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INTRODUCTION

BACKGROUND

TO THE

TOOL KIT

“To make something simple…is difficult.”
Like other strategies and assessment programs that have preceded this project, the
development of this tool-kit has followed a varied evolutionary path. It has undergone
several conceptual changes and adaptations, and further revisions following the three
pilot projects.

It is important to note that the entire process has never strayed from the document,
Enhancing Program Quality: Standards for Community-Based Adult Literacy Programs,
produced for the Nova Scotia Department of Education. This document was the
beginning point and also reference point at the end. The tool-kit provides information on
all standards and often from different perspectives.
The developmental work has involved extensive consultation with literacy practitioners
throughout the province and elsewhere, document reviews, feedback from previous
projects and focus groups with educators. The Antigonish County Adult Learning
Association NLS projects, Sustainability by Evaluating and Enhancing Key Initiatives
while Navigating with Goals and Systems (SEEKINGS) and Measuring Success and
Planning for the Future (MAP) were particularly useful. The tool-kit embodies the
critical attributes suggested by the project team and others, that the tools:
§ be easy to use
§

be self directive

§

invite use, and

§

use simple language

The tools will provide a basis for Networks to determine whether their programs meet the
literacy and upgrading needs of adult Nova Scotians. Most importantly, the actual process
of using the tool-kit will result in a critical reflection on all aspects of program practice.

Background to the Tool Kit
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Early in the process a matrix was conceived that grouped the fourteen standards into five
categories. The decision makers were determined to be learners, tutors and instructors,
program administrators, network co-ordinators, and Board members. Each feature of the
various standards was then placed in a cell depending on its relevance to the standard
category and decision maker. The items in each cell became the basis for the questions
that became part of each respective tool.

THE NEED

FOR THE

TOOL KIT

§

Are we reaching those who need programs?

§

Are learners satisfied?

§

Are they learning?

§

Are we spending our time and resources appropriately?

All social programs are required to provide better explanation of their activities and
impact. How does a program know how well it is doing? These tools are intended to help
you ‘take stock’ and make your decisions about how well you are doing.
Making Your Own Decisions
Whether you are an instructor or tutor, a coordinator, or a network, you will need to make
decisions. As an instructor or tutor you will need to know whether the program is meeting
the needs of students, what resources to choose, and how best to involve the learner in the
program. As a coordinator of a network or an administrator of a program, you will need
to decide, among other things; whether a program is meeting its goals, what resources are
required, what support services are necessary, what funding is required, how to establish
priorities, and how best to meet the literacy needs of adults.
If you are a network you will need to decide how to distribute limited resources, what
sort of support services do the learners and instructors require, and what should be
included in planning documents. The central question for a network is: Are programs
meeting the literacy needs of adult learners in the most effective and efficient way? In
other words, are the programs working?
These tools are designed to help you make the decisions you are called upon to make,
whatever your role in adult literacy might be. They are simple and straightforward and
derive their content from the document entitled: Enhancing Program Quality: Standards
for Community -Based Adult Literacy Programs.

The Need for the Tool Kit
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There is an urgent need to know whether spending on educational and social
programs is making any ‘difference’. All programs that provide a service are
confronted with questions such as:
§ Is what we do really needed?

Assumptions Regarding the Tools
The assumptions underlying the development of these tools are that:
§ They provide a means of gathering information on programs.
§

The information is used for program planning and development.

§

The “Standards for Community-Based Adult Literacy Programs” provide a
basis for good practice.

§

The tools will be used in a way that respects the confidentiality guidelines of a
program.

§

They are not intended to assess individual performance of a tutor or an
instructor.

§

They are not intended to assess the curriculum as specified by the Department
of Education.

The Need for the Tool Kit
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There are also assumptions of what these tools are not:
§ The tools are not intended to assess individual performance of a learner.

BENEFITS

OF

USING

THE

TOOL KIT

Telling One’s Story
Perhaps one of the most important benefits that will come from using the tools is
information that will enable agencies and networks to “tell their story”. Good practices,
successful interventions and effective programs need to be recognized and celebrated.
Networks need to know what difference programs have made to the individuals involved
and this needs to be reported to their communities, their funders and other important
stakeholders. These tools will allow networks to do this through the availability of current
and relevant information.

As with most social programs there are minimal resources to go around and they are
stretched to the limit. The use of these decision-making tools will help to ensure that the
resources that are available are used in the best possible manner. The goal for each
network is to meet the adult literacy needs of its communities in the most efficient and
effective way. This involves making critical decisions at different levels within the
network. These tools will inform those who are called upon to establish priorities and
make critical decisions.
Monitoring Changes
The tools will also provide an informational baseline and profile of current programs so
that networks can determine whether changes that are made achie ve the desired results.
They will help a network monitor their efforts to meet the quality standards as outlined in
the document entitled: Enhancing Program Quality: Standards for Community-Based
Adult Literacy Programs.
Basis for Long-term Planning
In addition, the tools will provide information that will establish the foundation for longterm planning and on-going assessment of programs. An important aspect of such
information is that it comes from all participants; learners, tutors, instructors, agency
personnel, coordinators and administrators, and board members. Therefore, it represents
all voices that have a stake in literacy networks.
Reporting and Writing Proposals
The information from the various surveys, along with the program description and
program profile, will provide a current data source for reporting to funders and writing
proposals for special project funding. The information will also provide an historical
record as it is compiled from year to year. A great deal will be gained simply through the
process of using the ‘tools’. It will bring about a better and more common understanding
of what the programs and the network are all about.

Benefits of Using the Tool Kit
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Best Utilization of Resources

ADMINISTRATION

OF THE

TOOLS

OF THE

TOOL -KIT

The philosophy behind the tool-kit is different from other types of assessment and
measurement instruments and systems. It is not a manual in the traditional sense. The
tools are not presented in a sequential order and there is no one best way of using the
tools. Since community-based programs serve different learners with very different
needs, each program and each community is unique. In addition, programs will
address those standards that reflect their own particular situation. Therefore, it is
expected that within a network, a variety of people will use the tools for different
purposes.
It is also expected that a particular tool(s) may be selected to provide specific
information that is required, much like a carpenter or plumber would select various
tools for a specific task. As well, a network may want to adapt a tool so that it would
be more appropriate for a certain population. They may also wish to draw questions
from a tool to accommodate different strategies for gathering information such as faceto-face or telephone interviews, focus or discussion groups, or a questionnaire.
In summary, the tool-kit is flexible and serves as a means of gathering information that
will inform the decisions that need to be made. A copy of all tools and data entry
forms are included in the CD-ROM.

Use of the Tool-Kit

Administration of the Tools

USE

SCHEDULE

FOR

USE

OF

TOOLS

Tools

When

Who

Average Time Required

Program Profile

completed
immediately and
reviewed once a
year

Board or
Committee of
Board

Depending upon nature
of discussion

Program
Description

at the beginning of
a program and
reviewed annually

Coordinator

60 – 90 minutes

Indicators and
Measures of
Success

at the beginning of
a program and
reviewed annually

Coordinator

Administrator of
Program
2 – 4 hours

Administrator of
Program
Board or
Committee of
Board

Learner Survey

at the completion
of a program or
when a learner
leaves a program

All learners

30-45 minutes

Tutor /
Instructor
Survey

at the completion
of a program or
period of
instruction

All tutors and
instructors

30-75 minutes

Community
Survey

every 3 to 4 years
or as deemed
appropriate by the
network

Community
groups

20-30 minutes

Administration of the Tools

Whether all the tools are used or only selected ones, the chart below suggests the most
appropriate time to administer each tool, who would respond to the tool and the average
length of time it would take to complete each tool. The time may vary depending upon a
number of factors.

