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Introduction

This manual is designed to help the new Literacy and Basic Skills (LBS) program coordinator adjust
to the adult literacy delivery environment in Ontario. Efforts have been made to keep the terminology
and the description of processes as simple as possible and to focus on what will help new program
coordinators get started in their positions and experience success.

The requirements of the program coordinator position will not be the same for every organization.
For example, some program coordinators are not expected to maintain the financial records, but in
other organizations this may be a requirement. These expectations are determined as part of the
hiring process and will be detailed in the job description.

The Beginner’s Guide provides information about the most important aspects of the program
coordinator’s job that are common to all community-based LBS organizations and explains the
mentoring function of the regional literacy network. The manual (guide) also outlines the LBS service
provider’s obligations to the funder - the Ontario Ministry of Training Colleges and Universities
(MTCU) - including financial obligations and recommendations for financial management to ensure
compliance and to promote success.

As you read this Beginner’s Guide, you will see frequent references to MTCU and to Employment
Ontario or EO. Note that Employment Ontario is part of MTCU’s Employment and Training Division.
LBS is one of several government-funded programs within Employment Ontario. You can read more
information about EO later in this manual.

Although the demands on a new program coordinator are numerous, this manual will focus on key
tasks and responsibilities and will point to the many excellent resources available to LBS
administrators and practitioners. The regional literacy network staff is an important source of
information and can introduce the new program coordinator to key tools and resources. New
program coordinators are encouraged to request as much assistance from the literacy network staff
as is needed. Recognize the strengths you bring to the job that will help you to meet the expectations
and identify any challenges you may have that require you to obtain additional training or support.

The Beginner’s Guide complements the Succession Planning Toolkit, developed by Literacy Link South
Central in 2009, http://www.lIsc.on.ca/node/108, which focuses on the broader succession planning
process. The resources listed in this manual are not exhaustive, but they are meant to be reflective of
common areas of interest for new program coordinators while also highlighting important elements
of LBS program delivery and management. The work of listing all the available resources pertinent to
Ontario was done in 2001 in an excellent volume entitled New to Literacy in Ontario? What Literacy
Staff Need to Know, by Anne Semple and published by Literacy Link South Central (Contact Literacy
Link South Central http://llsc.on.ca/ for a copy of this document).

Throughout this Guide, you will see frequent references and links to the Employment Ontario
Partners’ Gateway (EOPG) web site. EOPG is the official web site for MTCU’s communications with
not only LBS programs but with all organizations under the Employment Ontario umbrella.
Organizations are responsible for visiting the EOPG website on a daily basis, as all LBS-related
information will be posted there. You can also subscribe to an RSS feed to ensure that new postings
are delivered automatically to your inbox.
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Below is the link to the main EOPG page which contains new postings.
http.//www.tcu.gov.on.ca/eng/eopg/newpostings/.

This link is to the LBS Program page on EOPG:
http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs.html

In addition to information posted on EOPG, the LBS Service Provider Guidelines are a must-read
document and one that you will refer to frequently to familiarize yourself with MTCU’s expectations
and your responsibilities for all aspects of program delivery and management. (See also the section
later in this manual for more detailed information about the LBS Guidelines.) The 2015-16 LBS
Guidelines can be found at
http://www.tcu.gov.on.ca/eng/eopg/publications/Ibs_service_provider_guidelines_sdb_approved.p
df.

Simple, yes? Itis simple, if you keep in mind that you have access to many sources of support, such as
the MTCU Employment and Training Consultant (ETC) assigned to your organization, the regional
network staff, provincial literacy organizations, and your Board of Directors. Your work is recognized
by Employment Ontario as providing the foundational skills required by Ontario citizens to survive
and thrive in today’s employment environment, an environment which is constantly shifting and
changing.

We hope that this Beginner’s Guide helps you to contribute to this important work by providing you
with practical tools and resources that can be used immediately.

