groups for learners
Train tutors
Facilitate learners on conducting meetings to begin group projects
Conduct awareness meetings to potential founders/corporations

Sept 01, 2000 - June 30, 2001
•
•

Meeting with Steering Committee
Gather letters of support or insights from agencies on the centre

2. Documentation, Evaluation, and Research
Documentation includes collection and organization of information about what is being
done to develop the Centre and meet project objectives. Documentation could include
procedures such as keeping copies of letters and publicity; taking photographs, and
keeping a journal or log of activities (e.g., meeting with tutors and students; community
members). Although some of this information may be reviewed for evaluation purposes,
the main purpose of documentation is to have a record that can be included in a resource
for others.
Evaluation and research includes collecting information about whether and how the
project objectives are being met. The staff will have the main responsibility for
documenting the project.
The Evaluator/researcher will consult with the staff about what to document and
methods for documentation.

Documentation
March - May, 1999
•

•

The evaluator/researcher works with project staff to plan procedures to document
and collect information about the Centres development and other processes
related to goals and objectives (e.g., document files, journals, photographs)
Project staff begin to docume nt project development processes

March to June, 1999
•
•

Project staff document project development processes
Evaluator/research consults with staff about documentation procedures an
adjustments are made as needed.

September - December, 1999
•

Project staff document project development processes

January - June, 2000
•
•
•

Project staff consult with other coordinators about content and format for a
resource book
Project staff continue to document project development processes documents are
reviewed and sorted with a view to drafting elements of the resource book
Elements of the resource book are drafted for field testing in Phase 2

Evaluation/Research
March to May, 1999: Develop evaluation/research design

May 1999 to June 2000: Conduct evaluation/research in three periods.
June 2000 to June 2001: Writing evaluation/research report
The evaluator/researcher
•

•

•

Becomes familiar with the community and with learning centre participants
through attending meetings, visiting the centre and informally meeting with
participants.
Meets with staff, interested learners, tutors, and others to discuss the concept of
evaluation, and solicit ideas about what methods might be appropriate for staff
and participants (e.g., participation logs, surveys, interviews)
Collects and analyzes informa tion about current participation in the program
through document review, staff interviews and focus group meetings with tutors
and/or learners.

Works with project staff to:
•
•

•
•

Plan procedure to collect information for evaluation and research (e.g., who will
send out and receive surveys, keep logs, etc.)
As possible, identify participants (volunteers and/or learners) to assist with
contacting participants for evaluation and research purposes (e.g., calling people
about completing surveys, coming for an interview, etc.)
Develops and coordinates field testing of questions and methods to collect
information related to project objectives.
Develops and field tests questions and procedures to collect information about
participation.

March, 1999 - June 2000
•

Evaluation and research is conducted in three periods: March - June, 1999;
September - December, 1999; January - June, 2000.

In each period:
•
•

Data is collected for evaluation and research
Data collection procedures are monitored and adjusted as needed.

The evaluator/researcher:
•
•
•

Analyzes data collected during the period
Reports to staff, participants and others and facilitates a process to review results
and plan centre directions.
Revises evaluation methods and procedures as needed, in view of centre
directions.

The reporting for the final period will include a review of the project evaluation/research
to date, with a view to planning the second phase of the project.
3. Development and facilitation of a study circle
March - June, 1999
•
•
•
•

Project staff: Contact rural literacy coordinators about the project and the study
circle concept.
Arrange with the LCA to use the First Class Conference system
The study circle facilitator: surveys potential participants about interests and
questions for study.
Identifies and prepares resources and a process for the study circle.

September-December, 1999

The study circle is initiated and facilitated with six to ten participants. A folder for
reporting and responding to learning centre developments will be included.

•
•
•
•
•

Formative evaluation is conducted.
The study circle content and process is modified as needed.
The study circle is opened to additional participants.
The study circle continues.
Summative evaluation is conducted.

PHASE II
September 01, 2000 to June 30, 2001
•
•
•
•
•
•
•
•

•
•
•
•
•
•
•

Maintaining learning centre
Adjusting learning centre format to evaluation consultation results
Continued reports to steering committee
Continued direction from advisory committee
Continued development of sustainability
Continued evaluation/research of participation
Draft resource book
Have 6 rural program coordinators from study circle critically review and
respond to sections from resource book. (These individuals to remain "on-line"
for continued discussions on sections.)
Excerpts from critical review process to be implemented within book. (Time
does not lend itself to field-testing.)
Revision of resource book.
Desk-top Publishing
Distribution of handbook
Completion of project evaluation
Writing evaluation report
Writing project report

Staff and Volunteers

The project paid staff will include a part-time coordinator, full-time project director, and
part-time external evaluator. The project volunteer staff will include seven member
advisory committee, steering committee, volunteer tutors, librarian, and housekeeping.
Project Results at the End of Phase 2
A handbook describing the development, the process, the learning experiences, and
agency links (sustainability) of a rural literacy learning centre.
An evaluation report that relates the findings of such a project.
A provincial model for other rural areas.
Sustainability
The project will consistently research avenues by which the centre can remain as an
ongoing service to the learners of the community. For example: the learning centre has
received free space in which to operate.
Information as to how the project managed this link and how it continues to link will be
included in the project results.

Attachments

Appendix A - Staff Roles and Responsibilities
Appendix B - Budget
Words Work Adult Literacy Needs Assessment Outline
Letters of Support:
•
•
•
•
•
•
•
•
•
•
•

Athabasca Family and Community Support Services
Alberta Vocational College
Athabasca Native Friendship Centre
Family and Employment Support Services
Student - Rep (Words Work)
Tutor - Rep (Words Work)
Literacy Coordinators of Alberta
Athabasca Blue Heron
Athabasca Learning Connection ( Community Council)
Alberta-North
Aspen Health Services

Appendix A Staff and Volunteer Roles

Project Director (Full-time)
a. must be knowledgeable about the field of literacy
b. must be familiar with Athabasca's educational and social services, community
and environment
c. must be an experienced coordinator of an Alberta volunteer tutor adult literacy
program (at least 18 months experience)
d. must be already connected to the network of coordinators of Alberta volunteer
tutor adult literacy programs
•
•
•
•
•
•
•
•
•
•
•
•
•

Develop and implement program
Promote program
Consult with literacy coordinator
Develop and write handbook
Coordinate meetings with agencies
Make presentations to corporations/community
Collaborate with agencies to work on projects
Report to Advisory Committee
Oversee Financial accounting
Consult with evaluator
Develop and facilitate study circle
Oversee project activities and schedules
Oversee handbook creation and distribution

External Evaluator (Part-time)
•
•

Design and conduct evaluation and research
Consult with staff about project documentation

Literacy Coordinator (Part-time)
•
•
•
•
•
•

Recruitment and training of tutors
Facilitating student progress files
Evaluation of students
Report to Literacy Board
Develop budget
Participation in development of centre process

Desktop Publisher
•

Layout and edit handbook

Administration
•
•

Pay salaries, invoices, T4's
Prepare financial statements

Volunteers
Project Participants
•

Participate in program development and evaluation

Advisory Committee
•
•
•

4-6 members (learners and tutors)
Attend 3-4 meetings (annually)
Provide an opportunity to set direction and support mechanism for tutors and
learners

Steering Committee
•

•
•
•
•
•
•

6-7 members (Current board members) Please note that the Words Work Board
will continue to operate and meet on a monthly basis with the Program
Coordinator reporting directly to them.
Attend 3-4 meetings (annually)
Provide direction and support to project director
Ensure that goals and objectives are being addressed
Receive reports from project director at each meetin
Receive information from steering committee
Includes Treasurer to receive reports from book-keeper

Tutors

•

Assist program participants

Appendic C

Budget

(25 months)

Expenditures

Cost

Amt Requested

Travel
Conferences

500

500

1000

1000

1500

1500

100
200
500

100
200
500

800

800

83,350
35,000
20,000
7,000

83,350
0
20,000
7,000

145,350.

110,350.

25,000

0

6,000.
800

0
800

31,800

800

1000
500
1500
500

1000
500
1500
500

3500

3500

Evaluation

Publicity

Flyers to promote learning centre
Advertisement (media)
Delivery (handbook) postage

Salaries

Project Director
Literacy Coordinator
Evaluator
Administration (book-keeping)

Facilities

Rent
Use of computer, telephone, and
Fax
Long Distance Calls

Materials

Print Resources
Stationery
Photocopying
Snacks

Other

First Class Conference Folder
Desk top Publishing
Printing
Volunteer Recognition
Honorarium (Critical Review of
Sections - 6 @$500.00)

TOTAL

1000
5000
3000
500

1000
5000
3000
500

3000

3000

12,500

12,500.

195,450.

195,450.

Appendix B
WORDS WORK ADULT LITERACY PROGRAM
COUNTY OF ATHABASCA draft
STRATEGIC PLAN 1999 - 2001

Mission Statement
The Words Work Adult Literacy Program, guided by the Advisory Board, seeks to
provide, in a positive and supportive climate, a service to the adults of the County
of Athabasca who have difficulties with reading, writing and numeracy. The
program will help students grow in confidence, social skills and self-worth. The
program, and the individuals involved also seek to raise community awareness on
the issue of adult literacy.

Goals and Targets
The following are goals and targets approved by the Words Work Board:

1. Evaluate the Literacy Program in the County of Athabasca, based on the standards
2.
3.
4.
5.
6.

identified by Alberta Literacy Program Standards Project by April. 30, 1999.
Complete a community assessment for Athabasca by April. 30, 1999, revise by April.
30, 2000, revise April 30, 2001.
Double the size of the program by the year 2000 by Dec. 31, 2000.
Develop a training plan for tutors and professional development plan for the coordinator
by April. 30,1999.
Establish a learning resource centre by February 28, 1999.
Evaluate the effectiveness of the Learning Resource Centre by June 30, 2001

January, 1999
Approved by Words Work Board April 20, 1999
Saved as wwstplan99

WORDS WORK LITERACY SOCIETY
STRATEGIC PLAN 2000 – 2001
Mission Statement
The Words Work Centre helps residents of the County of Athabasca who
have difficulties with reading, writing, and numeracy, to improve their
quality of life by providing assistance with academic and social skills.

Goals and Targets
The following are goals and targets approved by the Words Work Board:

1. Evaluate the Literacy Program in the County of Athabasca, based on the standards
identified by Alberta Literacy Program Standards Project by April. 30, 2000.

2. Review and revise the Community Needs Assessment by April. 30, 2000, and again by
April. 30,2001.

3. Develop a training plan for tutors and professional development plan for the coordinator
by April. 30, 2000.

4. Seek additional funding to support the growth of services offered through the Words
Work Centre - April 1, 2000.

5. Substantially increase student participation in the program, and partnerships with other
agencies by Dec. 31, 2000.

6. Evaluate the effectiveness of the Learning Resource Centre by June 30, 2001.
Approved by Words Work Board November 17, 1999.

Appendix C

Words Work Adult Literacy Program
Needs Assessment

A COMMUNITY'S
PERCEPTION OF
LITERACY NEEDS
April 1999
Vicky Busch

Words Work Adult Literacy Program Needs Assessment

A COMMUNITY'S PERCEPTION OF LITERACY NEEDS

This needs assessment was accepted by the
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Summary

This needs assessment was conducted in the spring of 1999 under the direction of the Words
Work Adult Literacy Board in order to assist the Words Work Adult Literacy Program to plan
literacy programming for the Athabasca area.
It is important to note that obtaining data on actual literacy needs is difficult; therefore, a decision
was made to collect data about perceptions of literacy needs from individuals in the community
(referred to as key informants) who would be in a position to observe the manifestations of
literacy problems. The aim was to obtain a sense of potential recipients of Words Work Adult
Literacy services in order to plan future programming.
This needs assessment contains results of three separate surveys-an Employer Survey, a
Seniors' Survey, and an Agency Survey- and data from other statistics and literacy research that
together offer further insight into potential literacy needs among employees, seniors, and users of
social agency services in the Athabasca area.
Employer Survey Results
In the Employer Survey, 78 out of 421 workers (19%) in the Athabasca area were identified by
their employers or supervisors as being in need of literacy upgrading. This percentage is
substantially lower than statistics from the International Adult Literacy Survey (IALS), which found
that 36% of Canadian workers have marginal reading and writing skills. This suggests that the
numbers arising from this survey may be conservative and may represent only those workers
most easily identified by their employers or supervisors because these workers demonstrated
particularly low skill levels.
There are a number of possible reasons why the figures in this survey are lower than national
figures:
•
•
•
•

workers' actual reading and writing skills were not tested directly;
respondents' own literacy level may have influenced their judgement of others' literacy
levels;
many jobs in the area are low-skill jobs not requiring high literacy skills; and
national statistics may be based on a higher percentage of English-as-a-language
respondents than would be found in the Athabasca sample.

