 SEQ CHAPTER \h \r 1Northern Connections Adult Learning Centres

CIPMS Program Monitoring Evaluation Plan 2007/08
	What are we evaluating?
 (Monitoring “Meets Requirement” Outcome)
	What will be the evidence ?
(Proof)
	How will we find it?
(Tools)
	Who will do the gathering/evaluation?
	When?
	Action Req’d

	ADMINISTRATIVE & FINANCIAL ACCOUNTABILITY 
	
	
	
	
	

	Action items from previous Monitoring Visit adequately addressed within indicated timelines
	Email or letter responses to MTCU
	Copies kept
	-E.D.
	
	

	Agency delivers activities appropriate for LBS funding.
	Client Files

Learning Activity Samples
	-Client File Checklists & internal file audit results

-Copies kept

-Visual during site visit
	-staff/Eval. Comm.

-various staff
	
	

	Learners meet LBS eligibility requirements.
	Client Files
	-Client File Checklists & internal file audit results
	Staff/Eval. Comm
	
	

	Actual # of learners and contact hours represent 100% of Schedule B targets.  
Any variance below targets is limited to current year and does not represent long-term trend.

	Stats submission

Stats submission
	-Copies of IMS print-outs & comments on comparisons -

-Copies of IMS print-outs & comments on comparisons
	-E.D./Board

-E.D./Board
	
	

	Financial Documentation shows expenses  linked to LBS activity.  Expenses are consistent with proposed budget.  Variances explained.  Accounts are kept up to date.
	Monthly financial and variance reports.
	-Copies kept
	-E.D./Board
	
	

	Financial reports submitted on time and meet MTCU, requirements. 

Financial reports and data are analysed. This information contributes to program evaluation and business planning.
	-MTCU?

-Budget adjustments, Board & Committee discussions
	-Copy of cover letter (courier or fax proof?)

-copies of budgets, variance reports and minutes
	-E.D./MTCU

-E.D./Board


	
	

	Training Support is distributed and documented according to written policy that meets LBS Guidelines. 
	- Policies & procedures.

- Training Support Agreements, proof of need and T4A’s

-IMS
	-Copies kept

-Available for review

-Printouts monthly
	-Intake Clerk/E.D.

- 
“

- 
“
	
	

	Training Support to OW clients is tracked separately.
	-IMS printouts

-Travel Sheets

-Agreement with Ontario Works
	
	
	
	

	Monthly IMS transmissions are done on schedule, with up to date, accurate data.

Paper files verify all IMS data.

IMS mandatory fields and agency site profile are entered and up to date.  

Latest version of IMS or patch is installed

Backup procedures for data are in place
	-Sent on time. IMS program & monthly reports showing date.

-Reviewed monthly by Executive Director & quarterly by Evaluation Committee & Board

- Staff monthly stats record input sheets.

-Changed when applicable (procedure)
-Install when Alpha notifies of change

- backed up on thumb drive (procedure)
	-Copies of reports & charts

-Minutes

-Copies kept for review

- copy of procedure. Visual check of IMS (screen print)

- version shows on IMS entry page (screen print)

- copy of procedure.


	-E.D./Eval & Prog. Comm./Board

-Intake Clerk/E.D.

Intake Clerk
Intake clerk

Intake clerk
	
	

	Learner documentation contains required elements; profile, assessment information, training plan, demonstrations.  
Information is current.
	-Client files
	-Client File Checklist & results of file audit
	-staff/Eval. Comm.
	
	

	Program policies & procedures are written, current and reflect LBS Guidelines. 
	-Policy & Procedure manuals 

-Ongoing updates 

-Committee specific to this issue
	-Manuals available for review

-Committee plan & minutes
	-E.D./Policies Comm./Board
	
	

	Program Evaluation  strategies in place,. Agency can demonstrate improvements in services to learners or program accountability as a result.  Evaluation activities target priorities identified by MTCU staff, learners, and agency personnel.  
Data related to learners Status at Exit is analysed and used for program improvement. 
	- Client Follow-up Questionnaire (while in program) and Exit Interviews (includes Learner Satisfaction Survey), Monthly Action Plans, and Evaluation Committee activities.