Schedule for Use of Tools

Someone should be assigned the responsibility of overseeing the administration of the
tools. The various activities are as follows:
• Inform all participants of the purpose and process of the tools.
• Secure the necessary surveys and forms.
• Ensure that learners understand that their participation is voluntary and their
responses are confidential.
• Collect all surveys, number them consecutively by program and keep them
batched according to programs.
• Arrange for the recording of survey data.
• Keep an accurate log of personal time commitment, expenses and activities,
problems and barriers encountered, responses to the use of the tools or the
tools themselves, and any other information that would be helpful to
subsequent use of the tools.

Getting Started

Administration of the Tools

GETTING STARTED

DATA ENTRY
The data from the Program Profile should be transferred to the program profile
worksheets. This will provide a summary view of the responses to each standard. This will
assist the network and various other groups as they discuss future needs and priorities.
Surveys
Data entry is the same process for all surveys; (learner, tutor / instructor, and
community).
1. Set up a table in a word processing program using the data recording format
example.
2. Record all responses for only one question at a time.
3. Record each response as it is written.
4. Use of the code column applies to data analysis and will be explained in that
section.
Example: Data Recording Format
Question – How did you hear about the program?
Survey #

Response

1

Heard about it through a friend

2

The instructor is my next door
neighbour

3

I read an article in the paper
about literacy

4

etc.

5

etc.

Code

Data Entry

Administration of the Tools

Program Profile
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OPEN
Program Profile Worksheet

PROGRAM PROFILE WORKSHEET
Name of Program: ____________________________________________________
STANDARDS
1
Y

N

2
?

Y

N

3
?

Y

N

4
?

Y

N

5
?

Y

N

6
?

Y

N

7
?

Y

N

1

2

3

4

FEATURES

5

6

7

8

9

10

11

12

Key:

Y = Yes

N = No

? = Don’t Know

PROGRAM PROFILE COMPLETED BY : _________________________

DATE : ________________________________

?

STANDARDS
8
Y

1

2

3

4

FEATURES

5

6

7

8

9

10

11

12

N

9
?

Y

N

10
?

Y

N

11
?

Y

N

12
?

Y

N

13
?

Y

N

14
?

Y

N

?

…….....

OPEN
Program Profile Worksheet

PROGRAM PROFILE WORKSHEET
Name of Program: ____________________________________________________
A quality program …
1

…has a commitment to, and strong
support from, the community.

2

…has a commitment to staff training,
development and support.

3

…is accountable to all its stakeholders:
learners, practitioners, sponsors and
funders.

STANDARDS

4

…responds to the needs of learners

5

…uses a learner-centred model of
instruction.

6

…has sufficient and appropriate
resources available.

7

…evaluates the learners using
appropriate tools & strategies.

8

…provides recognition for learning that
is portable to and accredited by other
programs both inside and outside the
delivery organization.

9

…has appropriate learner support
services available or provides referral to
services.

10
11
12
13
14

…empowers learners.
…has a mission statement.
…respects cultural diversity.
…contributes to lifelong learning.
…has adequate, ongoing funding that
allows it to fulfill its mission.

STRENGTHS

FUTURE ACTION

OTHER COMMENTS

THE TOOLS

PROGRAM PROFILE
Purpose
The purpose of the Program Profile is to provide a baseline against which the network
or agency can measure change and the achievement of its objectives. It will help in
identifying strengths of a program as well as areas that might require further
investigation or action. When establishing priorities for long-term planning, the
information from the profile will provide indications for future goals.

The Program Profile is comprised of all fourteen standards along with each feature that
accompanies the standard. There are several features that were omitted as they were
considered to be outside the control of either a network or agency. There are three
response options for each feature, “Yes”, “No”, and “Don’t Know”. A “Don’t Know”
response should be accompanied by a comment.
The features are followed by several questions which relate to the standard. These
questions provide an opportunity for the respondent to add narrative to the “checklist”
and to identify any feature considered to be a strength of the program and any feature
that might be considered for future attention and action. This format is repeated for each
standard.
Use
Completing the Program Profile is an important step in the process leading to decisionmaking. The profile should be completed by each delivery organization, which could be
either a network or an individual organization or agency. It should be completed as soon
as possible following the distribution of the tool-kit and reviewed each year. The
information collected from the various surveys can then be compared to the Program
Profile.
Networks that offer programs directly (Digby Area Learning Association, for example)
would complete one program profile each year which would relate to all the programs
provided by the network. If a network provided some programs directly, while other
programs were provided by agencies under the authority of the network (Kings County
Learning Association, for example), the network would complete the Program Profile
relative to the programs it provides and each agency would complete the profile for the
program(s) it offers. The Program Profile should be completed by the Board or a subcommittee of the Board.

Program Profile

The Tools

Description

Board Survey

Program Profile
The purpose of this tool it to
provide baseline information
regarding the various features of
each standard.
It should be completed by the Board
or a sub-committee of the Board

Standard #1 – A quality program has a commitment to, and strong support from, the community.
Indicate whether the program incorporates the following features:
1.

2.

The program has an effective plan and procedures for
-

identifying adult learners

q

Yes

q

No

q

Don’t know

-

recruiting adult learners

q

Yes

q

No

q

Don’t know

The program has established partnerships with:
-

educational institutions

q

Yes

q

No

q

Don’t know

-

labour

q

Yes

q

No

q

Don’t know

-

businesses

q

Yes

q

No

q

Don’t know

-

agencies

q

Yes

q

No

q

Don’t know

q

Yes

q

No

q

Don’t know

3.

The program has the participation of volunteers in many
aspects of the program.

4.

The program has
-

available volunteer tutors

q

Yes

q

No

q

Don’t know

-

effective volunteer tutors

q

Yes

q

No

q

Don’t know

5.

The program has a positive image in the community.

q

Yes

q

No

q

Don’t know

6.

The program has an advocacy role in the community on
literacy policy and issues.

q

Yes

q

No

q

Don’t know

7.

The learners are involved in community activities.

q

Yes

q

No

q

Don’t know

8.

The program periodically conducts needs assessments to
make sure it is serving the needs of the community.

q

Yes

q

No

q

Don’t know

9.

The program gets in-kind donations and support from
the community.

q

Yes

q

No

q

Don’t know

10.

The community participates in fundraising for the
program.

q

Yes

q

No

q

Don’t know

Program Profile / 1

Standard # 1 – A quality program has a commitment to, and strong support from, the community.
Please respond to the following question(s) for this Standard.
How successful are your programs in recruiting and retaining tutors?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
How do you identify the literacy needs and concerns of the community?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
How do you determine how well you are serving the needs of the community?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

2 / Program Profile

Standard #2 – A quality program has a commitment to staff training, development and support.
Indicate whether the program incorporates the following features:
1.

The program provides appropriate financial
support for
-

meetings

-

professional development

q

Yes

q

No

q

Don’t know

q

Yes

q

No

q

Don’t know

2.

The program encourages certification of
instructors and tutors.

q

Yes

q

No

q

Don’t know

3.

The program provides opportunities for staff to
develop their knowledge and skills.

q

Yes

q

No

q

Don’t know

4.

Program practitioners have appropriate training
before they begin, from either inside the
organization or outside it.

q

Yes

q

No

q

Don’t know

5.

The program provides the opportunity for
evaluation and feedback on job performance,
training and professional development.

q

Yes

q

No

q

Don’t know

6.

The program provides guidelines and criteria for
hiring tutors and instructors.

q

Yes

q

No

q

Don’t know

7.

The program has resources and materials available
on teaching methodologies and strategies
appropriate to adult learners.

q

Yes

q

No

q

Don’t know

8.