Agency Survey Results
The Agency Survey indicates that approximately 25% of those who use social services in the
Athabasca area may require literacy services. Again, this figure is lower than the national
findings. According to the IALS, one in three Albertans have literacy needs. In addition, social
services clients generally tend to have even higher rates of low literacy.
Seniors' Survey Results
The Seniors' Survey indicates that 22% of local seniors have difficulty with writing and spelling,
18% have difficulty reading, and 13% have difficulty using basic arithmetic. These figures are
based on the judgements of people such as bank tellers, pharmacists, home care nurses, and
others who come into daily contact with large numbers of seniors.

Once again, these figures are dramatically lower than might be expected for this population,
based on the IALS which found that 79% of seniors had measured literacy abilities in the two
lowest levels of literacy. As in the Employer and the Agency surveys, it is possible respondents
only identified literacy problems when they were very sure there was a problem or in the most
severe cases. And again, the literacy level of the respondent may have influenced responses.

If we apply International Adult Literacy Survey statistics for Alberta to the population in the Town
of Athabasca alone, 218 adults could be expected to score at the lowest literacy level for reading.
However, in the last three years, Words Work has provided services to only 35 students, and no
student has been over the age of 65. In the past five years only six employers have contacted the
literacy program. We may conclude from these findings that there is likely a much larger number
of people in the area who require literacy services than has ever been served by Words Work
programs. If even a small percentage of these people took advantage of literacy programs,
Words Work programming would have to increase dramatically to serve these needs.

Purpose

The purpose of this needs assessment is
•
•

to estimate the number of adults in the Athabasca area who may have literacy needs;
and
to develop a picture of where, in the County of Athabasca, these individuals work or
where they most often access services.

Method

Information was collected by
•
•

surveying key informants (reputational sample); and
examining existing statistics and literacy studies.

At their February meeting, the Words Work Board approved questions for four surveys: an
Employer Survey, Agency Survey, Seniors' Survey, and Teacher Survey. The Board also
approved the wording of a cover letter informing participants how the survey results would be
used and adherence to Freedom of Information and Protection of Privacy Act guidelines.
The surveys elicited information on four groups of people: employees, agency users, seniors, and
parents.
Survey questions were designed to gather impressions from selected individuals about the
"functional literacy" of their employees, clients, or customers. Respondents were asked to assess
whether or not these people, whom they come into contact with on a daily basis, could read,
write, and work with numbers at the level needed to function in their work, home, or community. It
is important to note that responses were based on perceptions, not actual measured literacy
levels.
The "key informant survey" is a standard survey approach. It is based on the assumption that key
people in a community are in a position to understand the community's social needs. The
advantage of this approach is that it is inexpensive, simple to undertake, and elicits a variety of
perspectives. The weakness is that it relies on individual perceptions of others' literacy needs.
These surveys did not attempt to gather information on the feelings or knowledge of the
respondent about literacy, or on the education or literacy level of the respondent, all of which
would influence respondents' perceptions. Thus, this survey identifies perceived literacy needs,
not actual literacy levels.

Non-responses
Of those approached to complete the surveys:
•

•
•
•

Two employers or supervisors did not respond to the Employer Survey because they did
not have time to complete it, one employer did not offer an explanation, and one
employer returned the survey indicating that all employees were screened for adequate
literacy skills before they were hired.
All social service agency staff completed the surveys.
Two individuals did not respond to the Seniors' Survey, indicating they did not feel able to
answer.
Four out of nine grade-five teachers did not respond, based on a recommendation by the
Alberta Teachers Association. (1) One of the five who did respond, answered "don't know"
for all categories. Those who responded did so before the AT A commented. Because of
the high non-response rate, results of the Teacher Survey are not included in this needs
assessment.

The final reputational sample for this needs assessment consists of:
•
•
•

21 employers or supervisors who are familiar with the daily work of their employees.
13 social service agency staff who come into regular one-on-one contact with agency
users.
22 individuals who in their work frequently interact with seniors.

1 The Superintendent, Dr. Rudi Grabb, two school principals, and one grade-five teacher reviewed the survey before it was
distributed to the nine teachers in the sample. No one indicated any concerns with the method. The confidentiality of results was
stressed, both verbally and in writing, to each teacher in the sample. One teacher contacted the AT A about the survey. The AT A
said that if results from the survey were made public and indicated a percentage of grade-five parents did not have sufficient
reading, writing, or math skills to assist their children with homework at the grade-five level, based on the judgement of teachers
who knew the parents, teachers could be criticized as being unable to make such judgements. The AT A, therefore, advised
teachers not to complete the survey.

Part 1 Employer Survey
Twenty-one employers or supervisors, representing 419 employees, responded to the Employer
Survey (Appendix A). Three respondents said most of their employees worked in Boyle, two
respondents said employees worked throughout the County of Athabasca, and the remainder
worked primarily in the Town of Athabasca.
The purpose of the Employer Survey was to estimate how many employees may have literacy
needs.
A secondary purpose was to raise awareness among employers of literacy issues, which was
accomplished by asking them to "think of each employee individually and his or her reading,
writing, and mathematical skills as you answer the questions."
Respondents were asked to indicate:
•
•
•
•

The number of employees over the age of 18 who do not perform as well as they should
in writing, reading, spelling, calculating, and speaking, in order to be most effective at
their present job.
The number of employees who may be limited in how far they will advance because of
limited reading, writing, or math skills.
The percentage of employees who do not remain employed because of limited reading,
writing, or math skills.
The number of employees who should upgrade their literacy skills in order to be more
effective at work.

Employers in this survey estimated that 13% (65) of their workers did not read as well as they
should to be most effective at their jobs, and 19% (93) did not write as well as needed for their
present jobs (Figure 1.1). Although we do not know specific literacy levels of these employees,
their skills appear to be low enough that they adversely affect how they function on the job to the
extent that it is apparent to their supervisors.
The findings of this survey are lower than those in the 1995 International Adult Literacy Survey
(IALS) which indicates that 36% of Canadian workers have marginal reading and writing abilities.
Compared to the national figures, the lower percentages in this survey could be due to:
•
•
•

Individuals typically over-estimating their own literacy abilities, and perhaps also giving
the benefit of the doubt when judging others' abilities.
Respondents' own literacy level affecting their assessment of others' literacy skills.
Reading and writing abilities of workers in this area generally being satisfactory for the
type of work they do. (Many of these are low skill positions in workplaces such as a dry
cleaner, hardware store, grocery stores, drug stores, day care, trucking company, and
hotel.)

Figure 1.1

Percentage of workers who do not perform these skills as well as they should to be
most effecti ve at work.

In numbers, the scenario of workers in the Athabasca area who have literacy difficulties as
estimated by their supervisors or employers is as follows:

Figure 1.2 Number of workers (out
of a total of 419) who do not
perform these skills as well as
they should to be most effective at
work.

Writing

93

Reading

65

Spelling

113

Calculating

67

Speaking

61

Seventeen out of twenty one employers in this survey identified at least one employee who they
felt should upgrade skills to be more effective at work. However, over the past three years, only
six employers have ever contacted Words Work Adult Literacy Program. In the four workplaces
where no employees were identified as needing upgrading, two were low skill -level workplaces
(dry cleaners and grocery store) and two were banks where higher skill levels would be expected.

Figure 1.3 Number of employers who
indicated workers "should" upgrade literacy
skills, compared to number of employers
who have contacted Words Work for literacy
information in the past three years.

Employers or supervisors in this survey reported that a total of 19% (78 out of 419) of workers
"should" improve their literacy skills to be more effective at work (Figure 1.4).

Figure 1.4

Number of employees whom their supervisors say have literacy difficulties
compared to the number of employees whom employers say "should"
improve their skills.

Again, the 19% of employees whom employers say should improve their literacy skills is much
lower than the IALS figure which indicates that 36% of Canadian workers have marginal reading
and writing skills. This difference suggests that the findings of this survey are conservative and
may represent only those workers who are most easily identified because of very low skill levels.
The Employer Survey results suggest a connection between job advancement and literacy (see
figure 1.5). Employers said that 16% (78) of employees were limited in how far they would
advance because of limited reading or writing skills, and 13% (64) were li mited in how far they
would advance because of limited math skills.
Fifteen of the twenty one employers surveyed identified at least one worker who is limited in how
far he or she would advance in the workplace because of limited reading, writing, or math skills.
These are workers in both higher skill workplaces and in lower skill workplaces. The same is true
of the five workplaces where literacy issues were said not to affect advancement of any
employees.

Figure 1.5

Employers' estimate of the number and percentage of employees who are
limited in how far they will advance in their present workplace, because of low
skills in reading and writing, and working with numbers.

Even though employers' responses indicate that 19% of workers should improve their literacy
skills and about 14% are limited in how far they will advance because of their literacy level,
survey results indicate that only about 4% of employees typically lose their jobs because of
inadequate literacy skills.
Figure 1.6 Literacy skills and job loss

Comments
Survey results indicate that many employers in the Athabasca area are aware of some literacy
needs among their staff. However, based on the number of employers who have contacted
Words Work for in the past, this awareness does not seem to translate into action to address
these needs.
The difference between the numbers of workers whom employers say do not have adequate
literacy skills and the number of employers who have ever contacted Words Work for information
on upgrading, may indicate employers feel that initiative for upgrading literacy skills is the
responsibility of the worker.
However, individual initiative to seek upgrading may be difficult for those who most need literacy
services. Studies suggest that individuals at the lowest literacy levels usually do not report that
their lack of skills causes them any difficulty. For example, the IALS states that 22% of workers
who score at the lowest level feel they have "excellent" reading skills for doing their job, and 17%
feel they have "excellent" writing skills.
Although individuals are ultimately responsible for improving their own literacy skills, employers
play an important role in taking the initiative to promote upgrading in cases where the needs are
more obvious to the employer than to the employee.
This survey indicates that very few people lose their jobs because of low literacy skills and that
few employers have pursued literacy upgrading for their employees. This may indicate that low
literacy is acceptable for many jobs in the Athabasca area. Some employers commented that
workers did not need high reading or writing skills on the job. Not only does this attitude provide
little incentive for workers to improve their skills, but research shows that such attitudes may even
result in workers losing what skills they do have: "If jobs are not designed to promote literacy
skills by asking workers to use their skills, the workers will inevitably end up with lower levels of
literacy."(1) 'This research also suggests that more Canadians are in work situations where they
under-use their literacy skills, than are in the reverse situation where they do not have sufficient
skills for the job. Young workers who tend to be more highly educated, are more likely to be in
jobs where their literacy skills are not fully used.
Literacy programs may need to do more than offer programs for low-literacy employees. Literacy
programs may also have a role to play in encouraging employers to upgrade literacy
requirements of all jobs and to provide opportunities for all employees to exercise their skills
Employers should be made aware of the opposite scenario, which is more difficult to identify, yet
which ultimately affects workplace efficiency. "The costs of ignoring a situation of literacy surplus
is severe for workers, their employers and the larger economy... We need programs that
encourage employers, along with their employees and the various organizations that represent
them (i.e.: unions and professional associations) to seek ways to upgrade the literacy (and other
skill) requirements of the job." (2)
IALS statistics suggest that a much greater percentage of workers in the Athabasca area have
marginal reading and writing skills than was estimated by employers in this survey. If even a
small percentage of those employees identified as needing upgrading contacted Words Work and
if employers began to increase literacy requirements of all workers, the impact on adult literacy
programming would be great. The potential for expanded adult literacy programming in
Athabasca clearly exists.
1 Literacy Utilization in Canadian Workplaces. Statistics Canada-Catalogue no 89-552
2 IBID.