	-Tally of questionnaires, surveys & interviews

-Monthly Action Plans

-Minutes of Evaluation Comm. 


	-various staff/E.D./Eval Comm./Prog. Comm.


	
	

	Backup (information) for Agency 2006-2007 Field Support Investment matches Section 2 of Agency 2007-2008 Business Plan.
	Purchases compared to copy of business plan Section 2
	Copies of invoices and business plan Section 2 
	Executive Director
	
	

	Employment Ontario signs are displayed according to Ministry standards.
	-Signs in place
-Marketing materials approved by Ministry staff.
	Visual 
Emails
	Executive Director
	
	

	PROGRAM DELIVERY
	
	
	
	
	

	ASSESSMENT
	
	
	
	
	

	Assessment process includes initial, ongoing and exit assessments as well as goal setting..
	- Client files
	-Client File Checklist & results of file audit
	-various staff/E.D./ Eval. Comm.
	
	

	Overall literacy level is determined within 20 contact hours of entry into program.
	? (Maybe no “A”s on IMS - this would show it was done within month)
	-IMS monthly reports
	-E.D.
	
	

	Staff have received training in use of assessment tools and interpretation of results.
	-records of training taken

- “          ”      “          ”      , Assessor Meetings with other LSPs
	-Staff portfolios ?

-Minutes of Assessor Meeting

-Discussions with Staff 
	-Various Staff/ E.D.

-Assessor/E.D.
	
	

	Agency has validated assessment tools through common assessment process.
	-Use CABS, CAMERA, Common Writing Assessment, CAAT, Quick Screen, etc.

-Assessor meets with Kingston LSP assessors to ensure validation and improvement.
	-Client Files - Assessment paper work

-Copies of assessor meeting minutes
	-ED/Eval Comm

-E.D.
	
	

	Demonstrations for assessment purposes are being used.
	-sample demonstrations. Use of Demonstrations Ontario website. Assessor meetings.

- Form E and RAL Certificate forms
- Client Files & completed demonstrations
	- Samples available for review

-Client File Checklist & results of file audit

-Available for review
	-Various staff

-Assessor

-Eval. Comm.
	
	

	Demonstrations show learner progress.
	-IMS Progress Reports and Success Stories
-Demo Memos samples and in client files
	-Stats input sheets 
-IMS check

- samples and file review
	-Instructors, Assessor, Intake Clerk
	
	

	Strategies are in place to help learners understand the assessment process. 
	-Part of intake process & “Directions” training. Monthly group assessment activity.

-Self-assessment training included in “Directions” & ongoing part of training.

-Demo memos
	-Responses to “Directions” training

- Learner interviews

-Journals and client activity report sampling

- samples and file review
	-Workshop Coordinator

-Various other staff

-E.D./Eval. Comm

- Instructors
	
	

	TRAINING PLANS
	
	
	
	
	

	Training plans are completed for all learners within 4 weeks of start date and are revised at appropriate intervals. 
	-Dated Training Plans in Client Files

-Reminders on files to review
	-Client File Checklist & results of file audit
	-staff/Eval. Comm
	
	

	Learners indicate that they understand their training plans.
	- Regular review of training plans with learners.  Learners have own copy of plans.  
-???????
	??????????????
	
	
	

	Training Plans contain all key elements.
	-Client Files


	-Client File Checklist & results of file audit
	-staff & Eval. Comm.
	
	

	TRAINING DELIVERY
	
	
	
	
	

	Agency provides learning activities appropriate to adult learners and that accommodate various learning styles. 
	-Samples of activities

-Activity sheets & work samples in files. -All clients are offered different styles of learning from book-style exercises, to real-life activities, to computer-based, workforce related, etc. Instructor, self-paced, tutor, group, work placements, etc.
	-Representative samplings

-Client File Checklist & results of file audit
	-Various staff & E.D.

-staff & Eval. Comm.
	
	

	There is a direct link between assessments, training plans and training delivery.
	