The program encourages staff to join and
participate in professional adult education
organizations.

q

Yes

q

No

q

Don’t know

9.

The program provides opportunities for staff
members to collaborate with other tutors,
instructors and support personnel.

q

Yes

q

No

q

Don’t know

Program Profile / 3

Standard #2 – A quality program has a commitment to staff training, development and support.
Please respond to the following question(s) for this Standard.
What mechanisms are in place to provide feedback to, or receive feedback from, tutors and instructors?
How effective are these mechanisms?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What can be done to facilitate training and development for tutors and instructors?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

4 / Program Profile

Standard #3 – A quality program is accountable to all its stakeholders: learners, practitioners,
sponsors and funders.
Indicate whether the program incorporates the following features:
1.

The program remains within budget.

q

Yes

q

No

q

Don’t know

2.

The program uses generally accepted accounting
principles that guide program budgeting and meet
reporting requirements.

q

Yes

q

No

q

Don’t know

3.

The program reports to a board of directors or other
democratic body.

q

Yes

q

No

q

Don’t know

4.

The reporting organization has a written
organizational document.

q

Yes

q

No

q

Don’t know

5.

The program provides supports that retain learners.

q

Yes

q

No

q

Don’t know

6.

The program assesses and documents student
progress.

q

Yes

q

No

q

Don’t know

7.

The program provides participant follow-up.

q

Yes

q

No

q

Don’t know

8.

The program conducts regular evaluation based on
feedback from learners and other stakeholders.

q

Yes

q

No

q

Don’t know

9.

The program assesses the effectiveness of the
instruction provided.

q

Yes

q

No

q

Don’t know

10.

The program communicates regularly with its
stakeholders.

q

Yes

q

No

q

Don’t know

Program Profile / 5

Standard #3 – A quality program is accountable to all its stakeholders: learners, practitioners,
sponsors and funders.
Please respond to the following question(s) for this Standard.
What strategies have been used to retain learners? How effective have those strategies been?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What do you consider success for your program(s)?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
How do you measure it?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

6 / Program Profile

Standard #4 – A quality program responds to the needs of the learner.
Indicate whether the program incorporates the following features:
1.

2.

The program is
-

accessible to all the learners within its mandate

q

Yes

q

No

q

Don’t know

-

accommodates all the learners within its
mandate

q

Yes

q

No

q

Don’t know

The program
-

has flexible hours of operation

q

Yes

q

No

q

Don’t know

-

has various delivery modes

q

Yes

q

No

q

Don’t know

-

is offered at convenient locations

q

Yes

q

No

q

Don’t know

3.

The program provides instruction to accommodate a
variety of literacy levels.

q

Yes

q

No

q

Don’t know

4.

The program provides contextualized, relevant,
practical learning.

q

Yes

q

No

q

Don’t know

5.

The program accommodates the complexities and
demands of adult lives.

q

Yes

q

No

q

Don’t know

6.

Learners participate in developing individual
learning goals and learning plans.

q

Yes

q

No

q

Don’t know

7.

The program uses alternative assessment tools.

q

Yes

q

No

q

Don’t know

8.

The program respects the confidentiality of the
learners.

q

Yes

q

No

q

Don’t know

9.

The program has an appropriate student/teacher ratio
based on the needs of the learners.

q

Yes

q

No

q

Don’t know

10.

There is a climate of mutual trust between teachers
and students.

q

Yes

q

No

q

Don’t know

11.

The program recognizes that learners need to leave
and re-enter programs for a variety of reasons.

q

Yes

q

No

q

Don’t know

Program Profile / 7

Standard #4 – A quality program responds to the needs of the learner.
Please respond to the following question(s) for this Standard.
How have your program(s) adapted to the needs of learners?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
How do you determine if programs are meeting the needs of learners?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

8 / Program Profile

Standard #5 – A quality program uses a learner-centred model of instruction.
Indicate whether the program incorporates the following features:
1.

The program assists learners in the identification and
development of realistic goals.

q

Yes

q

No

q

Don’t know

2.

Learners are active participants throughout the
learning process.

q

Yes

q

No

q

Don’t know

3.

Learners are represented on decision-making bodies
such as boards, networks, committees.

q

Yes

q

No

q

Don’t know

4.

The program is flexible enough to include different
learner goals.

q

Yes

q

No

q

Don’t know

5.

The teachers/tutors use a variety of methods for
teaching and assessment that recognize and
accommodate different learning styles.

q

Yes

q

No

q

Don’t know

6.

Curriculum is regularly adapted and revised to meet
the changing needs of the learners and the learning
environment.

q

Yes

q

No

q

Don’t know

Program Profile / 9

Standard #5 – A quality program uses a learner-centred model of instruction.
Please respond to the following question(s) for this Standard.
What role do learners play in the planning of your programs?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________

10 / Program Profile

Standard #6 – A quality program has sufficient and appropriate resources available.
Indicate whether the program incorporates the following features:
1.

There is access to
-

instructional equipment

q

Yes

q

No

q

Don’t know

-

new technologies.

q

Yes

q

No

q

Don’t know

q

Yes

q

No

q

Don’t know

2.

Canadian content materials are available.

3.

The materials used are
-

unbiased

q

Yes

q

No

q

Don’t know

-

include materials that reflect the culture of the
learners

q

Yes

q

No

q

Don’t know

4.

The program produces its own materials.

q

Yes

q

No

q

Don’t know

5.

The materials are reviewed and updated on a regular
basis.

q

Yes

q

No

q

Don’t know

6.

There is a close match between the materials used
and the program objectives.

q

Yes

q

No

q

Don’t know

7.

There are enough materials for all the learners to use.

q

Yes

q

No

q

Don’t know

8.

High interest adult materials are available at the
learners’ literacy level.

q

Yes

q

No

q

Don’t know

9.

Examples of appropriate evaluation tools and tests
are available.

q

Yes

q

No

q

Don’t know

10.

There are opportunities for instructors to consult with
other instructors about suitable materials.

q

Yes

q

No

q

Don’t know

Program Profile / 11

Standard #6 – A quality program has sufficient and appropriate resources available.
Please respond to the following question(s) for this Standard.
What do you need to provide the necessary support to the learners, tutors and instructors?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
What kind of resource support does the network provide to programs?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #7 – A quality program evaluates the learners using appropriate tools and strategies.
Indicate whether the program incorporates the following features:
1.

The program uses a variety of assessment strategies
and tools that accommodate different learning styles.

2.

The program assesses the students

q

Yes

q

No

q

Don’t know

-

entering the program

q

Yes

q

No

q

Don’t know

-

during the program

q

Yes

q

No

q

Don’t know

-

exiting the program

q

Yes

q

No

q

Don’t know

3.

The ongoing assessment measures the students’
progress towards their individual goals.

q

Yes

q

No

q

Don’t know

4.

The program uses culturally fair assessments.

q

Yes

q

No

q

Don’t know

5.

The program provides feedback to the learner.

q

Yes

q

No

q

Don’t know

6.

The program values the experience of the learner.

q

Yes

q

No

q

Don’t know

7.

The evaluation is compatible with the program’s
philosophy.

q

Yes

q

No

q

Don’t know

8.

The educational gains of learners are reported to the
stakeholders in a way that does not violate
confidentiality.

q

Yes

q

No

q

Don’t know

9.

The orientation process assesses the learners’ needs,
goals and skill levels.

q

Yes

q

No

q

Don’t know

10.

The program provides opportunities for learners to
assess their own progress.

q

Yes

q

No

q

Don’t know
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Standard #7 – A quality program evaluates the learners using appropriate tools and strategies.
Please respond to the following question(s) for this Standard.
What are your most effective strategies for determining learners’ needs?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #8 – A quality program provides recognition for learning that is portable to and accredited
by other programs both inside and outside the delivery organization.
Indicate whether the program incorporates the following features:
1.