Part 2 Agency Survey

Thirteen individuals from eight agencies responded to the Agency Survey (Appendix A). Though
all these agencies are located in the town of Athabasca, most serve clients throughout the County
of Athabasca.
In some cases, agencies serve clients who are outside the formal boundaries of the County of
Athabasca, for example Smith and Calling Lake. It is unclear from results how many clients live in
these areas.
The purpose of the Agency Survey was to determine the number of users of social service
agencies, between the ages of 18 and 65, who may need literacy services. A secondary purpose
was to raise agency awareness of literacy issues. This was accomplished by asking respondents
to reflect on the literacy levels of individual clients.
Respondents were asked to estimate the number of clients between the ages of 18 and 65 whom
they believe have difficulty:
•
•
•
•

writing involved in daily activities;
reading and understanding material typically encountered in daily tasks;
working with numbers involved in daily tasks; and
using spoken language that is appropriate in various situations

Since there is no way of determining how many responses were made for the same individual,
who may be served by multiple agencies, it is difficult to get a sense of the number of agency
clients who may have literacy needs.
For example, someone with literacy needs could be included three times in survey results if he or
she accessed services from AADAC, Social Services, and Mental Health. Therefore, the total
number of social agency users estimated to have literacy needs is not an actual number of
individuals but rather the number of agency cases.
All 13 agency respondents reported clients who have difficulty with writing, spelling, and working
with numbers (Figure 2.1). Eleven respondents reported clients who have difficulty using spoken
English that is appropriate to the situation. The Native Friendship Centre reported the single
largest number of clients who may have a need for literacy services.

Figure 2.1

Number of cases of literacy needs in the Athabasca area, based on social
agency staff estimates.

Respondents to Agency Survey

Number of
clients

Difficulty
writing

Difficulty
reading

Difficulty with
numbers

Mental Health Therapist*

100

10

10

10

Mental Health Therapist*

120

20

20

25

RCMP Sergeant !

n/a

n/a

n/a

n/a

Life Skills Community Worker

15

2

2

2

Women's Outreach Worker

25

12

12

8

Family School Liaison Programmer

50

5

5

10

Mental Health Outreach Worker

160

10

12

14

Addictions Counsellor

185

20

20

n/a

Portage College (AVC) Counsellor

20

6

6

10

Native Friendship Centre Director

150

100

100

100

Unemployment Insurance/SFI Case Worker**

150

32

32

32

Supports for Independence Case Worker**

300

40

40

40

UI/SFI Case Worker**

71

38

38

38

1346***

295

297

289

Total

* Mental Health Therapists answered for different clients.
** Case workers responded for different clients.
*** These numbers do not represent 1,346 individuals since some individuals will be represented more than one depending on
which agencies they may access for services.
! Reported in percentages rather than numbers.

Figure 2.2 indicates that approximately 25% of agency clients have some literacy difficulty. The
highest percentages were among clients served by the Native Friendship Centre, by Family and
Community Support Services, and by the Women's Outreach Worker.

Figure 2.2

Percentage of agency users who have literacy needs, according to agency
staff estimates.

Local results, which indicate that 25% of agency clients have difficulty reading and writing (see
Figure 2.2), are conservative compared to a commonly cited figure that "one in three Albertans
have reading skills that limit their ability to deal with much of the written material they encounter
every day."(1) In addition, the IALS reports that individuals with weaker literacy skills are more
likely than those with stronger skills to rely on income from either Employment Insurance or
Social Assistance.
Figure 2.3

Prose scale

Sources of income of working-age adults by literacy level, Canada, 1994 (2)

% of Canadians with income from
Unemployment Insurance

% of Canadians with income from
Social Assistance

Level 1

21

22

Level 2

21

11

Figure 2.3 shows that 21% of those who scored at the lowest literacy level and another 21% who
scored at the second lowest level on the IALS were receiving Employment Insurance (IE) as their
main source of income. In April 1999, I,I00 people in the County of Athabasca (3) were receiving
EI.

1 Alberta Literacy Facts. Alberta Association for Adult Literacy.
2 The Value of Words: Literacy and Economic Security in Canada. Page 24. Statistics Canada.
3 About one third of these people live in Calling Lake or Smith.

The IALS rates also show that 22% of those who scored at the lowest literacy level and 11% who
scored at the second lowest literacy level were receiving Social Assistance. In April 1999, the
caseload for Social Assistance in the Athabasca area(4) was approximately 190.
If Alberta literacy figures, indicating that one in three people have literacy concerns, is applied to
this population receiving EI and Social Assistance in the Athabasca area, it is possible that almost
400 people among this group have literacy needs. Again, given IALS research, these are likely
conservative figures for this group.
In the Agency Survey, staff identified the number of clients they feel "would benefit from a
program designed to increase their skills in reading, writing, or arithmetic." As noted earlier,
agency figures do not represent the total number of individuals who may need literacy services,
since some of the same clients are likely included in more than one Agency Survey.
Figure 2.4

Number of agency clients in the Athabasca area who were identified by
agency staff as likely to benefit from a literacy program.

Respondents to Agency Survey
Life Skills Community Work er

# of clients

# who would benefit from a
literacy program

15

15

Mental Health Therapist*

120

20

RCMP Sergeant

n/a

n/a

Mental Health Therapist*

100

10

Women's Outreach Worker

25

25

Family School Liaison Programmer

50

10

Mental Health Outreach Worker

160

12

Addictions Counsellor

185

n/a

20

n/a

Native Friendship Centre

150

100

USFI Case Worker*

150

20

SFI Case Worker*

300

n/a

71

46

Portage College (AVC) Counsellor

UI/SFI Case Worker*
* Each responded for different client within the same agency

4 Including Calling Lake and Smith

Comments
The data from the IALS on literacy levels of the population in general and on the literacy levels of
those receiving income support, suggests that the number of agency clients in the Athabasca
area who are estimated to have literacy needs is conservative.
This survey was completed by social agency staff in Athabasca. Respondents provided their
perceptions of clients' literacy needs based on their interactions with them. As in the Employer
Survey, there is an element of "benefit of the doubt" when making judgements of others' literacy
skills. Some respondents commented that they did not include clients with severe disabilities or
individuals whom they believed would not be at all interested in literacy programs. Therefore, the
number of people estimated to have literacy needs may be those with the greatest or most
obvious needs. Those who can get by would not likely be detected.
Generally, agency staff are aware of Words Work and do periodically refer clients to the program.
Sixty per cent of Words Work students are referred by agencies. However, given the small
number of students served by Words Work over the years, there is a large gap between the
number of clients whom agency staff say would benefit from a literacy program and the number of
students registered in Words Work programs.

Part 3 Seniors' Survey

Twenty-six individuals from 19 service providers or businesses who typically come into daily
contact with seniors (those over the age of 65) responded to the Seniors' Survey (Appendix A).
Four respondents were from Boyle, one was from Smith, and the remainder were from the Town
of Athabasca.
Respondents were asked to estimate the percentage of individuals over the age of 65 with whom
they come in contact who may have difficulty with daily tasks involving writing, spelling, reading,
basic arithmetic, and basic spoken English. Examples of daily tasks mentioned in the survey
include activities such as writing letters, shopping lists, or cheques; reading grocery labels,
recipes, medicine dosages, schedules, or menus; banking, counting change, and understanding
explanations of financial affairs.
Respondents were asked not to include those who have a serious medical condition, such as
Alzheimer, that would impair ability in these areas.
Respondents reported that 22% of seniors they came into contact with on a daily basis had
difficulty with writing and spelling, 18% had difficulty reading, 13% had difficulty using basic
arithmetic, and 13% had difficulty understanding and speaking basic spoken English.
As in the Agency Survey, total numbers reported in this survey do not likely represent different
individuals. The bank teller, the driver's license tester, the grocery clerk, the dentist, and
optometrist could be responding for the same senior with whom they interacted on the day they
answered the survey. Percentages, rather than totals, may present a more accurate picture.

Figure 3.1

Percentage of seniors estimated to have difficulty with these literacy skills

Once again, these percentages are very low compared to Canadian data from the IALS which
indicates that 79% of senior citizens have measured literacy abilities at the two lowest levels of
literacy.(1) The large gap between national figures and those gathered in this survey suggest that
this survey provides a very conservative estimate of literacy needs and may represent only those
with the most obvious or serious needs.
One reason that may account for the difference between national statistics and the information
gathered in the Seniors' Survey is that 72 % of seniors who scored at the lowest literacy levels in
the IALS did not need help to fill out forms such as applications and bank deposit slips. If seniors
with low literacy skills do not typically ask for assistance or show that they need help, survey
respondents may have answered only for cases where the literacy needs were obvious.
There were about 760 people over the age of 65 residing in the County of Athabasca in 1996. (2)
Based on this population figure and the percentages given by respondents in the survey, we
could estimate the following numbers of seniors who may have literacy needs and the areas in
which they live:
Figure 3.3

Estimate of number of seniors with literacy needs based on the population
and percentages provided by those who answered the Seniors' Survey
# over the age of
65

# difficulty writing & # difficulty reading
spelling

# difficulty with
basic arithmetic

# difficulty with
spoken English

Town of Athabasca

395

86

71

51

51

Town of Boyle

190

41

34

24

24

760

167

136

98

98

1,345

294

241

173

173

County*
Total

* excluding Athabasca and Boyle

In the past three years, Words Work Adult Literacy Program has had no clients over the age of
65.

1 At Risk: A Socio-Economic Analysis of Health and Literacy Among Seniors. Page 20. Statistics Canada.
2 Statistics Canada, 1996.

Comments
At Risk: A Socio-Economic Analysis of Health and Literacy Among Seniors, published by
Statistics Canada, concludes that:
•
•
•

•

Literacy declines as age increases.
People with lower literacy levels are more likely to be at highest health risk, with an
increased effect on senior citizens.
Given the growing size of Canada's senior population, the forecast of increased use of
medications among senior citizens and the tendency of literacy abilities to decline for
seniors, there is a pressing need to consider literacy as an important policy issue for
health promotion.
Information about health care or medical issues may miss a large number of those most
at risk because it is not targeted to their reading skills.

If the results of the Seniors' Survey are conservative and represent only those seniors at the
lowest literacy level, as suggested above, it may be that for many seniors in the Athabasca area,
literacy could be a serious health issue. Therefore, a case could be made for literacy programs to
partner with the health sector.
Data from the IALS survey suggest that senior citizens with lower levels of literacy have overly
high estimations of their literacy abilities. Therefore, it seems unlikely that seniors themselves
would take the initiative to seek literacy services. Agencies and other groups who work with
seniors could be approached to partner with literacy programs.
A major theme arising from the IALS is that "Using literacy skills is a lifelong commitment; if you
don't use your skills, you may lose them." This important theme could be presented to seniors'
residences to encourage them to provide literacy "exercises" to residents in addition to their
programs of physical and recreational activities. Since Words Work has not served any students
over the age of 65 in the past three years, to begin to serve even a handful of the needs within
the senior population would require a substantial increase in resources.

Part 4 Other

In addition to the estimate of the number of workers, agency client, and seniors in the Athabasca
area who may have literacy needs as indicated by the results of these surveys, other statistics
give a picture of the literacy needs among other groups in the community.
Literacy and the General Adult Population
If provincial averages, based on the 1995 International Adult Literacy Survey (IALS), are applied
to the population in the Athabasca area, 1063 people over the age of 19 would be at the lowest
literacy level in terms of prose literacy (1). (See Figure 4.1)

Figure 4.1

Literacy Level

The number of people who may be at the following levels of prose literacy,
based on literacy level statistics for Alberta(2).
Alberta rate

# in the town of
Athabasca(3)

# in the village of
Boyle(4)

# in the County of
Athabasca(5)

Total

Level 1

15%

218

85

760

1063

Level 2

21%

306

120

1064

1490

Level 3

36%

524

205

1825

2554

Level 4 & 5

29%

422

165

1470

2057

Applying the provincial average for quantitative literacy on the IALS to this community, 922
people over the age of 19 would be at the lowest level.(See Figure 4.2)
Figure 4.2

Literacy Level

The number of people who may be at the following levels of quantitative
literacy (6)
Provincial
level

Town of Athabasca Town of
Boyle

County of
Athabasca

Level 1

13%

189

74

659

Level 2

22%

320

125

1154

Level 3

38%

553

216

1926

Level 4 & 5

27%

393

154

1369

Total
922

1 The ability to understand and use information from textbooks, brochures, magazines, training manuals.
2 Reading the Future A portrait of literacy in Canada. Statistics Canada Catalogue #89-551-XPE. 1996
3 Population over 19 years of age was 1455. Statistics Canada Census 1996
4 Population over 19 years of age was 570. Statistics Canada Census 1996.
5 Population over 19 years of age was 5070. Statistics Canada Census 1996.
6 The ability to do arithmetic (adding, subtracting, multiplying, dividing) for such things as filling out an order form or calculating the
tip on a restaurant bill.