	
	
	
	

	Training links directly to learner goals.
	-Use of tools such as Essential Skills Profiles for workforce, connecting with future training providers, discussion with client, etc. - We use occupational curricula, participatory learning, real-life activities, computer-based learning,  links to employment goals, etc
	-Client File Checklist & results of file audit

-Resource purchases

-Program planning
	-staff/Eval. Comm

-ED
	
	

	Training activities show a balance of core and individual learning activities
	Use both “curriculum” type materials such as Customer Service, the Dryden packages, the Essential Skills/Occupational Curricula and individualized materials gathered to meet learner’s goals
	
	
	
	

	Learners have access to computers.

Computer-based activities, such as AlphaRoute, enhance learning opportunities and contribute to learners’ attaining their goals.
	-All clients are offered computer-based learning and Introduction to Computers, word processing, spreadsheets and graphics courses
	--Client File Checklist & results of file audit

-Visual observation

-Resource library and purchases
	-staff/Eval. Comm.

-ED/MTCU

-ED
	
	

	The schedule and method of training is congruent with agency’s business plan as per the commitment of the business plan.
	
	
	
	
	

	FOLLOW-UP
	
	
	
	
	

	Proper procedures are in place to ensure post-training services are delivered.
	Policy and Procedure
-Status print-outs for 3 & 6 month follow-ups from IMS
	-copy of Policy and procedure
-copies of print-outs
	Intake Clerk
-Intake Clerk
	
	

	Targets for improving follow up contact rates are established and a plan is in place to achieve them.
	Follow-up procedure in place. Follow-up rates are reviewed monthly by Executive Director to ensure that they meet business plan targets.  All lost contacts must have received numerous approaches of contact.
	Procedure

Notes on IMS LBS Activity Report and Exit/Follow-up print-outs
	- Intake Clerk, instructors and ED
	
	

	 (M) Proper procedures are in place to ensure timeliness and efficiency of follow up..
	Monthly IMS printout of exits used as worksheet to gather 3 & 6 month follow-up status.  Class recorded to log time and individual files & IMS records updated.
	Statistic file

IMS

Client Files
	- Intake Clerk and staff, ED to review
	
	

	(M) Data collected contributes to program evaluation in a meaningful way..
	Statistical review of IMS Follow-up status is analysed by Evaluation Committee along with Exit Status and Exit Interviews (Learner Satisfaction Survey). Results are forwarded to Staff, Program Comm. and Board as appropriate.
	Evaluation Committee minutes
	-ED and Evaluation Committee
	
	

	Agency has procedures in place to ensure reasonable effort is made to have learners complete the learner satisfaction survey.
	Policy and procedures in place.  Survey to be done in person or telephone, when client advises of exit, as first option. Telephone track-down or mail-out as next option. 
	Policy and procedures

Notes in file

Results (low percentage of no surveys)
	- Intake Clerk, instructors and ED
	
	

	Results of Learner Satisfaction Survey are sent to MTCU on schedule.
	- Reminder on office electronic calendar.
- Included in Intake Clerk procedures

- Record of emails
	Record of reminder in calendar

Procedure

Copy of emails
	- Intake Clerk and ED
	
	

	COMMUNITY LINKS

	
	
	
	
	

	INFO & REFERRAL
	
	
	
	
	

	Referrals to and from other Employment Ontario agencies and community partners are documented
	-Staff all attended Employment Ontario and Apprenticeship information sessions.
-Agency also funded to provide Employment Assistance Services at both sites.  

-Both sites also act as a host for JobConnect, native employment and mental health employment services ,when they are visiting our communities

-Attendance at regular meetings of service agency Directors, OW/Core Partners and Inter-agency. -Community Living, library and school board staff are on our Board of Directors.

-Referral info on IMS and in client files

Partnering policy in place.  Protocols ongoing development
-Referrals to our Academic Upgrading Partnership at both sites
	-Staff files

-calendar notations

Meeting minutes

Board membership
-Files and IMS checks

- Policy and protocols copies

- Client files
	-ED

- Intake Clerk

-ED

-ED
	
	

	There is a marketing and outreach strategy that results in appropriate clients entering the program.
	Developed community info brochure and client referral sheets

Marketing Policy in place with annual strategies/plan decided by Marketing Committee, which includes “target group(s)” based on prior evaluative information, labour market information, community input and current MTCU key inititatives.