You will learn about;

The language of literacy;
The role of the support organizations;

The role of literacy services planning;

NS NEE NERN

Key MTCU processes, documents, and supports including the Ontario Adult Literacy
Curriculum Framework (OALCF), the LBS Service Provider Guidelines, the annual LBS business
planning cycle, the performance management system, and required data tracking and
reporting;

v Available literacy resources.
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Section 1

The Literacy Landscape
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Program Coordinator/Manager

No matter how well-organized the previous program coordinator left your literacy organization, you
are now in charge and there is still a great deal for you to learn. The principles of good management,
which apply to the literacy learner starting out on his or her learning journey, equally apply to a new
program coordinator. It's a process of identifying a goal, conducting a self-assessment, identifying the
elements of your learning plan, accessing the training and appropriate tools and materials, and
evaluating if you have achieved what you need to do to be successful in this position.

One of the first things you need to do is contact the MTCU Employment and Training Consultant
(ETC) assigned to your organization. Introduce yourself and set up an appointment to meet him or
her as soon as possible.

Organizations such as Community Literacy of Ontario have developed excellent on-line training
programs accessible to literacy practitioners at http://library.copian.ca/. These can be utilized by the
new program coordinator and other new staff and/or volunteers.

Literacy practitioners help learners to achieve their goals. Similarly, regional literacy networks and
other support organizations and literacy practitioners will help the new program coordinator achieve
his or her program goals. If you can’t find what you need — just ask. There are supports in place to help
you succeed and your regional network staff is connected to numerous resources.

As mentioned in the “Introduction” to this guide, all LBS information from MTCU such as business
plan guidelines, templates, mandatory reporting forms, bulletins, call for proposals, OALCF
information (which is discussed later in this document), audit and accountability guidelines and so
on, are posted to the EO partner’s gateway website indicated above. This web site is critical to the
functioning of your LBS organization and should be one of your first priorities in becoming oriented
in your new position. Once you become familiar with the web site, you will want to check the “New
Postings” page of the site on a daily basis, as updates about all Employment Ontario programming
are continuously posted at http://www.tcu.gov.on.ca/eng/eopg/newpostings/ Information specific to
LBS is posted at http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs.html

I T



http://library.copian.ca/
http://www.tcu.gov.on.ca/eng/eopg/newpostings/
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs.html

Mentoring and Coaching

Mentoring and coaching are also options which you can utilize through your regional literacy
network.

Mentoring

Mentoring follows an open process, which evolves as the need arises. It is a reciprocal relationship
which “there is no universally accepted definition of: however, most people understand mentoring as
a relationship between two individuals, in which a wiser, more experienced person teaches a less
knowledgeable individual.”*

Mentors can be role models and facilitators. The mentor will be able to introduce you to new sources
of information and help you explore your challenges and the organizations challenges. A mentor will
help you build your own insights, and assist you in building your self-confidence.

Your regional literacy network staff can readily connect you with other literacy program coordinators
or practitioners in your region who have proven experience in particular aspects of literacy delivery
and administration. If you ask your regional literacy network staff to arrange some time with a
mentor, you will have the benefit of connecting with someone who has both the listening skills and
expertise to address what you need.

Coaching

Coaching normally focuses on achieving performance goals within a limited time period. For
example, if the goal is to assist you to improve your competence in specific tasks, the coaching
involves passing on specific knowledge to assist in that endeavour.

“Coaching, often confused with mentoring, is a process that occurs when a person views and
critiques another at work and offers ways to improve his or her practice. Although a mentor might
seem to act as a coach there is an important distinguishing feature: coaching is an activity between
peers who have equal competencies, while mentoring involves an imbalance of competencies, with
the mentor being the more experienced person.”

! (Galvez-Hjornevik 1986: Stevens 1998; Murphy 1995) 2010 The Alberta Teachers’ Association
2 (Loucks-Horsley 1998, 25) 2010 The Alberta Teachers’ Association

I T




The rules of coaching include the following:

1. Determining the goal - clearly defining the expectations and explaining why they are
necessary or desirable.

2. Carefully examining current performance - the coach will observe how you are doing
things now, what you already know how to do, your interest and confidence levels
and any barriers limiting your performance.