Family Literacy
As indicated earlier, the Teacher Survey was not completed. It was intended to estimate the
number of parents in the area who may not have sufficient skills in reading, writing, or arithmetic
to help their children with homework at the grade-five level.
It was expected that some parents who cannot help their children with homework because of their
own level of literacy might be motivated to seek upgrading in order to help their children. This
information would have provided an idea of the number of parents who may have benefited from
family literacy programming.
Literacy and Income
Income levels may point to other areas where family literacy and general literacy programs may
be needed. The IALS data shows that parents and children in low-income households participate
somewhat less in literacy-enhancing activities than do those who enjoy a higher standard of
living.(7)

Figure 4.3 Incidence of low
income in economic families

Town of Athabasca

10.7%

Town of Boyle

7.1%

County of Athabasca

13.6%

Alberta

14.9%

The IALS data also establishes a strong link between economic security and literacy. For
example, 47% of adults at the lowest level of literacy on the prose scale were living in low-income
households, compared with only 8% of those at the highest level of literacy.
Literacy and Health
The connection between health problems and low literacy among seniors was outlined earlier. In
addition, among the general population, those "with low literacy skills have poorer survival rates,
more chronic illness, and more disabilities."(8)
Health providers in the region and in Alberta recognize the connection between health and
literacy. The Aspen Regional Health Authority in its Health of the Region report of 1997-98
includes a section on literacy that describes what the Aspen Health Region is doing to make it
easier for people with low literacy skills to access health services.
The Alberta Public Health Association conducted a Partnership Project on Literacy and Health, in
1999 that was designed to increase awareness of the effects of literacy on health and to
encourage collaboration between literacy and health organizations to address literacy and health
issues. This project may open the door for partnerships between literacy programs and health
services at the local level.

7 The Value of Words: Literacy and Economic Security in Canada. Page 45. Statistics Canada
8 Partnership Project on Literacy and Health. The Alberta Public Health Association. 1997

Education and Literacy
Experts in the literacy field are careful to point out that educational level and literacy level are not
the same. However, it is commonly understood that there is a definite connection between the
two areas. (9)
Education statistics for this community (10) provide some basis for determining potential literacy
needs. For example, in 1996 13.4 % of the population over 15 in the County of Athabasca
(including the Town of Athabasca and Boyle) had less than grade nine education. The population
over the age of 15 at that time was 8,420.
Therefore, we can estimate that approximately 1,128 people in the County over the age of 15 had
less than a grade nine education in 1996.
Figure 4.4

Percentage of population 15 and over with less than grade 9 education in
the County of Athabasca (including all communities that lie within County
boundaries)

9 (Statistics Canada-Catalogue no 89-552, no. 5 page 21)
10 Aspen Regional Health Authority, Community Profiles.

Appendix A-Surveys

Appendix A includes a copy of the three surveys, and the accompanying cover letters,
that were distributed to representatives of the three different groups surveyed.

Cover letter, Employer Survey

As we discussed on the phone, enclosed is a survey being conducted by Words Work
Adult Literacy Program in order to help them determine literacy needs in the area.
You are one of approximately 20 employers or supervisors being asked to answer a few
questions about the reading, writing, and arithmetic abilities of employees.
Although you will not actually name employees, please think of each employee
individually and his or her reading, writing, and mathematical skills as you answer the
questions.
This questionnaire has been reviewed by the Words Work board to ensure that it
complies with the Words Work ethical review process. The final report, reporting only
aggregate date, will be available to the public upon request. Employers will not be
identified in the report. Use and disclosure of information will be only as provided for by
Alberta's Freedom of Information and Protection of Privacy Act.
I very much appreciate your time and careful consideration in completing this short
survey. Please return the completed survey within the next 48 hours.
Sincerely,
Vicky Busch
Words Work Consultant

Employer Survey
Name of business _________________________________________
Address ________________________________________________
Phone ________________________
Name of person completing this survey _______________________
Title of person completing this survey ________________________
a. How many full or part-time workers over the age of 18 do you employ or
supervise? __________
b. In what area of the County of Athabasca do most employees work?
_____ Town of Athabasca
_____ Boyle
_____ Rochester
_____ Other. Please specify ________________
c. How many employees over the age of 18 do not perform the following as well as
you believe they should in order to be most effective at the job they do now?
a. Write business letters, work orders, directions, meeting notes, technical or
other reports, or other written material as part of their work? ______
b. Read and understand operating instructions, safety manuals, labels,
schedules, maps, phone directories, contracts, regulations, technical
reports, or other material they are required to read as part of their work?
______
c. Spell company products, workplace terminology, or other words
commonly used in the workplace? ______
d. Calculate percentages, discounts, late payment fees, taxes, or other work
tasks involving numbers? ______
e. Speak grammatically correct English? ______
d. How many employees over the age of 18 are limited in how far they will advance
here because of their level of reading or writing skills? ______
e. How many employees over the age of 18 are limited in how far they will advance
here because of their level of math skills?______
f. Once hired, what percent of employees over the age of 18 would you estimate do
not remain employed here for as long as they would like because their reading or
writing skills are insufficient for the job? ______ %

g. Once hired, what percent of employees over the age of 18 would you estimate do
not remain employed here for as long as they would like because their math skills
are insufficient for the job? ______ %
h. We know that everyone can benefit from improving reading, writing and
mathematical abilities. However, the following question is intended to determine
the number of employees for whom a literacy program would be particularly
beneficial:
How many current employees over the age of 18 do you feel should upgrade their
skills in reading, writing, or working with numbers in order to be more effective
at work? ______

Thank you for completing this Words Work literacy survey.
Please return this page within 48 hours in the enclosed prepaid envelope.
If you have any questions at all, please call Vicky Busch at 675-5864.

Cover letter, Agency Survey

Enclosed is a survey being conducted by Words Work Adult Literacy Program in order to
help them determine literacy needs in the area.
As you can see, the survey is very brief, but it does require careful consideration. You
will have to spend some time thinking back to individual clients you've come into contact
with in the past year and estimate the actual number you believe may have difficulty with
everyday tasks involving reading, writing, or working with numbers.
Question number 3 will also require some time as you reflect on individual clients you've
been involved with over the past year. Of those clients, you are asked to count how many
you feel would benefit from a literacy program.
This questionnaire has been reviewed by the Words Work board to ensure that it
complies with the Words Work ethical review process. The use and disclosure of
information will be only as provided for by Alberta's Freedom of Information and
Protection of Privacy Act. The final report, reporting .only aggregate data, will be
available to the public upon request.
We very much appreciate your time and careful consideration in completing this short
survey. Please return the completed survey within the next 48 hours.
Sincerely,

Vicky Busch
Words Work consultant

Agency Survey
Name of agency _________________________________________
Address ________________________________________________
Phone __________________________
Name of person completing this survey _______________________
Title of person completing this survey ________________________

1. How many different clients between the ages of 18 and 65 do you serve each
year/month/day*? ______
2. Of these clients between the ages of 18 and 65, how many do you believe have
difficulty with the following:
a. Writing and spelling involved in daily activities such as writing letters,
shopping lists, notes to teachers, or cheques, or completing forms? ______
b. Reading and understanding grocery labels, recipes, correspondence,
bills, medicine dosages, children's report cards, schedules, menus,
advertising, newspapers, and other reading typically involved in everyday
tasks? ______
c. Working with numbers involved in daily tasks such as calculating GST,
banking, counting change, adding up a bill?
d. Using spoken language that is appropriate in various situations?
3. How many of these clients between the ages of 18 and 65 do you feel would
benefit from a program designed to increase their skills in reading, writing, or
arithmetic? ______

Thank you for completing this Words Work literacy survey.
Please return this page within 48 hours in the enclosed prepaid envelope.
If you have any questions at all, please call Vicky Busch at 675-5864.

Cover letter, Seniors Survey

Enclosed is a survey being conducted by Words Work Adult Literacy Program in order to
help them determine literacy needs in the area.
As you can see, the survey is very brief, but it does require careful consideration. You
will have to spend some time thinking of individual customers, clients, or patients you
see in a typical day and estimating the actual number over the age of 65 whom you come
into contact with in a typical day.
In question 2, you will need to spend time some thinking about individuals over the age
of 65 with whom you come into contact and estimating what percentage you believe may
have difficulties with everyday tasks involving reading, writing, or arithmetic.
Please keep in mind that the question asks you not to include those whom you know have
a chronic medical condition that affects their ability to read, write, and work with
numbers.
This questionnaire has been reviewed by the Words Work board to ensure that it
complies with the Words Work ethical review process. The final report, reporting only
aggregate data, will be available to the public upon request. The use and disclosure of the
information will be only as provided for by Alberta's Freedom of Information and
Protection of Privacy Act.
I very much appreciate your time and careful consideration in completing this survey.
Please return the completed survey within the next 48 hours.
Sincerely,

Vicky Busch
Words Work consultant

Seniors' Survey
Name of agency, business, or group ___________________________
Address ________________________________________________
Phone __________________________
Name of person completing this survey _______________________
Title of person completing this survey ________________________

1. How many customers or clients over the age of 65 do you come into contact with
in a typical day? _______
2. What percentage of these individuals would you estimate have difficulty with
the following daily tasks? Please do not include individuals whom you know have
a serious medical condition such as Alzheimer that would impair their ability in
the following areas:
a. Writing and spelling involved in daily activities such as writing letters,
shopping lists, or cheques; or completing forms? ____ %
b. Reading and understanding grocery labels, recipes, medicine dosages,
schedules, menus, advertising, newspapers, and other reading typically
involved in everyday tasks? ____ %
c. Using basic arithmetic involved in daily tasks such as banking, counting
change, adding up a bill? ____ %
d. Understanding and speaking basic spoken English in daily situations,
such as instructions regarding medication; basic explanations of medical
conditions, financial affairs, or directions? ____ %

Appendix B-Respondents
Respondents work in the Town of Athabasca, unless a different town name is indicated in
italics

Employer Survey
1. Owner, Country Clothesline drycleaners
2. Manager, Athabasca Super A
3. Manager, Home Hardware
4. Manager, SAAN clothing store
5. Manager, Best Western Athabasca Inn
6. Municipal Manager, Town of Athabasca
7. President, McLeans Electric
8. Foreman, Landing Transport
9. Owner, Value Drug Mart
10. Director, Facilities, Athabasca University
11. General Manager, Boyle Co-operative Association, Boyle
12. Owner, Doug's Super A, Boyle
13. Assistant Manager, United Farmers of Alberta Supply Store
14. County Manager, County of Athabasca
15. Customer Service Manager, CIBC
16. General Manager, Athabasca Insurance
17. Outside Services Superintendent, Town of Athabasca
18. Acting Director, Whispering Hills Daycare
19. Owner, Sparkles Car Wash
20. Regional Director, Nova Gas Transmissions
21. Customer Service Manager, CIBC, Boyle

Agency Survey
1. Life Skills Community Worker, Family and Community Support Services
2. Mental Health Therapist, Mental Health
3. Sergeant, RCMP
4. Therapist, Mental Health
5. Women's Outreach Worker, Family and Community Support Services
6. Family School Liaison Programmer, Family and Community Support Services
7. Outreach Worker, Mental Health
8. Addictions Counsellor, Alberta Alcohol and Drug Abuse Commission
9. Career Counsellor, Portage College (Alberta Vocational College)
10. Director, Native Friendship Centre
11. UI/SFI Case Worker, Family and Employment Support Services
12. SFI Case Worker, Family and Employment Support Services
13. UI/SFI Case Worker, Family and Employment Support Services

Seniors Survey
1. Receptionist, Family and Community Support Services
2. Clergy, Bethany Mennonite Church, Smith
3. Clergy, United Church
4. Clergy Baptist Church
5. Clergy, United Reform Church
6. Clergy, Anglican Church
7. Clergy, Missionary Church
8. Social worker-nurse, Athabasca Health Services
9. Home-care nurse Athabasca Health Services, Boyle
10. Nurse, Community Care
11. Nurse, Community Care
12. Cashier, Buy Low Foods
13. Cashier, Buy Low Foods
14. Admitting Clerk, Athabasca Health Care Centre (hospital)
15. Taxroll Clerk, County of Athabasca
16. Optometrist
17. Drivers License Tester, Athabasca Registries
18. Dentist
19. Admitting Officer, Boyle Health Care Centre (hospital), Boyle
20. Manager, Pleasant Valley Lodge
21. Customer Service Representative, CIBC, Boyle
22. Manager, Wildrose Villa, Boyle

Appendix D

A Grant Application to
Athabasca Regional Community Development Society
To Assist In the Implementation of
"The Athabasca Learning Centre"

Submitted by
Words Work (Athabasca Region Adult Basic Literacy Program)

July 21, 1998

1.