Hosted project “Coordinating Education and Employment Services in Addington Highlands” through Job Creation funding, which increased understanding of “who does what” in community.  Includes chart of services.
	-brochure and referral sheets

-Policy and annual strategies

- Project report and agency referral guide.
	-ED

-Marketing staff rep.
	
	

	Information and referral protocol in place and agreed upon by all LBS agencies in community. 
	Only member of LSP, however assessor meets regularly with Kingston area assessors to ensure common processes and referrals to agencies in neighbouring LSP’s.
Written protocol to work with distance literacy program in Addington Highlands.

-Written protocols for 
	-Assessor meeting minutes
	-Assessor
	
	

	LOCAL COORDINATION
	
	
	
	
	

	Agency participates in the activities of the local planning process. 
	Only member of LSP. Agency meets regularly with HRSD, Ontario Works and other social service agencies to ensure needs of community are met.  Community members of volunteer Board of Directors reflect geography and socio-economic breakdown of community.
	-minutes of meetings

- Director profiles
	- ED
	
	

	Agency shares program data with other local providers.
	Statistical data, etc. shared through network, Ontario Works/LBS meetings and CLEO.
	- minutes of meetings, stats sheets
	-ED
	
	

	Agency is working with other LBS service providers on current LBS program initiatives such as common assessment and workplace/workforce literacy initiative. 
	Assessor meets regularly with Kingston area assessors to ensure common assessment criteria; professional development and resource purchases are aimed at workforce literacy and learning outcomes; and regular attendance at network meetings such as Field Development, CLEO,  LLEO & CLO Boards of Directors
	- Assessor meeting minutes,

- Personnel files include copy of P.D. attended

-Resources check

- minutes of meetings
	-Assessor

- ED

-library

-Field Dev. rep & ED
	
	

	PARTNERSHIPS
	
	
	
	
	

	 Agency has contacts with employment preparation partners to benefit learners.
	Agency is funded to supply Employment Assistance Services to community. 

-Both sites also act as a host for JobConnect, native employment and mental health employment services ,when they are visiting our communities

Monthly reviews of labour market info. Participation in Training Board strategic planning sessions.

- LMI and Ess. Skills Profiles info is used to help clients set realistic goals for further education or for employment.  Local educators and employers provide learning materials, work placement opportunities and career info.
	- contracts

-calendar notations

- LMI files

- Meeting notes, emails, etc.

- Client files and interviews

- Resources check, client files, client interviews
	- ED

- ED

-ED

- Assessor & Instructors

- All LBS staff
	
	

	Training plans, learning activities and demonstrations for learners with employment goals incorporate the literacy and numeracy skill requirements of the learners’ employment goal.
	- Use of Essential Skills Profiles and Occupational Curricula 
- Developed lists of learning resources for top ten entry-level jobs in our community as part of strategic plan and ensured that they were sufficient.

- Ongoing - employer Essential Skills Inventories (ESI) being completed to determine local needs
	- Client files/Training Plans and learner interviews
- Lists

- Copies of ESI’s
	- Instructors/Assessor
-Intake Clerk

- Special Literacy Activities Coordinator
	
	

	(M) Agency has good working relationship with local OW agency as evidenced by # of referrals and improved services to learners.
	Protocols established and quarterly meetings attended.

Executive Director tracks referrals to ensure numbers are reasonable or analyses any other pattern.
	-OW file and minutes of meetings

- IMS tools


	- ED
	
	

	LEARNER FEEDBACK 
	
	
	
	
	

	Learners are available for interviews.
	Ensure a reasonable sampling of learners is available for Ministry monitoring visit.
	
	- instructors
	
	

	Learners are well briefed on purpose of monitoring visit and learner interviews.
	Provide ongoing “training” to learners regarding our funder, the purpose/guidelines of LBS training, and the need for MTCU monitoring.
	?????
	- instructors with guidance from ED
	
	

	Learner interviews will serve to verify information gathered during previous part(s) of the monitoring visit or identify items to be examined more closely in subsequent part(s).  Interviews include discussions on learner involvement in program evaluation strategy, learners understanding of short term goals, training plans, demonstrations, etc.
	As in the previous two criteria
	- ongoing discussion with learners
	- instructors with guidance from ED
	
	