3. Coaching you - make a choice about where you need help, give advice, point you
towards other “good” performers, and help you invent better tools to improve
performance or remove barriers.

4. Assessing results - this involves looking at the outcome in relation to the goals.

The benefits of coaching and mentoring to you may include:
e Acquiring the valuable skills and knowledge you need in a less formalized way,
without having to go through the trial-and-error process.
¢ Having a model which can be referred to in person, providing for consistency in
development.
¢ Alleviating the organization of having to purchase or implement expensive formal
training programs.

Utilizing internal coaching/mentoring reaps superior development benefits for not only the
new program coordinator but the entire organization as well.

It is up to you to decide which method best suits your needs. Contact your regional network to ask for
their assistance in connecting you with a mentor and/or coach.

You can find more information on mentoring and coaching at the end of this guide.
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Terms and Acronyms

“Please complete your LSPC documents and forward to TCU and the Network ED. FY|
the CLO and LLO are cooperatively introducing ESL/ESOL instruction. In addition to
preparing learners for employment or for ACE, your learners may access ILC through
TVO online, and GED training is available online, so mention that to your stakeholders,
i.e. OW. New materials have also been posted on NALD. Don'’t forget to access EOPG for
the latest information on EO directives.”

Did that make you feel uncomfortable? Did you understand the content of this paragraph? Although
the use of acronyms is common in any field of specialization, it is not good practice if you are sincere
in wanting to convey ideas and information. Acronyms are intended to speed up the process of
communication, but they serve as a barrier to those new to or unfamiliar with the topic. It is important
to remember to only use acronyms with those you are certain will understand you. It is inappropriate
to use them with external stakeholders, with learners, or with anyone who may not be
knowledgeable about their meaning. As a new coordinator you will, however, encounter documents
and people that make use of these acronyms.

You can find a list of commonly-used acronyms at the end of this guide.
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Getting to Know Your Support
Organizations

What is a Support Organization?

Support organizations are funded by MTCU to provide service development support to service
providers. Support organizations are similar in that they broadly provide support to service providers
to ensure that the LBS Programis:

e Coordinated and promoted in communities as a system of service provision that avoids
duplication;

e Of the highest quality;

e Responsive to emerging needs (identified by the community and government);

¢ Integrated into the broader Ministry of Education (EDU), Ministry of Citizenship and
Immigration (MCI) and MTCU: Employment Ontario (EO) programs.

Support organizations however have distinct roles and responsibilities within these broader common
objectives and are further categorized as follows:

Regional networks;
Stream organizations;
Sector organizations;
Service organizations.

“Support organizations play a critical role in identifying for service providers the changing
needs and requirements for successful learner transition and contribute to any actions that
must be taken to increase learner success (e.g., development of resources, service provider
training, linkages to other supports and services).”

The LBS Support Organization Guidelines (2015) can be found here:
http://www.tcu.gov.on.ca/eng/eopg/publications/lbs support organization guidelines.pdf

3 LBS Support Organization Guidelines June 2015
http://www.tcu.gov.on.ca/eng/eopa/publications/Ibs_support_organization_guidelines.pdf
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What is a LSP? Literacy Services Plan

Regional literacy networks are funded by MTCU to facilitate a Literacy Services Planning and
Coordination (LSPC) process within a community or region. Networks help LBS organizations gather,
interpret and analyse relevant information for the purpose of determining what literacy services
should be offered in a specific community. LBS service providers are contracted and funded by MTCU
based on their delivery “sector” and cultural “stream”. A given community may have a variety of LBS-
funded literacy service providers across sectors and streams. These are designated as follows by
MTCU:

e Three delivery sectors (community based, community college, school board);
e Four cultural streams: Francophone, Anglophone, Native, and Deaf

The literacy services planning and coordination process develops the rationale for the service
provision of each organization across the sectors and streams. It’s also important to note that some
communities also have non-LBS funded literacy organizations which are not mandated to participate
in the LSPC process.