Detailed Description of the Project

SEE ATTACHED
Appendix A (proposal) was
attached - Objectives only.

2.

Detailed Budget

This grant application is one of several funding sources in support of the project. Funds
are being sought from National Literacy Secretariat (NLS) and Alberta Literacy
Foundation (ALF). In addition, in-kind contributions by Words Work and contributions
from the community will complete the resources required. This grant application is
specifically for funds to supplement capital requirements needed for the centre.
The following represents the complete two-year budget for the Athabasca Learning
Centre with the portion associated with this grant request highlighted.

Two-Year Budget
Description
FUNDING SOURCES

In-kind contribution
By Words Work

$37,000 (1)

In-Kind Contribution by community

$10,000 (2)

Funds from NLS

$85,000 (3)

Funds from ALF

$2,000 (4)

Funds Requested from
ARCDS

$13,000 (5)

- did not receive - conducted needs
assessment anyway. Raised In-Kind for
WW to 12,000

$147,000

TOTAL FUNDING
(2YR)
PROJECT COSTS

Salaries

$114,000(6)

Project wages

$ 2,000 (7)

Rent

$ 6,000 (8)

Communications

$ 2,000

Supplies

$ 5,000

Travel and PD

$ 5,000

Capital

$13,000 (9)

TOTAL COST (2YR)

$147,000

Notes
1 Words Work will contribute its total operating budget (pending motion by board)
2 Funding for Learning Centre implementation (pending formal approval)
3 Pending acceptance of attached proposal
4 Proposal for needs assessment funding
5 ARDC funding for capital- see attached
6 Salaries for personnel for Learning Centre
7 Project development wages
8 Learning Centre Accommodation
9 Two computers, laser printer, fax machine, photocopier

3.

Matching Requirements
•
•
•
•
•

Words Work will approve in-kind contribution at its September board meeting
(already approved in principle)
Alberta Vocational College has offered space as an in-kind contribution (to be
approved in September)
Family and Community Support Services has offered staffing assistance for
family literacy courses (pending board approval)
Athabasca University will continue its in-kind support in terms of computer
support, resource support, etc.
The attached National Literacy Secretariat proposal has passed the initial
"concept approval" stage

4.

Words Work is a non-profit, community-based group registered under the
Societies Act. We provide a community service representing the Athabasca
County. The offers of in-kind contribution by the community indicate the
enthusiasm and support for this Learning Centre. Several agencies are anxious to
refer clients to the centre.

5.

Attached evidence of registration number under the Societies Act

6.

N/A

7.

Funding to supplement the capital equipment does not fall within the purview of
other funding sources.

8.

See number 4 and attached proposal to NLS.

9.

N/A

10.

Letters of support and motions to follow. Feel free to contact Alan Taylor, FCSS
Athabasca/Boyle 675-2623; Bev Parker, Family and Community Employment
Services 675~3861; Jim Critchley, A VC (Winnifred Stewart Campus, Edmonton
422-9061); Maxine Boisvert, Native Friendship Centre 675-3086; Vince Foster,
student and board member 675-6376.

11.

Attached list of Words Work Board

12.

Motion by Words Work Board attached

13.

Attached

List of Attachments
1.
2.
3.
4.
5.
6.

Capital cost estimates
NLS proposal
Words Work operating budget
Words Work Registration
List of Words Work board members
Words Work motion in support of project

Pat Miller

PO Box 1859,
Athabasca, AB
T9S 2B5

675-4770

Rita Sequeira

4102 52 Street
Athabasca, AB
T9S 1J1

675-2713

crseq@telusplanet.net

Florence Dobson

PO Box 1317
Athabasca, AB
T9S 2B2

675-4191 (hm)

ellisdob@telusplanet.net

Judith Hughes
Chair

PO Box 1225
Athabasca, AB
T9S

675-6447 (bus)
675-5398 (hm)

judithh@cs.athabascau.ca

Judith Van Duren

110 Lakeshore
Drive,
Island Lake, AB
T9S

675-6184 (bus)
675-5427 (hm)

judithv@cs.athabascau.ca

Vincent Foster

PO Box 63,
Colinton, AB
T0G 0R0

675-6376 (bus)
675-3299 (hm)

vincentf@athabascau.ca

Dilys Collier

PO Box 1211,
Athabasca, AB
T9S 2B1

675-5993

dilys@telusplanet.net

Sandra Craswell
Co-ordinator

2816 Cornwall Dr
Athabasca, AB
T9S 1N7

675-6110 (bus)
675-5995 (hm)

Sandra_Craswell@aaal.ab.ca

Sheet2

Words Work Adult Literacy Financial Statement Ending May 1998
Revenue

98 Proposed

16000.00

Literacy Amount

Expenses
76-48
Lit. General Expenses - 200

150.00

Professional Services - 203

14256.00

Administrative Transfer - 305

150.00

Travel & Subsistence - 211

50.00

Advertsing - 219

60.00

Tutor Training - 227

200.00

Volunteer Appreciation - 250

150.00

Conference Expenses - 251

350.00

Office Supplies - 500

500.00

Instructional Supplies - 511

134.00

Total Expenses

16000.00

ESTIMATION INCLUDES PRICES FOR THE FOLLOWING CAPITAL ITEMS:

1.

TWO COMPUTERS

$5,124.00

2.

LASER PRINTER

$1,890.00

3.

PHOTOCOPIER

$3,795.00

4.

FAX MACHINE

$ 995.00

GOODS AND SERVICES TAX

$ 826.28

TOTAL AMOUNT

$12,630.28

REQUESTED $13.000.00
THE DIFFERENCE OF $369.72 WILL PURCHASE EXTERAL FAX MODEMS
ONCE INTERNET ACCOUNTS ESTABLISHED.
- Estimates attached
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P. Fahy, Ph.D
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Evaluation Consultants
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Summary
The Athabasca Words Work program Rural Literacy Learning Centre project was initiated in
August 1999 and completed in June 2001. The project evaluation and related research was
conducted throughout that time, in consultation with Words Work and project staff and the Words
Work Board. Information for the evaluation was collected through one or more telephone and inperson interviews, meetings or mail-in surveys with learners, staff, Board members, tutors,
community representatives, referral agents and educators. The evaluators also gathered data
from reports and other documents produced by the Words Work program.
The major findings of the evaluation were as follows:
•

The Learning Centre attracted increased learner interest in the services of the Words
Work literacy program. During the first 18 months of the project, annual enrollments in the
Words Work program almost tripled.

•

The visibility and presence of the Learning Centre, in central Athabasca, accounted for
the increase in awareness and usage of the Words Work program's services.

•

During the Learning Centre project, Words Work attracted and provided tutoring services
for more ESL learners than in previous years. The ESL learners typically had higher
levels of previous education than other learners.

•

The main form of learner participation during the project was learning with a tutor, similar
to before the project started. Some learners joined in activities promoted during the
project, including a locally organized learner conference and attending a provincial
literacy conference. One learner continued to serve on the Words Work Board. Additional
opportunities for learner involvement were being developed toward the end of the project,
such as learner involvement in the year end celebration. Staff suggested that as some
learners met others at the Learning Centre, they became interested in socializing.

•

Referrals to the Words Work program from community agencies, and from workplaces,
increased during the course of the project.

•

The location of the Learning Centre in central Athabasca was an asset, but night time
access was a problem for some. If the Learning Centre moves from its current location, it
was suggested that factors (besides cost) of access, security and visibility within the
community be emphasized in the choice of any new location.

•

The number of tutors in the Words Work program rose during the course of the project.
While more tutors were needed, recruitment was regarded as healthy, assisted by the
visibility of the Learning Centre.

•

The project demonstrated that a community learning centre requires resources to create
an image in the first place, and to sustain community interest by timely provision of
needed services. The Words Work coordinators and project directors donated time to
assure the project would be successful. They also flexibly reallocated their time to
priorities. The lessons learned from these experiences should assist other rural
communities to develop effective centres and services.

Athabasca Words Work Literacy Learning Centre
Project
Final Evaluation and Research Report
May 2001
P. Fahy, Ph.D
M. Norton, Ph.D.

Introduction
The Athabasca Words Work program Rural Literacy Learning Centre project was initiated in
August 1999 and completed in June 2001. The evaluators were contracted in August 1999. In
consultation with the project director and Board, an evaluation and research plan was developed
and approved on October 20, 1999. The principal purposes of the evaluation and research were
to:

a. Assess the degree to which project goals are met.
b. Provide ongoing feedback for the director and Board to use in making decisions.
c. Research whether and how the Learning Centre increases participation of learners,
volunteers and community agencies in the literacy effort, and to research whether and
how participation benefits learners, volunteers and community agencies.
Information gathering activities began informally in August 1999, and continued until May 200 I. In
June 2000, an Interim Report was provided to the Board, and meetings were held with the Board
in autumn 2000, to clarify elements of that report. A visioning session was also held with the
Board in December 2000, to help plan for the continuation of the Learning Centre in some form
beyond June 200 I. This final report contains data and observations to May 2001.
While it was not possible to evaluate fully the benefits of participation for learners and tutors
during the project, some indications of the value of the Learning Centre to student and tutor
participants was obtained. A survey of learner satisfaction, administered by the Words Work
coordinator, and a survey of tutors showed that participation was valued. The learner survey
provided the coordinator and the project director with ideas for improving the experience for
participants, such as a year-end celebration for learners as well as tutors.
It should be noted that there was a staffing change during the course of the project, due to the
first project director's moving. The Words Work program coordinator assumed the role of director,
while the former director was contracted to facilitate the study circle and complete the project
Handbook. A new person was contracted to fill the program coordinator role. Although these
changes did not affect the overall project directly, time was needed to orient the staff to their new
roles.

Project goals
The goals of the Learning Centre project were:

a. To document and evaluate development of a literacy Learning Centre to serve the
Athabasca community and region.

b. To develop local strategies to sustain such a Learning Centre.
c. To research whether and how the Learning Centre increases participation of learners,
volunteers, and community agencies in the literacy effort and to research whether and
how participation benefits learners, volunteers, and community agencies.
d. To develop and link with a study circle of rural literacy coordinators to share information
about and critically reflect on rural literacy practices and alternatives.

Evaluation factors
The following factors were identified to guide the evaluation process.

1.
2.
3.
4.
5.

Concepts, types and benefits of participation and interaction within the project
Measures of isolation and socialization
Perceptions of resource availability, adequacy
Perceived accessibility and appeal of the Learning Centre and its programming
Numbers and sources of agency referrals, views of agencies regarding the Learning
Centre
6. Community awareness in the town of Athabasca and surrounding area
7. Tutor support and supervision
8. Handbook development, review by intended audience
9. Project development
10. The role of stakeholders in direction setting for the project

Gathering information
The following methods were used to gather information for the evaluation.
•
•
•
•
•
•
•
•

Conversations and interviews with the Project Director and Words Work Coordinator.
Collection and review of relevant documents and records.
Observation of and participation in activities within the Learning Centre.
Telephone and face-to-face interviews and consultations with Board members, as a
group and individually
Telephone interviews with representatives of community agencies and donors.
Face-to-face group interviews with tutors and potential tutors.
Mail-in survey of tutors.
Face-to-face group interviews with learners who were enrolled at the time of the
interview.