The program documents the acquisition of the skills
or learning obtained in the program.

q

Yes

q

No

q

Don’t know

2.

The program incorporates opportunities for diverse
outcomes.

q

Yes

q

No

q

Don’t know

3.

The program uses valid and reliable assessment tools
and strategies for placement and measuring
achievement.

q

Yes

q

No

q

Don’t know

4.

The program takes part in regional or local efforts to
articulate programs.

q

Yes

q

No

q

Don’t know

5.

The learners leaving the program are accredited for
the skills and levels of learning achieved.

q

Yes

q

No

q

Don’t know
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Standard #8 – A quality program provides recognition for learning that is portable to and accredited
by other programs both inside and outside the delivery organization.
Please respond to the following question(s) for this Standard.
What is done to facilitate learners moving from one program to another?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #9 – A quality program has appropriate learner support services available or provides
referral to services.
Indicate whether the program incorporates the following features:
1.

The program provides or works with agencies that
provide services such as
-

child care

q

Yes

q

No

q

Don’t know

-

transportation

q

Yes

q

No

q

Don’t know

-

counseling services

q

Yes

q

No

q

Don’t know

-

assessment services

q

Yes

q

No

q

Don’t know

-

assistance for special needs

q

Yes

q

No

q

Don’t know

2.

The program cooperates with agencies and
organizations in the delivery of support services.

q

Yes

q

No

q

Don’t know

3.

The program helps learners identify needs for
support services.

q

Yes

q

No

q

Don’t know

4.

The program provides information about services
that are available.

q

Yes

q

No

q

Don’t know
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Standard #9 – A quality program has appropriate learner support services available or provides
referral to services.
Please respond to the following question(s) for this Standard.
In what ways does the program work with other agencies and organizations to provide support to
learners?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #10 – A quality program empowers learners.
Indicate whether the program incorporates the following features:
1.

The program provides opportunities for developing
self-esteem and for personal growth.

q

Yes

q

No

q

Don’t know

2.

The program encourages the learners to be selfdirected.

q

Yes

q

No

q

Don’t know

3.

The program recognizes the learners’ progress.

q

Yes

q

No

q

Don’t know

4.

The program improves the learners’ critical thinking
skills and problem-solving skills.

q

Yes

q

No

q

Don’t know

5.

The program involves learners in
-

community activities

q

Yes

q

No

q

Don’t know

-

classroom activities

q

Yes

q

No

q

Don’t know

q

Yes

q

No

q

Don’t know

6.

The program encourages the development of group
identity, support and respect for others.

7.

The program encourages goal setting by learners
-

in the classroom

q

Yes

q

No

q

Don’t know

-

in their personal lives

q

Yes

q

No

q

Don’t know

-

in the community

q

Yes

q

No

q

Don’t know

8.

The program provides opportunities within the
program for learners to accomplish non-academic
goals.

q

Yes

q

No

q

Don’t know

9.

The program provides opportunities for learners to
reflect on how they have changed.

q

Yes

q

No

q

Don’t know
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Standard #10 – A quality program empowers learners.
Please respond to the following question(s) for this Standard.
How does the program promote learner involvement in community activities? How effective has this
been?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #11 – A quality program has a mission statement.
Indicate whether the program incorporates the following features:
1.

A mission statement is
-

written

q

Yes

q

No

q

Don’t know

-

shared with all the stakeholders

q

Yes

q

No

q

Don’t know

q

Yes

q

No

q

Don’t know

2.

The goals and objectives are written in plain
language.

3.

The criteria that are used to measure the achievement
of the objectives is shared with

4.

-

program participants

q

Yes

q

No

q

Don’t know

-

sponsoring agencies

q

Yes

q

No

q

Don’t know

-

funders

q

Yes

q

No

q

Don’t know

-

other key stakeholders

q

Yes

q

No

q

Don’t know

The promotional and orientation material for the
program contains

5.

-

the mission statement

q

Yes

q

No

q

Don’t know

-

the program goals and objectives

q

Yes

q

No

q

Don’t know

q

Yes

q

No

q

Don’t know

The program reviews its goals and objectives on a
regular basis and makes changes when necessary.
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Standard #11 – A quality program has a mission statement.
Please respond to the following question(s) for this Standard.
How do you measure whether you have met the goals and objectives of your program(s)?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #12 – A quality program respects cultural diversity.
Indicate whether the program incorporates the following features:
1.

The staffing reflects the cultural diversity of the
communities they represent.

q

Yes

q

No

q

Don’t know

2.

The program supports flexible programming that meets
the needs of specific populations (women, racial
minorities, people with disabilities, Francophones,
Aboriginal Peoples, and other cultural minorities).

q

Yes

q

No

q

Don’t know

3.

The program recognizes the right of Aboriginal
peoples, the Deaf, the Acadians and other minority
groups to be literate in their own language.

q

Yes

q

No

q

Don’t know

4.

The literacy materials used reflect racial and cultural
diversity.

q

Yes

q

No

q

Don’t know

5.

The staff uses and the materials contain culturally
sensitive language.

q

Yes

q

No

q

Don’t know

6.

The program has partnerships with cultural agencies
and groups.

q

Yes

q

No

q

Don’t know

7.

The program supports English as a Second Language
(ESL).

q

Yes

q

No

q

Don’t know

8.

The materials contain appropriate language levels for
ESL learners.

q

Yes

q

No

q

Don’t know

9.

The program provides program information and
learning options in the learners’ native tongue where
appropriate and feasible.

q

Yes

q

No

q

Don’t know

10.

The program exposes the learners to other cultures.

q

Yes

q

No

q

Don’t know

11.

The staff knows how to access appropriate resources if
required.

q

Yes

q

No

q

Don’t know

12.

Assessment practices are equitable for all groups of
learners.

q

Yes

q

No

q

Don’t know
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Standard #12 – A quality program respects cultural diversity.
Please respond to the following question(s) for this Standard.
What efforts are made to encourage diverse cultural groups to participate in your program(s)?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #13 – A quality program contributes to lifelong learning.
Indicate whether the program incorporates the following features:
1.

The program creates an atmosphere that values
learning.

q

Yes

q

No

q

Don’t know

2.

The program is part of a recognized system that
allows transfer from one level to another.

q

Yes

q

No

q

Don’t know

3.

The program provides opportunities for learners to
move to programs outside the delivery agency.

q

Yes

q

No

q

Don’t know

4.

The program ma kes learners aware of the
opportunities for additional learning and the
requirements for entry into other programs that will
allow them to reach their goals.

q

Yes

q

No

q

Don’t know

5.

The program values informal learning.

q

Yes

q

No

q

Don’t know

6.

The program partners with \
-

labour

q

Yes

q

No

q

Don’t know

-

business

q

Yes

q

No

q

Don’t know

-

equity groups

q

Yes

q

No

q

Don’t know

-

education and training organizations

q

Yes

q

No

q

Don’t know

7.

The program provides opportunities for learners to
participate in learning experiences outside the
classroom.

q

Yes

q

No

q

Don’t know

8.

The program provides learners with employmentrelated skills.

q

Yes

q

No

q

Don’t know

9.

The program provides learners with opportunities to
network.

q

Yes

q

No

q

Don’t know
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Standard #13 – A quality program contributes to lifelong learning.
Please respond to the following question(s) for this Standard.
How does the network promote life-long learning for adults in your community?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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Standard #14 – A quality program has adequate, ongoing funding that allows it to fulfill its mission.
Indicate whether the program incorporates the following features:
1.

The program provides required levels of staffing.

q

Yes

q

No

q

Don’t know

2.