Regional networks support LBS service providers through training, tools and resources to determine
the effectiveness of the literacy programming - to set targets as a community and to monitor results.
It is also the role of regional literacy networks to bring community partners such as Ontario Works,
Employment Services, and/or Local Boards to the planning table to develop a community plan - their
“Literacy Services Plan”. Literacy is an issue that affects both the employment and educational goals
of Ontarians, and it's important that community partners provide input about the skills that clients
need in order to succeed in employment and educational settings. The range and level of literacy
services offered in acommunity may depend upon what other community services exist that can
complement LBS.

The Literacy and Basic Skills Program and Employment Services (ES) are close partners and work
together as part of the broader Employment Ontario system. As of April 2012, all LBS service providers
started using a database system known as “EOIS-CaMS” to create service plans for learners and to
track and report a variety of learner data. This is the same case management system that Employment
Services staff use to create a client service plan. A client or learner may have a service plan
concurrently in both LBS and ES, especially if the client’s goal is to obtain direct employment. Strong
information and referral protocols and effective service coordination strategies across a wide range of
community service providers are important priorities of the Employment Ontario system, but the
cooperative relationship of LBS and ES is especially important.




It is also the responsibility of each LBS service provider to participate in the Literacy Services Planning
and Coordination (LSPC) process. This process of coordination and cooperation has three main
purposes:

e Toensure that LBS Program funds are used effectively and efficiently to deliver quality LBS
Program services within the community. The process requires collaboration among service
providers to ensure that emerging needs are met and that there is no duplication of services.

e Toensure that all LBS Program learners have accurate and timely referrals, portable learner
plans, learning achievements described in a common language, and a program that facilitates
the achievement of the learner’s goal path.

e To promote partnerships and collaboration among LBS funded service providers and other
Employment Ontario stakeholders. These partnerships and collaboration will increase timely
referrals, which support EO clients to move smoothly into LBS Program services and progress
out of those services to their next step.

The regional literacy network provides support for the process of local planning and coordination to
produce the Literacy Services Plan for a given community. This process is undertaken annually in the
late fall. Many regional networks facilitate more than one LSPC committee in their given geographic
region. Each year the regional literacy network compiles a document which outlines the Literacy
Services Plan for each community and, in turn, the LSP informs the individual service provider’s
annual business plan.

The Literacy Services Plan (LSP) serves to identify the community’s literacy needs based on
demographics, labour market information, the client focus of the LBS Program, service duplications
and gaps. It also outlines the specific literacy services that local service providers will offer in the
coming fiscal year. Regional literacy networks also work in a collaborative manner across the province
to ensure consistency at the provincial level.

All the LBS service providers, from all delivery sectors and cultural streams, participate in the annual
literacy services planning and coordination process for their community. This planning process will
then lead to the creation of a “service delivery chart” which summarizes a variety of information
about each LSB service provider’s delivery plans for the new fiscal year. Regional networks then
submit the service delivery charts, as well as a narrative description of some features of the
community and its needs, to MTCU for approval.

Once the LSP process is complete, you can look ahead to the annual business planning process. The
LBS business plan is due to MTCU in the weeks following the approval of the LSP. Each service
provider’s business plan flows from the LSP and reflects the commitments that each LBS organization
has made at the local planning table. Specifically, your business plan must mirror the information
you committed to in your service delivery chart for the LSP. See a sample service delivery chart:
http://www.tcu.gov.on.ca/eng/eopg/publications/Ibs_Isp_2016_2017_sd_charts.doc.

For more information about LBS business plans, see the information later in this manual.
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LSPC and Local Labour Market Planning

The annual Local Labour Market Planning (LLMP) process is led by Local Boards (previously known as
Local Training Boards) who are also MTCU-funded to do the following:

e engage communities in a locally-driven process to identify and respond to the key trends,
opportunities and priorities that prevail in their local labour markets;

o facilitate a local planning process to address local labour market issues of common interest;
create opportunities for partnership development activities and projects;

e organize events and activities that promote the importance of education, training and skills
upgrading.