What was learned
The following discussion is organized according to the evaluation factors listed above.

1.

Concepts, types and benefits of participation and interaction within the project

Previous research about learner participation in literacy programs provided a framework to gather
and analyse information about participation during the Learning Centre project. Researchers (1)
have noted a range of ways that learners participate in literacy programs, including:
•
•
•
•

enrollment in the program
involvement in learning (e.g., setting directions, choosing materials and methods,
bringing in materials, applying learning)
involvement in the program (setting program directions, assisting with program
operations, helping other learners)
involvement in the community

Researchers have also found a range of benefits for learners who participate actively in
programs, including:
•
•
•
•

increased literacy (changes in reading /writing skills and practices)
increased self-esteem and confidence
increased ability to speak up with confidence that they would be listened to
increased well-being

Although previous research has focused on learner participation, during the Learning Centre
project it provided a framework to examine participation of learners and volunteers.

1.1 Learner participation
1.1.1 Enrollment and attendance
An increase in learner enrollments was the criterion of success which was hoped for most by
those consulted at the start of the project and continued to be the most-commonly reported
concept of participation. At the start, various figures were mentioned as a target number of tutorlearner pairings. A comparison of enrollments before the project started with those during the
project shows a steady increase from 12 in 1998 to 28 in 2000.

1 Carnpbell, P. (1994). Participatory literacy practices: Exploring social identity and relations. Adult Basic Education. 6, 127-142.
Jurmo, P. (1989). History in the making: The cas e of participatory literacy education. In A. Fingeret & P. Jurmo (Eds.),
Participatory Literacy Education (pp. 17-28). San Francisco: Jossey Bass.
Gaber-Katz, E., & Watson, G. (1991). The land that we dream of. A participatory study of community-based literacy. Toronto:
Ontario Institute for Studies in Education.
Home, T. (1998.) Learning for our health. Outcomes for women in a participatory literacy and health program. Edmonton, AB. The
Learning Centre Literacy Association.

The following table shows participation levels in the Words Work program for the period 1996 2000.
Table 1: Historical levels of student and tutor participation

Significant or interesting trends from Table 1 include the following:
•

The total number of learners and the number of new learners rose in each of the two
years of the project, from 12 (5 new) in the year previous to the project's commencement
(1998-99), to 28 (22 new) in 2000-01.

•

The total number of ESL learners using program resources rose during the project,
although the percentage of ESL learners remained about the same.

•

The number and percentage of learners considered to have completed the program rose
dramatically.

•

It appeared that total hours of learner participation and average hours of learner
participation declined from 1998. This may reflect a difference in how totals were
calculated, as prior to the project they may have been estimated. As well, prior to the
project, the majority of learners had long term involvement with Words Work. During the
project, some learners had goals which could be achieved in 2-3 months and some
participated on a drop-in basis.

The following table describes the demand for services and disposition of referrals in 1999 - 2000,
and 2000 - 2001:
Table 2: Learner enrollment status
Status

Sept. 1999 –
June 2000*

Sept. 2000 – Jan.
24, 2001*

Current learners

13

20

Completed, discontinued

11

2

Referred to other agencies, resources

7

1

Assessed or referred, but discontinued

5

0

Outstanding inquiries currently being followed-up

3

0

TOTAL

39

23

*As of June 9, 2000. Some learners approached the program after this date, and were part of 2000-200 I activity.
**Data reflects first half of the year only.

In regard to Table 2, the following should also be noted:
•

Learners who sought the services of Words Work included those who were matched with
or assisted by volunteer tutors, and others who chose to attend during times when they
were tutored by staff, either on a regular or drop-in basis.

•

Some learners from Portage College (which shares facilities on the same floor of the
building) dropped-in to the Learning Centre for assistance with classwork. These
requests were usually accommodated by Learning Centre staff as "drop in."

Project developments that affected enrollment
During the first year it became apparent that available resources at the Learning Centre would
permit enrollments to increase, but that a number of factors would potentially affect the extent of
program growth. (See also evaluation factor 3, resource availability.)
Although access to the Words Work program was never actually capped or limited, the factors
which emerged during the project which could affect the capacity of the Learning Centre included:
•

The number of drop-in learners. The program was advertised that it welcomed drop-ins,
but if large numbers of learners were to take advantage of this option the coordinator's
time would be heavily committed to tutoring, and other tasks - especially tutor support would be affected.

•

Demand from Portage College learners. Like other drop-ins, these learners could come
for assistance during the day, without prior appointments

•

Availability of tutors to work with learners during the day. As explained later in this report,
throughout the term of the project most tutors were employed and were unavailable for
daytime tutoring and other activities. This was why responsibility for much tutoring during
daytime hours fell to the Words Work coordinator and the project director.

•

Requirements of tutors for support. This was a key variable affecting how the Words
Work coordinator arranged her time. When tutors were new to the program, she was
required to expend more time supporting them; more experienced tutors required less
support.

•

The ability of the Learning Centre to establish a balance between resources (especially
tutor availability) and demand. The Learning Centre was originally seen as a community
resource, which should be open and available for various kinds of access throughout the
week. The problem with this concept is that it requires resources (space, quiet, materials,
tutors) to be available when learners ask for them. Experience demonstrated in this
project that, while open access is a worthy ideal, the demands it places on all the
resources mentioned above can be unrealistic.

Who enrolled: previous schooling and occupation
Table 3 provides an historical overview of learners' educational background, occupation and
reasons for enrolling.
Table 3: Learners' previous schooling, occupations and reasons for enrolling
00-01

99-00

98-99

97-98

96-97

Totals

- None
- 1-3

0
1

0
0

0
1

0
1

0
2

0
4

- 4-6
- 7-9

0
6

0
7

3

0
7

3
2

3
25

- 10+
- Special ed.
Occupation

18
3

7
1

11
*

5
*

3
*

44
4

- Employed

Schooling

11

8

6

9

4

38

- Unemployed
- Homemaker
- Student

3
7
6

1
0
9

2
3
2

0
3
1

3
1
1

9
4
19

- Other
Reason for enrolling

1

1

2

0

1

5

- Employ ment
- Education
- Personal

10

2

7

3

8

30

9
9

9
8

4
1

3
7

0
2

25
27

*data not available.

Although total numbers of learners increased during the Learning Centre project, learners who
enrolled before and after the project began had similar ranges of schooling backgrounds. It is
important to note the proportion of learners who already possessed significant levels of previous
education. The modal level was grade 10 or higher, and the next highest was grades 7 - 9. In
part, this reflects the involvement of ESL learners who had completed higher levels of school but

whose English language / literacy skills are at a lower levels. As well, some English speaking
learners have grade nine or ten but are working on a particular skill, such spelling.
A challenge during the project was to respond to those who requested assistance, while assuring
that the needs of those with the lowest levels of previous education - those most in need of its
services - were also effectively addressed. It is unclear whether similar demands for and patterns
of service have been experienced elsewhere; comparison with client information and enrollment
trends in other literacy programs in Alberta would be interesting in relation to this finding.
Throughout the project, Words Work continued to respond to expressed needs and requests for
assistance from sources such as Blue Heron and the Native Friendship Centre. At the time of
reporting, there were discussions with Blue Heron regarding a "writing clinic" to be provided in fall
2001, while the Native Centre had requested direct tutorial assistance for "at-risk" students
currently enrolled in the local high school. (No decisions had been made about either request.) As
well, Books for Babies, a program offered during the Learning Centre project, led to enrollment by
three adults with lower level literacy skills (these enrollments are not reflected in Tables 1-3 as
they occurred after the Table information was compiled.)
The percentage of learners who were employed (39-44%) decreased after the project started,
compared to the percentage employed beforehand (40-69%). However, this reflects the increase
in percentage of participants who identified themselves as students. The Learning Centre's
proximity to Portage College and the possibility for Portage students to drop in for assistance
accounted for this increase.
Historically, as indicated in Table 3, reasons for attending Words Work have included
employment preparation, education and personal reasons. There was a decrease in percentage
of learners with employment related goals in the first year of the project, but this increased in the
second.

1.1.2 Participation in learning
The eight learners who responded to a satisfaction survey initiated by the Words Work
coordinator (see Appendix A) indicated that they had a say in setting their learning goals and that
they were achieving these goals. Most also reported that their lessons related to their learning
goals. It was not possible to compare these learners' experiences with those of learners involved
in Words Work prior to the project.. However, because Words Work has historically encouraged a
learner centred approach, the current learners' experiences may be as much a reflection of a
consistent program philosophy, as a result of participation in the Learning Center project itself.

1.1.3 Participation in the program
At the start of the project, it had been proposed that a learner group would be established, or that
learners would be involved in a project advisory group. The coordinator approached four learners
about serving on such a group, but none felt able to do that. The Board decided not to pursue
forming a learner advisory group. It was felt that learners had sufficient representation and input
through the learner representative on the Board and regular contacts with the evaluators.
Other forms of learner participation were identified at the start of the project, including being an
advocate for the program and learning and social groups. Two learner participants and the
learner representative on the Words Work Board attended the 2000 Provincial Literacy
Conference in Calgary. As a future priority, learner activities were identified by the Board at the
December 2000 visioning session; there is potential for collaboration in this area with the Alberta
Association for Adult Literacy (AAAL). The Board did decide to extend the 2001 year end program

celebration to include learners. This was in response to an interest in social events expressed by
learners in an AAAL survey that was distributed through Words Work. Project staff suggested that
as some learners met others at the Learning Centre, they became interested in socializing.
In summary, enrollment in the program and setting directions for their learning were the main
forms of learner participation during the Learning Centre project. Other forms of participation were
starting to develop towards the end of the project. Given that most learners are employed, are
students in another program or are homemakers, they may have limited time to participate in
addition to attending tutoring sessions.

1.1.4 Benefits of participation for learners
Near the start of the Learning Centre project, agency staff who had referred learners noted
increased confidence in these learners and that learners had been helped to set goals and
directions. Other information gathering about benefits of participation for learners was limited.
Because the largest increase in enrollment was in the later part of the project, a number of
learners had been in the project for a short time when the evaluation was being completed.
Meanwhile, other learners had completed their program.
The eight learners who completed the satisfaction survey (Appendix A) reported that they were
achieving their learning goals. As suggested earlier, these benefits may be a reflection of being in
the Words Work program rather than a direct result of the Learning Centre project. In future, this
survey could ask learners for examples of what they are learning and how they using what they
learn. For instance, a tutor who completed the tutor survey noted that a learner had gained
employment and was able to carry out tasks in the community with confidence. As suggested
earlier, these benefits may be a reflection of being in the Words Work program rather than a
direct result of the Learning Centre project.