The program provides the necessary supplies,
resource materials and instructional equipment.

q

Yes

q

No

q

Don’t know

3.

Funds are available for financial assistance for
learners who required

q

Yes

q

No

q

Don’t know

-

transportation

-

child care

4.

The program is actively seeking funding from a
variety of sources.

q

Yes

q

No

q

Don’t know

5.

The program lobbies for the establishment and
maintenance of core funding.

q

Yes

q

No

q

Don’t know
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Standard #14 – A quality program has adequate, ongoing funding that allows it to fulfill its mission.
Please respond to the following question(s) for this Standard.
What funding-related problems do you have that interfere with your ability to fulfill your mission?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Please comment on any of the features for this Standard.
(a “Don’t Know” response should be accompanied by a comment)

__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features do you consider to be a strength of your program?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
Which of these features might deserve attention for future action?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
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This tool was designed by

Chaytor Consulting Services Ltd.
Suite 204
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PROGRAM DESCRIPTION
Purpose
The Program Description is an important component of the decision-making tools. A
program description should contain sufficient information to provide an understanding
of the program and the circumstances under which it operates. A complete program
description ensures that all participants share a common understanding of the program.
Description
There are two components to the Program Description.

Part B requires information that is general to the delivery agency regarding its literacy
programs. It provides an overall description of the literacy activities of a network or
agency. It asks about such things as recruiting, assessment and follow-up of learners,
supports provided for learners, assistance to tutors and instructors, representation of
cultural groups and community relationships.
Use
Part A is to be completed for every program offered by a delivery agency. For example,
if a delivery agency (a network or an agency) offers only one program, only one Part A
would be completed. If the delivery agency offers four programs, four Part As would be
completed.
Only one Part B needs to be completed by a delivery agency regardless of the number
of individual programs it offers. The Program Description should be completed by the
coordinator or administrator of the program.

Program Description

The Tools

Part A requires information that is specific to an individual program. It asks about such
things as the number of learners in a program, timing of the program, where it is
offered, the delivery method, assistance provided for learners, use of technology,
amount of funding, instructional staff and whether there is a waiting list.

Program Description

Program Description
The purpose of this tool is to provide
a description of each individual
program (Part A) as well as an overall
description of the literacy activities
of a network or agency (Part B).
It should be completed by the
Coordinator or Program
Administrator.

Program Description – Part A
Name of Program
Type of program offered
Length of time the program has been
operating
Target audience
Where offered
Length of program
Number of hours per day and days per
week the program is offered
Continuous intake or only at specific
times
Number of learners
Is there a waiting list? If yes, why?
Delivery method for the program
Assistance provided for learners (child
care, transportation, materials, etc.)
Technology used in the program
Funders of the program
Amount of funding received
In-kind support received
Paid or volunteer tutors and instructors
Tutor / instructor training required

Program Description – Part A / 1

Program Description– Part B
1.

How do you identify and recruit adult
learners?

2. How do you follow -up with learners who
have left the programs?

3. What supports do you provide to
learners who have a learning disability?

4. What equity or cultural groups take part
in the programs?

5. How are learners assessed before
entering a program?

6. How do you screen volunteer tutors?

7. What orientation do you provide to
tutors and instructors?

Program Description – Part B / 1

Program Description – Part B (con’t)
8. What cultural groups are represented by
your tutors and instructors, by your
coordinator and by your Board
Members?

9. What kind of contact do you have with
tutor/learner pairs once they are
matched?

10. What groups, organizations and agencies
have you worked with, or made
presentations to in the last year?

11. Where in the community have you found
resources for your program?

12. What community agencies have you
referred learners to in the past year?

13. How frequently do you conduct formal
assessments of staff and volunteers?

14. What part of your budget is allocated to
staff development?

Program Description – Part B / 2

INDICATORS/MEASURES

OF

SUCCESS

Purpose
When providing a program for a particular group of adults, whether through small
group instruction or one-on-one tutoring, it is important to think about what the
program is trying to achieve. We need to ask, what are the goals of the learners and
what are the goals of the program? What changes might be expected in participants?
The changes may coincide with the learning outcomes1 specified in the curriculum or
they may be somewhat different. If the learner’s goals are different, the demonstration
of the learning outcome 2 or measures of success must be different.

Description
The indicators of success are those changes that you hope to see in learners because of
their participation in a program. Measures can include self-report by participants,
observation by tutors and instructors, or results from assessments.
Use
The indicator and measure chart should be completed by the Coordinator,
Administrator of the Program of the Board or a sub-committee of the Board. For each
indicator, one or more measures should be identified.

1
2

Learning outcomes and Indicators of Success are similar.
Demonstration of the Learning Outcome and Measures of Success are similar.

Indicators/Measures of Success

The Tools

To know whether a program has caused changes to occur, it is important that each
network or program determine its own indicators of success and the measures that
indicate the degree of success achieved. Taking charge of naming these indicators and
measures helps ensure that the network or program will be assessed on those aspects
that it considers most important.

Example
Indicator

Measure

Increased self-confidence

♦

willingness to participate in class

♦

willingness to try new tasks

♦

willingness to participate in community
activities

♦

test scores

♦

reading for enjoyment

♦

reading to children

♦

writing letters / emails

♦

ability to complete a résumé

♦

participating in volunteer work

♦

obtaining a part-time job

♦

obtaining a full-time job

Improved literacy levels

Increased employability
skills

Indicators/Measures of Success

The Tools

The following is an example of how the indicator and measure chart might be completed:

Indicators & Measures of Success

Indicators & Measures of Success
The purpose of this tool is to determine:
1) the identifiable indicators of success; and,
2) the measures that indicate the degree of
success.
It should be completed by the Coordinator,
Program Administrator, Board or a subcommittee of the Board.

Indicators and Measures Chart
Indicator

Measure

Indicators and Measures Chart

LEARNER S URVEY
Purpose
The purpose of the Learner Survey is to obtain feedback, from the consumer’s
perspective, regarding significant aspects of their adult literacy or upgrading program.
The information provides insight into how well the program has met the
goals of the learner and whether there were any barriers to their learning.
It also serves the purpose of determining how the learner’s perspective
compares with that of the tutor or instructor.

The Learner Survey is intended to gather information about learners, about
their learning process and progress, about the supports they received, and
about their view of the future of the program. It will provide information
relative to the learner’s experience and satisfaction with their program.
The information will help to improve the delivery and service of
programs, identify effective practices that can perhaps be applied to other
programs and assist with long-term program planning.
Use
The Learner Survey should be used when the learner fin ishes a level or
program or leaves a program. The learner could respond to the survey
alone or be assisted by a person familiar with the program, but not directly
by their tutor or instructor. If, however, a tutor or instructor chooses to use
the survey as an in-class learning activity that would be fine.

Learner Survey

The Tools

Description

Learner Survey

Your Views
on
Your Adult Literacy Program
The purpose of this survey is to determine if
literacy programs are meeting the needs of
participants. Whether you are a current or a
past participant, the information you provide
is very important. The people responsible for
providing literacy programs will use your
responses to improve the program.
This survey is not about your tutor or
instructor, it is about the program only.
You may record your answers directly on the
survey. All responses are confidential.
However, if you wish to sign your name you
may.
Completing this survey is voluntary. By
completing this survey, you provide very
valuable information for the future of the
program.