The end result is a publication of an annual LLMP report for each region. The Literacy Services
Planning and Coordination process includes active participation in the LLMP process to ensure that
the LBS Program is recognized as an integral component of action items proposed to address the
region’s skills development needs. The LLMP process/report is also utilized in the Literacy Services
Planning and Coordinating process as a source of current labour market information that supports
LBS Program planning and delivery.




Employment Ontario and LBS

What is the LBS Program’s relationship with Employment Ontario? Where do we fit into the larger
training and employment system? To answer these questions, we need to look at some history
associated with funding agreements between the federal and provincial governments.

In November 2005, the provincial and federal governments signed the Labour Market Development
Agreement (LMDA) which allowed plans for the new Employment Ontario system to move forward.
Through this agreement the federal government transferred funding and resources linked to training
and employment supports and benefits to the Ontario Ministry of Training, Colleges and Universities
(MTCU). Employment Ontario was formally launched on January 1, 2007.

Employment Ontario programs and services include the Literacy and Basic Skills Program,
Employment Services, Second Career, Apprenticeship, Self-Employment Benefit program (ending
March 2016), Local Boards (for labour market planning), and services that support employers.
Employment Ontario is designed to help people seeking to upgrade their skills, looking for work,
wanting to start a career or their own business, or looking for a career change. It can also assist
employers to find and hire people with the skills that employers need.

As mentioned previously, the Employment Ontario Partners’ Gateway web site is an essential and
critical source of information and is MTCU'’s official communication method for notifying service
providers of updates, forms, reporting templates, etc. The site can be found here:
http://www.tcu.gov.on.ca/eng/eopg/.
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Program Administration




The LBS Agreement

One of the documents you will receive from the Ministry of Training, Colleges and Universities in the
course of the year is your annual contractual agreement. This is a legally binding agreement with
MTCU. General information about LBS agreements can be found on the EOPG site at
http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs_administration.html.

In addition, a sample (from 2012) of this agreement is posted at
http://www.tcu.gov.on.ca/eng/eopg/publications/lbs_service_delivery 2012 _sample.pdf.

For many years, the agreement has included several pages of standard contract language and articles
used by MTCU, followed by additional sections (known as “Schedules”) described below:

e Schedule A informs you of the background, roles, responsibilities, and guidelines of LBS
agreements;

e Schedule B outlines your funding for the duration of the agreement (normally one fiscal year,
April 1 to March 31), as well as performance commitments and core activities to which your
organization has committed to for that fiscal year;

e Schedule C outlines the payment schedule and the amount to be paid to your organization by
MTCU at each interval;

e Schedule ‘D’ outlines MTCU’s annual reporting requirements and due dates.

LBS agreements are normally made available to service providers in the late winter but before to the
fiscal year-end date of March 31. Two copies of your organization’s agreement are delivered by your
MTCU consultant, or sent via regular mail.* You must have both copies signed by your organization’s
signing authority and send them to MTCU, by the date indicated. One signed copy should be kept
with your files, normally with your Business Plan, and the other signed copy is kept by the MTCU
Regional Office.

It is important that you understand your agreement and its obligations for you and your organization.
Should you have any questions regarding your agreement, contact your MTCU Employment and
Training Consultant.

(*Note: at the time of finalizing this manual, MTCU was in the process of automating the LBS agreement process using their “SP

Connect” system, which is part of the larger Employment Ontario Information System (EQIS) used by service providers to report a variety
of datarequired by MTCU. For more information on EOIS and SP Connect, please see the section devoted to that later in this guide.)
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LBS Service Provider Guidelines

As a new coordinator/manager, one of the first things you will want to do is familiarize yourself with
the Literacy and Basic Skills Service Provider Guidelines. Every LBS service provider should have a copy
of this document in the office. You can download the 2016 version from the EOPG site:
http://www.tcu.gov.on.ca/eng/eopg/publications/Ibs_service_provider_guidelines.pdf.