1.2 Volunteer participation
1.2.1 Volunteering and tutoring
At the start of the project, it was anticipated that volunteers might be recruited for a variety of
roles, including tutoring. While volunteers at a February 2000 workshop were primarily interested
in tutoring, they thought that the range of volunteer roles should be promoted. However, tutoring
was the main form of volunteer involvement during the project.
As noted in Table 1, tutor enrollment during the project did not increase at the same rate as
learner enrollment and the total number of hours spent tutoring declined. As discussed earlier,
tutor recruitment and training was limited by available staff time, especially in the first year of the
project. Tutor enrollments increased from 11 to 18 in the later part of the project. Six of the ten
tutors who returned surveys indicated they had joined the program either in the spring or fall,
2000.
All of the volunteers who responded to the survey of tutors had tutored one or more learners,
although two were not currently tutoring. Most of the tutors allocated 8 or more hours a month to
tutoring.
Recruiting volunteers
The volunteers who met in February 2000 felt that other potential volunteers in the community
could be drawn to the program by presentations and information sessions (such as at the annual
Trade Fair, at which several of these individuals had first heard of the Learning Centre and the

Words Work program). Unfortunately, the Trade Fair in 2000 was not well attended, and so did
not prove to be an effective recruitment event. The next Fair, in April 2001, was to be used as a
recruiting event for tutors. Given that the greatest source of tutors was traditionally "word of
mouth," it was recommended that tutors be asked to approach friends who might be interested in
volunteering. Indeed, half of the tutors who responded to the tutor survey said they had learned
about the program by word of mouth; three had learned of it from a brochure.
Table 4 shows how tutors historically learned about Word Work and its need for volunteers.
Table 4: How tutors learned about the Words Work program
1996

1997

1998

1999

2000

Word of mouth

6

6

13

11

18

Newspaper

4

1

Referral agency
Other programs

2

Info. Booth

3

Who volunteered: Occupations and expectations
The occupations of tutors over five years were is shown below. It was significant for the hours of
operation of the Learning Centre, and for matching tutors with student who were available only
during the day, that the majority of the tutors are employed.
Table 5: Tutors' occupations
Occupations
Employed
Homemaker
Student
Retired
Unemployed
Total

1996
5
1
1
3
0
10

1997
8
1
0
1
0
10

1998
10
0
0
2
0
12

1999
5
1
1
2
0
9

2000
11
0
0
3
4
18

The majority of tutors who responded to the tutor survey indicated that teaching and/or helping
others were the main reasons for volunteering in the program. Three tutors said they wanted to
get involved and meet people and one also noted a desire for mental stimulation.

1.2.2 Participation in the program
Responses to the tutor survey indicate that a number of tutors are actively involved in program
activities. All of the tutors who responded to the tutor survey indicated that they had attended one
or more tutor workshops, currently and in the past. One tutor also indicated that she had attended
a workshop in Edmonton and another reported attending a provincial conference.

Nine of the tutors said they attended social events. However, most tutors did not use the Learning
Centre for tutoring sessions. (See also, resource availability.)
Three tutors indicated that they had served or were currently serving on the Board of Directors.
One noted that she had organized a learner conference and another had planned and presented
part of a tutor workshop. Hours for additional participation ranged from 2 to 8 per month, although
preparing for the tutor workshop took considerably more time (20-40 hours).

1.2.3 Benefits to volunteering
At the February 2000 meeting, volunteers were asked what they expected from their
involvement,. The main reply was the satisfaction of seeing motivated individuals learn. In
responses to the tutor survey, four volunteers reported that observing others learn was a benefit
of volunteering, and two said they benefited by helping others. These benefits also reflect tutors'
reasons for enrolling.
Other benefits noted included mental stimulation or having a purpose (2) and developing skills for
tutoring and meetings (I). One volunteer noted that she now felt able to pursue a teaching career.
Four tutors indicated they had benefited by making new friends. This suggests that opportunities
to meet people are important for at least some tutors.

2. Measures of isolation and socialization
Isolation was a challenge in the Words Work program before the Learning Centre was initiated.
The Learning Centre was seen as addressing a need for a neutral meeting ground free from
home distractions, and where learners felt comfortable. The Learning Centre is also seen as
providing central access to staff and materials.
One representative of an organization suggested that the Learning Centre could be seen as a
community gathering place for various learning. This could reduce the stigma sometimes
attached to attending a literacy program. Overall, reducing the stigma related to literacy was seen
as a major accomplishment of the project.
Although the Learning Centre increased visibility, tutors and learners for the most part did not
meet there. Seven of the ten tutors who responded to the tutor survey said they did not meet at
the Learning Centre. Six tutors indicated that they met in the learner's or tutor's home. Since most
tutors were employed, they needed to meet at hours when the Learning Centre was not open.
Finding a location for evening tutoring and planning, and how to staff the evening hours, were
identified as priorities at the December, 2000 visioning session.
Four of the learners who completed the satisfaction survey did say they used the Learning Centre
daily, once a week, regularly or frequently, respectively. Two others had been to the Learning
Centre twice. Learners reported that they used the Learning Centre for meetings with tutors, to
read and study, to find learning resources or to schedule meetings.
During the initial period of the startup of the project, numbers of participants in various types of
Learning Centre activities were reported. These figures are based on reports from the program
coordinator and the project director. The following table shows the pattern of usage of the
Learning Centre for the period September 2000 to January 200I.

Table 6: Counts and types of learner and public participation at the Learning Centre
Month
September
October
November
December
January, 2000
February
March
April
May
June *
September
October
November
December
January, 2001**

Drop-in
0
6
3
1
2
1
7
3
6
3
2
0
3
3
1

Inquiry
4
7
2
3
5
8
6
1
6
3
13
3
7
3
2

Meeting
1
1
0
9
9
6
13
6
14
3
23
21
24
17
15

*As of June 9, 2000.
**As of January 24,2001.
*** Meetings included initial meetings with learners and tutors, tutor workshops, Board meetings and
other meetings.

In follow-up interviews, some community agency representatives reiterated the importance of the
Learning Centre's central location and proximity to Portage College and Alberta Human
Resources. A priority of the visioning session was to determine whether this location would be
available after June 2001, and investigate additional options for locations. The three main criteria
for locations are alignment with other agencies, downtown location, and cost.

3. Perceptions of resource availability, adequacy
Throughout the program, the Words Work coordinators occasionally tutored learners from specific
agencies. The time spent by the coordinator tutoring these learners is reflected in Tables 2 and 3.
However, coordinator time was required for various tasks, including administration, recruitment of
learners and recruitment and support of tutors, liaison with employers, agencies and other
sources of learners and resources, and record keeping and reporting. For a time during the
project, both the coordinator and the director worked unpaid hours to assure basic administrative
duties were performed.
The question was raised of how may clients (learners) the Learning Centre approach could
accommodate without provision of additional paid time for staff to perform essential tasks. At a
meeting in December 2000, the Words Work coordinator reported that the program was
approximately at maximum numbers at that time, given the time she and the project director had
available for all the tasks demanded of them, and maintaining the one-on-one tutoring model.
The project director reported that area workplaces were not actively approached about referrals
because of time constraints. Nevertheless, it should be noted that five workplace referrals were
received in the first half of 2000-2001 (Table 8, below).
The question of how to assure basic tasks are performed, while permitting project staff to respond
to and pursue opportunities, was raised during the project. Both the program coordinator and the
project director were committed to assuring the success of the project, and worked tirelessly to

achieve that objective, but both reported problems attending to all that was expected of them.
This question clearly continues to be a major one.
At the Board visioning session in December, 2000, there were discussions about group learning
or classes as a way to expand service availability, and as a means of freeing the coordinator and
director from routine tutoring responsibilities. If drop-ins had increased, as discussed above, this
option might have become necessary to meet the demand, despite the stated preference of the
learners themselves for one-on-one instruction (the tutoring model). More is said about this
possibility below.

4. Perceived accessibility, appeal of the Learning Centre and its programs
Learners who responded to the satisfaction survey responded positively to the question about
whether they found the Learning Centre safe and comfortable.
As noted under factor 2, during the day the Learning Centre was seen as addressing the need for
neutral meeting ground that is free from home distractions, and where learners felt welcome and
comfortable. The Learning Centre was also seen as providing central, ready access to staff and
materials. The Learning Centre provided the Words Work program with a permanent, visible and
stable image in the community, and was thus thought to be an essential continuing aspect of
Words Work.

4.1 Centre hours
A question early in the project was whether to schedule appointments or to encourage drop-in
attendance. As well, a concern was expressed that the Learning Centre establish a schedule of
hours and post it. The following schedule was initially adopted.
Table 7: Hours of operation, September 1999 to December 2000
Monday

Tuesday

Wednesday

Thursday

Friday

Scheduled
appointments

Open for drop-ins,
9:00 - 4:00

Open for drop-ins,
9:00 - 4:00

Open for drop-ins,
1:00 - 4:00

Scheduled
appointments

In the fall of 1999 it became apparent that assistance would be needed to keep the Learning
Centre open more hours. The project director therefore began to spend time at the desk in the
Learning Centre, averaging four hours per week in the period October to December, 1999. In
January 2000 the schedule for the Learning Centre was changed to formalize the fact that the
director would work in the Learning on Wednesday afternoons. This schedule continued in 2000 2001.
This unforeseen use of the director's time required her to change her priorities, as noted above.
Some administrative tasks were deferred, or hours worked were increased in some weeks.
Included among the deferred objectives throughout the project were liaison with employers about
employee referrals, and (in 1999- 2000) initiation of the Study Circle element of the project. The
director recommended that the additional required hours be reflected in budget estimates for
ongoing operations, and this matter was accepted for consideration by the Board at the visioning
session in December 2000.

4.2 Potential need for other locations
The Learning Centre was not the only location for tutoring or programming. Some pairs met
elsewhere in town, and outside of the town of Athabasca.
The need was seen for alternative meeting places, other than the Learning Centre, for evening
and non- daytime meetings. The Learning Centre location was not viewed by some as a secure
or comfortable for evening use (when most of the building is closed), due to isolation and the
presence of a bar downstairs. (Some were given a key, and did meet successfully at the Learning
Centre in the evenings, however.) The library and other community locations were discussed, and
the director and coordinator investigated their availability for evening use. This question is to be
resolved by June 2001.

5.

Number and sources of agency referrals, views of agencies regarding the
Centre

Sources of referrals to the program, and understanding how learners learn of the program's
existence, were of concern in this project, as was the goal of increasing agency referrals. Table 8
shows the origins of requests to June 2000.
As indicated in Table 8, there was an increase in referrals from agencies during the year, though
agency referrals remained below personal requests. It is interesting to note that the increase in
referrals from workplaces occurred even though liaison with workplaces had been deferred due to
time constraints (see 4.1).
Table 8: Learner status report (January 1999 to June 2000): Origin of requests.
Origin of request
Personal
Family
Workplace
Referral agency
Total

1998-1999
5
0
0
1
6

1999-2000
16
3
0
5
24

Sep. 2000-Jan.2001
10
2
5
6
23

To determine changes in the views of community representatives, a second telephone interview
was conducted in early 2000 with those who had been interviewed in October 1999. The results
of those interviews indicated that community representatives were still very supportive of the
Words Work program and the Learning Centre project.
A number of contacts in the survey commented that they had not had much additional contact
with the program or the project, but that they continued to regard it favourably. Two noted that
they continued to have regular contact with Words Work staff and services. Some added that they
continued to receive the same positive feedback from the community that they had initially heard.
One agency representative noted that she refers clients to Words Work and spoke highly of the
results achieved by one of the learners referred. Another representative noted that two people
from her agency were being tutored; she also noted that she had received helpful advice about
how to help them with tasks that involved literacy. Another commented about the positive
impression gained at the Open House in 1999, and that she would refer clients as appropriate.

6. Community awareness
Increase in awareness about Words Work during the Learning Centre project and a change in
understanding of the concept of literacy were identified as indicators of success. Staff believe that
increases in all types of referrals to the project were evidence of growth in the overall profile and
visibility of the program. Feedback to the evaluators from community groups and individuals
consistently reflected high levels of community awareness of the Learning Centre.
A number of respondents, including learners and tutors, the Board and staff, commented that
there had been an increase in community awareness of the Learning Centre. This was attributed
to the fact of having a concrete location in the Learning Centre, as well as to the work of the
project director and Words Work coordinator. Respondents also noted a changing understanding
of literacy as an example of lifelong learning (rather than only addressing illiteracy) and of the
Learning Centre's role in serving a range of literacy development needs.
In follow-up interviews in early 2000, some agency representatives commented on the
coordinator's active involvement in the interagency committee and her efforts to initiate an
interagency newsletter. Her work in this regard has served to raise the profile of Words Work.
One of the representatives also commented that the Director's involvement in her agency has
provided links with local and regional resources. Although a proposed cooperative project did not
materialize, this agency representative commented that she is now much more conscious about
including literacy components in ongoing project proposals.