About You and Your Learning
1. How did you hear about the program?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
2. What goals did you have before you started the program?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
3. Were you given a chance to talk about your goals and interests?
_____Yes ____No

If yes, how and when did this take place?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
4. Did you learn in a group or through one-on-one tutoring?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

1 / Learner Survey

5. Were you given a chance to assess your own learning and progress?
____ Yes ____ No
If yes, how did this occur?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
6. Did the program help you meet your goals?
____ Yes ____ No

If yes, how did this occur? If no, why not?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
7. How have you used what you have learned in the program?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
8. What kinds of things would you try now that you would not try before you
started the program?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Learner Survey / 2

9. Why are you willing to try these things now?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
10. Were you able to finish the program?
____ Yes ____ No

If no, why not?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
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About Support for You
11. Were you able to attend the program on a regular basis?
_____ Yes _____ No
11a. If no, what prevented you from attending the program on a regular basis?
ü check all that apply:
q

transportation

q

family commitments

q

money

q

lack of family support

q

child care

q

health

q

program hours

q

q

work

other
___________________________

12. What supports did the program provide?
ü check all that apply
q

transportation

q

financial

q

child care

q

things to help you (computers,
glasses, hearing aids, seating
supports)

q

none

q

other
__________________________

13. What types of assistance did the program refer you to?
ü check all that apply
q

transportation

q

financial

q

child care

q

personal counseling

q

things to help you (computers,
glasses, seating supports)

q

parenting skills

q

none

q

other
__________________________

14. Did the program have enough materials for you to use?
____ Yes ____ No
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15. What kinds of materials did the program provide for your use?
4 check all that apply
q

books

q

labels

q

magazines

q

tables and charts

q

newspapers

q

audiotapes

q

letters

q

videotapes

q

my own stories

q

computer programs

q

other learners’ stories

q

CD Rom

q

my tutor’s stories

q

Internet

q

forms

q

other ________________________

16. Were you told about other educational and training programs you might be able
to go to?
____ Yes ____ No

If yes, what were they?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
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About the Future of the Program
17. Overall, how satisfied were you with the program? Please explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
18. What changes to the program would you like to see?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
19. Would you tell other people about this program? If yes, why? If no, why not?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Signature (sign if you wish) ________________________________________
Date Completed: _________________________________________________
Location: ______________________

Program: ______________________

Thank you for sharing your views.
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TUTOR / INSTRUCTOR SURVEY
Purpose
The purpose of the Tutor/Instructor Survey is to obtain feedback from the
teacher’s point of view regarding significant aspects of each adult literacy and
upgrading program. This information would be used by administrative personnel
to identify the areas of good practice that contribute to the effectiveness and
quality of programs and areas that need further development. The information
would also be used to corroborate information provided in one survey with
information provided in another survey or program profile. The quality of a
program is in part dependent on the consistency of perspectives of all persons
involved in the program.

The Tutor/Instructor Survey is intended to gather information about the program,
how learner goals are established, how the content and delivery of the program
relates to learner goals and learning styles, and what resources and supports are
available to participants. It also provides information about the training and
professional development needs of the tutor and instructor and their views
regarding the success and future of the program
Use
The Tutor/Instructor Survey should be completed at the conclusion of a program
or, in the case of one-on-one tutoring, after a period of instruction (six months or
more).

The Tools

Description

Tutor / Instructor Survey

Tutor / Instructor Survey

Your Views
on
Your Adult Literacy
Teaching Experience
This survey is intended to gather information on
your experience in teaching in an adult literacy
program. Your responses will help to determine how
the program is working and whether you were able to
assist learners in meeting their needs and goals.
“Program” refers to everything that is planned and
provided for learners. It includes all curriculum and
other learning resources, instructional methods,
learner interaction, and in- and out-of-class
activities.
You do not need to sign your name as your responses
are confidential.

About the Program
1. What do you think is most important about this program?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
2. Overall, do you think this program meets the needs of the learners? Please
explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
3. Does the program assist learners in setting their goals? If so, in what ways?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
4. Can the curriculum be adapted to reflect those goals? If so, in what ways?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

1 / Tutor / Instructor Survey

5. Are learners involved in the development, revision or adaptation of the
curriculum? ____Yes ____No If so, in what ways?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
6. Are learners encouraged to become involved in out-of-class activities or
projects? ____Yes ____No
If yes, what are some examples?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
7. Does the program provide the necessary flexibility and resources to allow you
to reflect the cultures and background of the learner? Please explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
8. Does the program allow you to accommodate different learning styles?
____Yes ____No
Please explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Tutor / Instructor Survey / 2

About Assessment
9. How are the results of the initial assessment used in planning the learners’
programs?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
10. Do you think appropriate follow- up takes place with the learners?
____Yes ____No
Please explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
11. Are learners informed of further educational and training opportunities?
____Yes ____No
Please explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
12. What indications do you have that the program has been successful?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
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About Supports and Resources
13. Are there sufficient materials and resources provided? If not, what materials,
resources or equipment are you lacking for instructional support?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
14. What materials and resources have you found most helpful?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
15. What materials and resources have you found least helpful?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
16. What opportunities have you been given to consult with or exchange materials
with other instructors?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
17. Were you given information to enable you to refer learners to other services or
support?
_____________________________________________________________
_____________________________________________________________
Tutor / Instructor Survey / 4

18. How do you handle the needs of your learners that cannot be met by the
program?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
19. Have you been given information about the prerequisites for entry into other

programs?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

About your Training and Professional Development
20. What opportunities have you had to improve your teaching skills (workshops,
seminars, courses)?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
21. In what area would you like future training?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
22. What barriers have you met in trying to access professional development?
_____________________________________________________________
_____________________________________________________________

5 / Tutor / Instructor Survey

_____________________________________________________________
23. How do you provide regular feedback to the program coordinator?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
24. How do you receive feedback from the program coordinator?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

About the Future of the Program
25. Overall, how satisfied are you with the program? Please explain.
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
26. What changes to the program would you suggest?
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

Signature (optional) ________________________________________
Date Completed ___________________________________________
Location _____________________ Program _____________________

Thank you for sharing your views.
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COMMUNITY S URVEY
Purpose
The purpose of the Community Survey is to gain a community perspective on
literacy and upgrading needs and ways of meeting those needs. It will also help
to identify community resources, to assess the degree of presence in the
community of the Learning Network, and to increase public awareness of literacy
and upgrading issues. It can serve as a mini needs assessment as well as a
measure of the effectiveness of the network in establishing its presence
throughout its area.
Description

The second set of questions address the degree of awareness of the network
programs and the perceived effectiveness of the programs. It also asks for
suggestions for improving the way in which literacy and upgrading programs are
offered.
Use
The survey could be mailed to the head of any organization or equity group
within the various communities represented by the network. They would be
asked to complete the survey and return it to the network or perhaps bring it to
the attention of their members for input from a larger number.

The Tools

The survey has essentially two parts. The first three questions inquire as to the
literacy and upgrading needs of the respondents’ geographic area, how those
adults in need can best be reached, and what organizations might assist in
providing literacy and upgrading programs.

Another use of the survey is as part of a presentation to various community
groups. This would, however, change the nature of the responses to question 4.
The presentation could include a brief statement regarding the impact of low
literacy levels, a learner testimonial, and an introduction of the survey. The
following discussion could then focus on the questions in the survey. It could be
completed during or after the discussion or left with participants to be completed
and mailed to the network. It is suggested that it not be mailed out as a general
questionnaire as this is fairly costly and the return rate is likely to be very low.

Community Survey

Community Survey

Your Views
on
Adult Literacy Programs
The purpose of this survey is to seek input on
literacy and upgrading needs and to determine if
literacy programs are meeting the needs of
participants.
You may record your answers directly on the
survey. All responses are confidential. However, if
you wish to sign your name you may.
Completing this survey is voluntary. By completing
this survey, you provide very valuable information
for the future of literacy programs.