The Ministry of Training, Colleges and Universities funds a variety of Ontario organizations to provide
literacy services. There are approximately 200 LBS organizations operating across almost 300 sites in
Ontario. The LBS Guidelines provide you with information about your roles and responsibilities when
you deliver and administer the LBS Program. They also provide the broad policy direction that is
needed by service providers to deliver the LBS Program under their transfer payment agreement with
the MTCU. These guidelines form part of the contract between the LBS service provider and the
MTCU. Consequently, it is critical that the new program coordinator be familiar with the contents of
the LBS Guidelines.

Among other things, important legislative requirements are included in the LBS Guidelines including
service providers’ responsibilities under the Accessibility for Ontarians with Disabilities Act (AODA)
and Access to Information and Protection of Privacy.

While some information in the Guidelines is more generic and applicable to broader MTCU processes,
there are many LBS-specific items you will wish to pay attention to immediately including the
Performance Management Framework (PMF) and the Service Quality Standards (SQS). In MTCU’s
words, “The introduction of a Performance Management Framework (PMF) to the LBS Program aims
at making the program more effective, efficient and customer focused.”

In later sections, this Beginner’s Guide contains a detailed explanation of the PMF and SQS mentioned
above. Throughout this manual, you will see many references to the LBS Guidelines to draw your
attention to areas of particular importance.

It is worth noting that in addition to funding “face-to-face” LBS programs (those where learners
attend in person), the MTCU also funds a small number of online programs for LBS learners who
prefer (and are suited for) distance learning. Some learners participate in a combination of face-to-
face and distance programming. The five online programs available through LBS are collectively
known as “e-Channel”. Information and referral processes related to e-Channel can be downloaded at
http://alphaplus.ca/en/news/news/410-e-channel-information-and-referral-guide.html.

4 BS Service Provider Guidelines June 2015
http://tcu.gov.on.ca/eng/eopa/publications/lbs_service provider_guidelines_sdb_approved.pdf
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Employment Ontario Information System

LBS service providers are required to record and submit a variety of learner, program, and
organizational data using MTCU'’s “Employment Ontario Information System” also known as EOIS. The
use of EQIS for LBS began on April 1, 2012 and replaced MTCU’s legacy system known as the IMS
(Information Management System). Only authorized users are able to view client and program
information recorded in EOIS.

General information, training videos, and resources for EOIS use can be found by using the links
provided on the EOPG site at http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois.html.

The EQIS consists of three sub-systems listed below:

e Employment Ontario Information System — Apprenticeship (EOIS-APPR)
e Employment Ontario Information System - Case Management System (EOIS-CaMS)
e Employment Ontario Information System - Service Provider Connect (EOIS-SP Connect)

LBS providers do not use the EOIS-APPR system but do use the other two: EOIS-CaMS and EOIS-SP
Connect.

As soon as possible, you will need to request access to the EOIS systems and learn their general
features and how they relate to required data entry, record keeping, reporting requirements,
and overall performance management. There are a number of ways you can familiarize yourself
with EOIS:

e You can view the guides and resources found at the link above.

e Depending on the size and staffing capacity of your organization, you may have in-house
colleagues to mentor you in EOIS use.

e If not, contact your regional network to assist you in finding guidance and support from
experienced LBS partners.

Consulting with LBS colleagues who are experienced in EOIS use (whether they are part of your
organization or another) is an excellent way to begin your orientation.

EOIS-CaMS

Since EOIS-CaMS implementation, LBS service providers have spent considerable time and resources
to learn the system and to ensure they are complying with MTCU requirements for data entry and
reporting. Some examples of data entered into the EOIS-CaMS system include (but are not limited to!)
the following:

e Learnerregistration information, e.g. “tombstone” data, demographics, educational history,
personal profile, etc.

e Learner plan information, e.g. goal path, activities, etc.

e Training supports, e.g. funds provided to eligible learners for transportation/childcare

e Learner exit and follow-up information



http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois.html

Registering learners in the EOIS-CaMS systems generates a unique identifier number for each
individual, and this number remains with the client/learner if s/he accesses other Employment
Ontario programming such as Employment Services. The “tombstone” data recorded in CaMS is
attached to this unique identifier and is therefore accessible by authorized users from other EO
organizations.