7. Tutor support and supervision
Participants in the February 2000 volunteer meeting commented that the day was an excellent
orientation to the Learning Centre; participants felt they understood what was expected of tutors.
One volunteer who had been tutoring noted that staff readily responded to her suggestions about
tutoring. Another confirmed this, but also said she would now benefit from some workshops on
practical tutoring skills. Those at the meeting suggested that regular meetings to share
information would be helpful. Participants also said they appreciated the staff's regular contact
with them through phone calls and newsletters. As a result of this input, regular evening "miniworkshops" were held for tutors beginning in late 2000.
An agency representative noted that the Coordinator has been sensitive to and careful about
matching tutors and learners with special needs.
The Board decided at the vision session in December 2000 to consider holding regular
social/training sessions for tutors in 2001 and beyond. This evolved, commencing in January
2001, into regular tutor meetings (at least bi-monthly) in addition to annual training.

8. Handbook development, review by intended audiences
As noted, the project director resigned her position due to a family move. She was contracted to
write the project Handbook and to facilitate the Rural Literacy Centre Study Circle.
The study circle was implemented by creating a Rural Literacy Centre folder within the "Alberta"
conference of the First Class Client conferencing system used for on-line communication in the
western Canada adult literacy field. The Study Circle was initiated on September 19, 2000, and
continued formally until January 22, 2001.
When the Learning Centre project was conceived, the development of a study circle was
proposed as a means to "link with rural literacy coordinators to share information about and

critically reflect on rural literacy practices and alternatives." When implemented, the Study Circle
was also seen as a means to obtain "input from other rural coordinators during the writing of the
handbook." To this end, rural coordinators were invited to read what the facilitator posted about a
topic, then write their thoughts and questions about the topic and how they felt it affected their
specific program/community. Seven topics were presented during the course of the Study Circle.
A review of participation in the Study Circle showed a total of 44 postings. Thirty-four of these
were posted by the facilitator and the other ten were posted by six people. However, 52 people
read some or almost all of the postings. Thus, the study circle served to share information and,
likely, to create awareness about issues related to the concept of a rural literacy centre. The
study circle was less successful in eliciting feedback related to development of the Handbook.
The Handbook itself was written during the winter, 2001. Copies were distributed to six people
including four coordinators of rural literacy programs. The coordinators provided numerous
comments which were incorporated into a revision. All of the coordinators found that there was a
lot of information, and that it was transferable.

9. Project development
Representatives of community agencies commented very positively about work being done to
develop projects. (Projects in this sense are defined as short-term collaborative efforts to address
literacy development needs within a particular context.)
Despite the potential for projects to attract positive attention, they did not prove to generate
significant amounts of revenue for the Learning Centre. In light of this, the project director
recommended to the Board at the vision session in December 2000 that projects be reconsidered
in relation to their actual and potential contribution to the future of the Learning Centre. (See
comments under sustainability.) Efforts in this area continue, but as the project nears its end
efforts will be redirected to priorities such as ongoing funding and the location of the Learning
Centre.
There were some suggestions about linking with schools, both to enhance the learning of adults
and to offer preventative programs. It was also suggested that the Learning Centre could be a
major resource for families and family literacy. This idea was considered in 2000 – 2001. The
decision was made at the visioning session in December 2000 to consider this issue and that of
family literacy in the context of the mandate review.

10. The role of stakeholders in direction setting for the project
The role and authority of Board members for the project was clarified as the project proceeded.
The Board and the advisory committee together coordinated their efforts and articulated their
roles.

10.1 Sustainability
There were various suggestions about ways to sustain the Learning Centre. Partnerships were
seen as important, including joint proposals for programs as well as collaborative fund-raising.
While some respondents felt that corporate sponsorship could be sought, one noted that this is
difficult to obtain and is usually for specific, non-operational items, and is thus an unreliable basis
for sustained programming. It is also true that working with agencies, developing proposals, etc.
requires staff time, and should be reflected in job descriptions and scheduling.

The central importance of the Learning Centre to the future of Words Work was acknowledged
and asserted by the Board at its visioning session in December 2000. The Board determined that
it would attempt to find means to continue the Learning Centre, in some form, regardless of future
additional funding. Donations would continue to be sought, and the community made aware of the
needs of the Learning Centre for additional funds to broaden and expand its programming.
A partial list of efforts made by the project directors during the course of the project to cultivate
interest in and support for the Learning Centre included:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Contact with the local MLA.
Aspen Health Services collaborative initiative.
Proposal for family literacy funding.
Contact with Family and Employment Support Services.
Contact with and services provided for Native Friendship Centre.
Request to Alberta Learning for extra funding.
Presentation to local Chamber of Commerce.
Contact with Four Winds and Associates.
Contact with Trans-Canada Trail/Native Friendship Centre HRDC project.
Offers of LAPS courses in various communities (including Athabasca and Smith).
Ongoing liaison and collaboration with Portage College.
Contact with Frontier College.
Attended Literacy and Health meeting.
Supported "Books for Babies" initiative.
Offer of Mentorship Training Workshop for FCSS.

The director continues to explore Students' Finance Board funding for group learning, and use of
Portage College ABE curriculum. Also, the possibility of an annual fund-raising campaign, with a
goal of raising $5000, was considered, with a corporate sponsor to cover printing costs. Finally,
preliminary discussions with the Community Adult Learning Centre were held regarding the
feasibility of collaborating to assure sustainability.

10.2 Factors to build on
Based on the project evaluation to date, the following are suggested as factors for the Words
Work Learning Centre and other potential centres to build on.
•
•
•
•
•
•

The involvement in and understanding of the community by both the project director and
Words Work coordinator contributed to community awareness of the Learning Centre.
A central location was a key factor in increasing the Learning Centre's visibility and
awareness of the Centre.
Opening the Learning Centre in the evening needs to be considered, in order to better
accommodate learners and tutors who cannot access the Learning Centre during the
day.
Learning Centre facilities need to accommodate staff and learners/tutors. Private space is
needed for staff to have meetings or conversations with learners and tutors while others
are in the Learning Centre.
Group learning could be considered as an alternative or complement to one-to-one
tutoring.
The profile of current learners' previous schooling, occupations and reasons for enrolling
(Table 2) contains information about educational levels of current clientele which the
Board may wish to analyze. Encouraging enrolment of learners with lower levels of
previous education could be emphasized.

•
•

It was the experience of the project director that, to date, the time required to develop
collaborative projects had not been justified by financial returns. Time for staff to seek
funding on an ongoing basis needs to be addressed in allocating staff time.
The base funding needs to maintain the Words Work program in a Learning Centre
approach are projected to be $25,000 for 3 days per week, and $35,000 for 5 days per
week operation.

Conclusion
The Athabasca community Learning Centre project produced a number of noteworthy findings,
and achieved some significant objectives.
•

The Learning Centre project showed that a central locale and a schedule of open hours
could attract increased learner interest in the program. During the first 18 months of the
project, annual enrollments in Words Work increased more than 230%, over what they
were in the last year before the project commenced.

•

The program continued to serve learners with higher levels of education. The program
provided tutoring services for ESL learners, even though they typically had higher levels
of previous education. Some other learners also had higher levels of education, but
wanted to upgrade or improving a particular skill area. The trend to serve learners with
high levels of prior education, if it were to continue, was noted as a potential concern in
relation to allocation of services.

•

Learner participation in Words Work during the Learning Centre project was clear:
besides enrollment increases, learners willingly contributed data and suggestions as part
of the evaluation, and joined in activities promoted during the project. Some of these
involved interaction with literacy programs in other parts of Alberta.

•

Referrals to the Words Work program increased because of the presence and community
perception of the Learning Centre, according to those who made the referrals. The
diligence and competence of the Words Work coordinators and Learning Centre directors
were also viewed positively, and constituted part of the Learning Centre's attraction.

•

While the location of the Learning Centre in central Athabasca was viewed as an asset,
the particular site was somewhat problematic for some users after business hours. The
Learning Centre was located adjacent to a 24-hour convenience store, and in the same
building as a pub. The building was otherwise vacant and dark after regular business
hours. The combination deterred some users, and suggested that a better location would
separate the Learning Centre from activities which would discourage some users.

•

The number of tutors involved in the program rose during the course of the project.
However, the number required to sustain the demand the program experienced was
greater still. Tutor recruitment, as well as the usual demands for ongoing training and
development, were areas of concern as the program grew.

•

Learners requested additional social events as the project proceeded. Learners
encountered each other at the Centre in the norma l course of tutoring, and these
contacts encouraged greater interest in socialization. The program responded to these
requests positively, viewing them as a sign that participants were proud of their
association with the Learning Centre, and positive about the potential for association with
each other.

•

The project demonstrated how minimally resourced Words Work was, especially in
trained personnel available to meet the various needs which the presence of the Learning
Centre engendered in the community. If more drop-in learners had demanded service
(which could have happened, if a downturn in the local economy had resulted in layoffs),
or if new tutors requiring training had come forward been attracted to the program, or if
more learners with less previous education had needed assessment - any one of these
conditions would have severely impacted the time of the project director and the program
coordinator to attend to the needs of the Learning Centre. The Learning Centre is a new
entity, and its needs for management and support - and its potentials for impact on the
learning patterns and aspirations of the community - are just beginning to be known. It is
already clear, however, that both the needs and the potentials are great.

Attachment A:

Literacy Program and Learning Centre Student
Satisfaction Survey

In January 2001, a survey was conducted of student satisfaction with the Words Work program
and the Centre components and services. Eight learners completed the survey.
Words Work Program
When you first joined the Words Work program, did you receive enough information about how
Words Work operates, and what is expected of staff, tutors, and learners?
•

Yes: 6, No: 0, Don't know: 2

Is there any additional information you would like?
•
•

What does Words Work do? Services?
No: 7.

When you first joined the program, was Words Work's policy concerning confidentiality of student
information made clear to you?
•
•

Yes: 6
Don't know: 1

Your learning Goals
You are supposed to have the chance to take part in setting your own learning goals. Were you
involved in the process of setting your own learning goals?
•
•

Yes: 7
No response: 1

Do you feel you are achieving these goals through the help you are receiving from Words Work?
•

Yes: 8

Is there anything we can do better to help you achieve your learning goals?
•
•
•

"No. Nothing comes to mind."
"Provide more materials."
No, no response: 6

Learner services and support
How satisfied are you with the following support provided to you as a learner? [A five-point Likerttype scale was used, where 1 = Not at all satisfied and 5 = Very satisfied. The average score is
reported below.]
•

Helpfulness of staff: 4.6

•
•
•
•

Helpfulness of your tutor: 5.0
Access to useful and relevant learning resources: 3.8
Lessons fit with your learning goals: 4.5
Adequate recognition for your work and progress: 4.8

Have you had the opportunity to visit or use the Words Work Learning Center?
•
•

Yes: 7
No: 1

How often have you used the Learning Center?
•
•
•
•
•
•
•

Daily: 1
Regularly: 1
Once a week: 1
Twice: 2
Once a month: 1

Frequently: 1
No response: 1

For what purpose did you use the Learning Center?
•
•
•
•
•
•

Reading and studying
Meetings
To find learning resources
To start reading and schedule time with the tutor
For weekly sessions
Tutoring sessions

Did you find the Learning Center a safe and inviting place to learn?
•

Yes: 8

Are there any changes we could make to the Learning Center to better meet your learning
needs?
•
•
•
•

"No, I'm happy with the service."
"I don't think so."
"Open more frequently for learners!"
"I'm satisfied."

Overall satisfaction
Overall, how satisfied are you with your experiences in the Words Work program? 4.8 [5-point
scale.]
Additional comments:
"Words Work workers are friendly, encouraging, concerned at times, and very helpful. I don't see
any things that need improving."
"The staff are very kind and considerate to the learner's situation."

"Everyone at the Words Work program treats me with respect. I find people in this place easy to
get along with. Keep up the good work."
"Instructors are down to earth people. They are helpful and understanding of my needs. I enjoy
having them as instructors."

I think this will be a very useful
manual for rural literacy programs.
There is a lot of very hands-on,
specific examples which can be
used not just for a “centre”, but
also for any project development,
or ongoing administration of a
literacy program. It is encouraging
as an isolated program to get a
clear, realistic picture of what is
happening in a similar program.”
“The sample documents on
proposals were the most helpful. I
don’t have a lot of experience in
proposal writing. The samples
outlined the detail and type of
information that should be
included in any proposal.”
“It was interesting to read about
some of the challenges the centre
faced, especially the hours of
operation and the number of
students that could be served.
Very pertinent information for
programs to take into
consideration for their own
centre.”
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