Name of Literacy Network: _________________________

About the Need for Programs
1. What do you see as the literacy and upgrading needs in your geographic area?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
2. What suggestions do you have for reaching those in need of literacy and upgrading programs?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
3. What organizations do you feel could assist in providing literacy and upgrading programs?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________

About Existing Programs
4. Are you aware of the literacy and upgrading programs offered by the literacy network?
_____ Yes ______ No
If yes
4a. How did you become aware of these programs?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
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4b. In your opinion, how effective are these programs in meeting literacy and upgrading
needs?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
4c. How do you feel the literacy network is viewed by the community?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
4d. What suggestions do you have for improving the way in which literacy and upgrading
programs are offered?

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
Date Completed: ___________________________
If you wish more information about our programs, please complete the following:
Name of Organization: ______________________
Who Completed : ____________________________________________
Contact Information: ____________________________________________
____________________________________________

Thank you for sharing your views.
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DATA ANALYSIS

SOURCES

OF

DATA

•

What is of importance to the program?

•

What is of importance to the network?

While you will have gathered a great deal of information by using the decisionmaking tools, this is not the only information you should be using. The
information you provide to the Department of Education, (e.g. interim and final
reports, learner profiles, etc.), the information in the Program Description and
the Indicators and Measures of Success should all be referred to along with the
data from the other decision-making tools.
Program Profile
The Program Profile provides you with a good baseline for how well the
program is performing based on the Standards. It is a snap-shot of the program or
network at a particular point in time. The snap-shot is neither good nor bad, it is
simply what is.
It may be that a program chooses not to meet certain features at a given time due
to a number of factors. It may be that some features are not feasible to meet due
to area resources and population. Programs and networks may choose certain
features that are attainable in the short term and postpone others that are longerterm objectives. Success then is defined not by how many features of each
standard are met, but rather by how well a program or network meets or
accomplishes the specific goals and objectives it has set for itself. The standards
are there as bench-marks and all programs and networks should strive to
incorporate the various features over time.

Data Analysis

The data gathered through the decision-making tools should be analyzed with a view
to answering the question “What does this tell me about the program or the
network?” Where there are programs operated by agencies rather than the network,
there are two levels of analysis that need to be performed:

Sources of Data

The Learner Survey
The Learner Survey provides you with an assessment of your program from the
learner’s perspective. The data for each question should be analyzed for any
themes or issues that emerge. Ideally this should be done by several people as
this provides greater reliability in the coding process. Once the themes and issues
are identified, you must then look at each and determine the importance to the
program. Some questions you should ask yourself:
? Is the program meeting the needs of learners?
? What changes can be made to accommodate learner suggestions?
? Do we have the necessary resources to make changes? If not, is it
important enough to seek additional funding?
? Is the change the responsibility of the program or of the network?

The Tutor/Instructor Survey provides you with an assessment of the program
from the tutor’s and instructor’s perspective. It also provides information relative
to their training and professional development and their views about the future of
the program. Again the data for each question should be analyzed for any themes
or issues that emerge. Ideally this should be done by several people as this
provides greater reliability in the coding process. Once the themes and issues are
identified, you must then look at each and determine the importance to the
program. Some questions you should ask yourself are:
? Is the program meeting the needs of learners?
? Are the necessary supports and resources available?
? Are there opportunities for professional development and
networking?
? What changes are suggested? Can the program accommodate the
changes?
? Are there implications for the network?

Data Analysis

The Tutor/Instructor Survey

The Community Survey
The Community Survey provides you with information regarding the literacy and
upgrading needs in the geographic area served by the network. It also helps to
identify community resources and in-kind supports that might be available to the
network. In addition, it will give the network information regarding their
outreach and presence within its various communities. Some questions you
should ask yourself are:
• To what extent are programs reaching those in need?
• Who are potential community partners?
• What in-kind community resources are available?
• What is the image of the network in the community?

Sources of Data

HOW

TO

ANALYZE

THE

DATA

Coding the Data
The information gathered from the various surveys is primarily qualitative data that has
come from open-ended questions. Analyzing qualitative data involves determining what
themes or issues emerge from the data. This process is one of content analysis and coding
is the primary activity.

It should be mentioned that codes are not set in stone. As described by Coffey and
Atkinson1 :
“They (codes) are our own creations, in that we identify and select them ourselves.
They are tools to think with. They can be expanded, changed, or scrapped
altogether as our ideas develop through repeated interactions with the data.
Starting to create categories is a way of beginning to read and think about the
data in a systematic and organized way.

Steps in Analyzing Qualitative Data
Let’s take an example from one of the pilot learner surveys (Question #8).
Step 1. Read and think about the nature of the question. What is it asking? In example #1,
the question is asking about things a person would try.
Step 2. Read all responses to get a general idea of the nature of the responses.
Step 3. Examine each individual response and identify the smallest unit of meaningful
data. It helps to underline or use a highlighter pen to note the word, phrase, etc.
that is the meaningful unit of data. (See example #2)

1

Coffey, A. and Atkinson, P. (1996). Making Sense of Qualitative Data. Thousand Oaks,
CA: SAGE Publications Inc.
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Data Analysis

Coding is essentially condensing the narrative data into meaningful units and creating
categories, each having some common property or element. The unit of meaning may be
a word, a phrase, a sentence or even a whole paragraph. It depends on what the question
is asking. In most cases, you will be looking for a word or phrase. The categories in turn
are about or relate to a particular topic, issue, or theme. Thus coding enables us to
identify meaningful data patterns and it sets the stage for interpreting and drawing
conclusions, decision-making and further reflection.

Step 4. Looking at the highlighted data, establish descriptive categories2 that seem to
capture the main themes in the responses. Then assign an arbitrary number to each
category, e.g. 1, 2, 3, 4, etc. (See example #3)
Step 5. Go through the highlighted data and mark the category number in the Code
column that fits the data then group the meaningful units by categories. (See Code
Column , Example #2)
This completes the coding process. You may want to compare the units of meaning and
categories that you identified with those of the completed examples. You are now ready
to write up the findings for this example.

If responses are of a quantitative nature, for example, Yes or No, they are categorical data
but they can be reported as percentages. For example, if the question asked if the learner
was able to finish the program and 28 replied yes and 6 replied no, you could present this
as “82% of respondents indicated they were able to complete the program”. Content
analysis does not apply in these situations.
The implications (or meaning) of findings depend on the purpose of the program, its
goals and objectives, and what has been established as measures of success. Therefore,
findings need to be considered with these in mind as well as in conjunction with other
quantitative data.

Data Analysis

Quantitative Data

2

Characteristics of a good category
ü They represent all the responses.
ü They do not overlap. If a response fits in one category, it does not fit in another. Sometimes
there will be several units of meaningful data in one response. Each unit may be considered “a
response” and be assigned to a different category.
ü The appropriate number of categories for a question depends on the purpose of the question.
Generally 3-6 categories work well, with one being the inevitable “other” which is necessary
to catch the oddball responses.
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Example #1
What kinds of things would you try now that you would not
try before you started the program?

1

anything at a community college level

2

the same things I tried before I started the program – I didn’t
change

3

everything would be the same, however I’m thinking of
returning to Community College and Grade 12 is a requirement

4

taking different courses of interest to me

5

I would not try to succeed without a proper education. I wasted
my life long enough, but still, the past was a part of learning

6

change working skills – find better employment

7

better jobs

8

speak up in public

9

furthering in my LPN

10

taking courses – getting involved in community events

11

apply for jobs that need a High School education and see if I
can go to a Community College

12

try to have more confidence in myself – to accomplish an
education

13

try to get a job – I have more confidence

14

I’m not sure yet

15

work that involves math skills

16

more math problems

17

applying for an office position, customer service position

18

computers

19

I did not complete the program yet

Code
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Survey #

Example #3
MEANINGFUL UNITS

CATEGORIES AND
NUMBER

taking courses
finish grade 12
community college

education (1)

furthering LPN
secure proper education

work involving math skills
employment (2)

Data Analysis

office position
better job
seek employment

speak in public
use computers

personal (3)

get involved in community events
greater confidence

not sure
haven’t completed program

other (4)

didn’t change
no response

How to Analyze the Data

Example #2
What kinds of things would you try now that you would not
try before you started the program?

Code

1

anything at a community college level

1

2

the same things I tried before I started the program – I didn’t
change

4

3

everything would be the same, however I’m thinking of
returning to Community College and Grade 12 is a requirement

1

4

taking different courses of interest to me

3

5

I would not try to succeed without a proper education. I wasted
my life long enough, but still, the past was a part of learning

1

6

change working skills – find better employment

2

7

better jobs

2

8

speak up in public

3

9

furthering in my LPN

1

10

taking courses – getting involved in community events

1, 3

11

apply for jobs that need a High School education and see if I
can go to a Community College

1, 2

12

try to have more confidence in myself – to accomplish an
education

1, 3

13

try to get a job – I have more confidence

2

14

I’m not sure yet

4

15

work that involves math skills

2

16

more math problems

3

17

applying for an office position, customer service position

2

18

computers

3

19

I did not complete the program yet

4
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Survey #

Writing Up the Data
The following shows how the findings in the example might be written up:
When asked about the kinds of things they would now try following their programs,
learners’ responses centred around three categories: employment, education and
personal. Several respondents said they would seek better employment or
employment of a specific nature (e.g. work that would involve math skills, an office
position). One respondent would seek employment having gained more confidence.

The Matrix
The following matrix lists each standard from the document, Enhancing Program
Quality: Standards for Community -Based Adult Literacy Programs and some of the tools
in the tool-kit. The Program Profile, the Indicators and Measures of Success, and Part A
of the Program Description are not included in the matrix. The numbers in each cell relate
to the questions in each particular tool.
The matrix has a number of purposes. First of all, it indicates to which standard each
question from the various tools relates. It also indicates a relationship among the
questions from the different tools relative to each standard. This will be explained in the
paragraphs following the matrix.
Another purpose of the matrix is to enable a network to construct a survey or
questionnaire relative to a particular standard that it had singled out for examination. For
example, if a network or program wanted to determine if it was providing sufficient and
appropriate resources for a program (Standard #6), it might want to construct a
questionnaire that asked only about that standard rather than administering the entire
Learner and Tutor/Instructor Surveys in order to abstract that information. On the other
hand, it may want to focus on two or three standards only. It would be easy to construct a
separate questionnaire simply by looking at the questions from the various tools relative
to the standard(s) in question.

How to Analyze the Data
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A number of respondents would now advance their level of education in some
manner. Some intend to complete Grade 12 while others spoke of possibly
attending a community college. Others intend to seek a “proper education”
however they define it. Respondents would also try new things that reflected their
personal interests. Examples given were speaking in public, using computers,
getting involved in community events and taking courses of interest.

The Matrix
Standard

Program
Description Part B

Learner
Survey

Tutor/Instructor
Survey

Community
Survey

1

1,6,10,12

1

10

1, 2, 3, 4

2

7, 13, 14

3

2, 9

4

3, 4

6

11

7

5

17, 18, 19, 10

2, 25, 26

3, 4, 5, 6

3, 4, 5, 6, 8

14, 15

13, 14, 15, 16
9

8

16

10, 11

9

11, 12, 13

17, 18, 19

10

2, 7, 8, 9

12
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5

20, 21, 22, 23, 24

11
12

8

13

7
19

14

Relationship between Data Sources
The matrix can be used along with the surveys. It indicates the standard to which each
question relates from the three surveys and Part B of the Program Description 3 . It
provides an opportunity to cross reference information in one survey with information
from another perspective. For example, looking at the matrix, questions 3 and 5 in the
Learner’s Survey ask “Were you given a chance to talk about your goals and interests?”
and “Were you given a chance to assess your own learning and progress?” Question 3 in
the Tutor / Instructor Survey asks “Does the program assist learners in setting their
goals?” The Program Profile Standard #5, feature 1 and 2 state the program assists
learners in the identification and development of realistic goals and Learners are active
participants throughout the learning process. By looking at the responses to those
questions it is possible to determine the consistency between the different perspectives.

3

Note: There is considerable overlap between Standard #4 and Standard #5. Some questions fit in both
Standards.
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COMMUNICATING

THE

FINDINGS

The primary purpose of the tool-kit is to provide decision-makers with
information for improving programs for adult learners. Collecting the
information is the first step, analyzing the findings is the second and
communicating the results is the last step. Communicating the results is usually
by a formal report but it may also involve other means of communicating. There
are several questions to consider in terms of communicating the findings.
You should consider what information would be useful for a particular program.
Information useful to a program may include:
•

whether learner needs and goals are met

•

barriers that learners encountered

•

adequacy of resources

•

support and assistance required

•

program suggestions

•

curriculum issues

•

training and professional development needs

•

evidence of success

You should also consider what information would be useful for the network. It
may include all information relative to programs, as well as literacy and
upgrading needs in the community, other community resources and funding
sources. Other questions to consider in determining what and how information
should be communicated include:
• What audiences would be interested in the results and what are their
informational needs?
• What form of communication would be most appropriate for each audience?
These questions will be discussed in the section on Other Forms of Communication.
The type of report and the most effective means of communication will vary
from one network to another. A guiding principle regarding communication of
findings is that persons who have provided their time and input in completing the
tools as well as those who are affected by any change that may come about as a
result of the use of the tools should be informed of the findings.

Communicating the Findings

PREPARATION

Preparation

THE REPORT

Some general guidelines for a formal report include:
ü There should be a brief executive summary that highlights the purpose of the
study, how it was conducted, major findings and recommendations.
ü The report should contain a program description so that the reader is aware of
program specifics and can properly interpret the findings.
ü The source(s) of information (tutors, instructors, learners, Board, etc.) should be
described so readers have an understanding of the nature of the findings.
ü The findings should be stated clearly and directly without any interpretation.
ü The discussion should interpret the findings. It should discuss what the findings
say or what the implications are for the program or network.
ü Recommendations should be included that would assist decision-makers in
program improvement.
Over-all:
ü The report should be as brief and simple as possible for ease of understanding.
ü The findings should be communicated to intended users at times when the
information can best be used e.g. prior to budgeting, program planning,
submission of grant proposals, reporting to stakeholders.
ü The report should respect the confidentiality of respondents as much as possible.
Less formal reports and other forms of communication are discussed in the next section.

The Report

Communicating the Findings

Different audiences may require different forms of reporting. You may want a formal
report for the Board or for funders while you may want a less formal report for others
such as learners and community agencies.

OTHER F ORMS

OF

COMMUNICATION

•

Department of Education

•

other funders

•

learners

•

tutors and instructors

•

community partners

•

other community agencies

•

cultural and equity groups

•

other literacy networks or programs

•

general public

In addition to a formal report, there are a number of other means of communicating the
findings. The most appropriate one will depend on the audience and their information
needs but it will also be influenced by the resources available to you for communication.
Other forms of communication may include:
• news releases
•

press conference

•

media appearance

•

workshops

•

brochures

•

posters

•

presentation to other organizations

•

articles in newsletters

•

article for professional journal

•

presentation at conference

•

web site

This list is not intended to be all-inclusive. You can best determine the means available in
your community for communicating your findings.

Other Forms of Communication

Communicating the Findings

In deciding what form of communication is most appropriate, you should consider who
your potential audiences are. Potential audiences include:
• Board members