EOIS-CaMS can be used to produce a number of reports designed by MTCU. As such, EOIS-CaMS is
very closely linked to MTCU'’s program monitoring and performance management for LBS service
providers.

EOIS-SP Connect

The SP Connect sub-system of EOIS was implemented in fall 2015 and began with submission of the
“Estimate of Expenditure” financial reports (EER’s) which are described later in this guide. This was
followed by submission of the annual business plans on SP Connect. Previously, reports or documents
such as these were submitted by a combination of fillable PDFs, email, and/or surface mail depending
upon the type of report and signing authority required.

When fully implemented, SP Connect will be used for all of MTCU’s contract and financial
administration for Employment Ontario programs. As with EOIS-CaMS, the SP Connect system is
closely tied to accountability, contract compliance, and program monitoring.

EOIS Access and User Management

The use of the EOIS requires each organization to designate a “SPRA” (Service Provider Registration
Authority) who is responsible for managing the user accounts and licences provided by MTCU for
access to EOIS-CaMS and EOIS-SP Connect. Likely, you will be the designated SPRA as it is normally a
senior manager in the organization who has the authority to manage users and to be accountable for
system access and confidentiality of data.

Among the many user guides available for EOIS, the Service Provider User Guide will provide you with
information about getting system access and managing user accounts.
http://www.tcu.gov.on.ca/eng/eopg/eotransformation/cams_day1/userguide/eois_cams_ch4 sp_inf
0_user_mgt.pdf

You can also contact your ETC directly for guidance in getting your access set up, especially if the
previous coordinator/manager in your organization was also the SPRA but is no longer there to assist
you.

Regional and Provincial Data Collection and Reports

Since regional literacy networks and other LBS support organizations cannot access the EOIS-CaMS
data directly, MTCU provides those organizations with access to municipal, regional and provincial
“roll up” reports that become available in July or August of each year. These reports are further
analysed using data over time and comparative data. Your regional network, along with the service
providers, analyse the statistics that are relevant to each community which helps to inform the annual
Literacy Services Plan.
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These roll-up reports are collectively known as the “Consolidated Municipal Service Manager” reports,
and they can be downloaded from the EOPG site under the heading “Data Reports” from the
following page: https://www.tcu.gov.on.ca/eng/eopg/programs/Ibs_regional_Isp.html#cmsm.



https://www.tcu.gov.on.ca/eng/eopg/programs/lbs_regional_lsp.html#cmsm

Annual Business Planning

MTCU requires LBS service providers (and support organizations as well) to submit an annual business
plan, typically in late November of each year. One of the first things you will want to do as a new
program coordinator is to find your current business plan and familiarize yourself with it, and then
make sure the goals and objectives are included in your own annual work plan.

The business plan template will include province-wide targets for the LBS Performance Management
Framework (PMF) measures described later in this manual. The provincial targets may change from
year to year, so you will determine how your organization is going to achieve those targets and
indicate this in your business plan accordingly. Your organization may not be achieving the provincial
targets, in which case you usually need to describe strategies for improvement toward meeting those
targets. You may want to discuss the targets, particularly those you may not be meeting, with your
MTCU Employment and Training Consultant (ETC) as you do need to demonstrate year over year that
you are continuously improving your results.

As mentioned in the earlier description of the Literacy Services Planning and Coordination (LSPC)
process, there are some elements of the LSPC information which must be included on your annual
business plan.

Visit the EOPG web site link below for more information on the annual LBS business planning process
and documents.
http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs_business_planning.html
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Introduction to the Ontario Adult Literacy
Curriculum Framework (OALCF)

Background

The Ontario Adult Literacy Curriculum Framework (OALCF) is a broad framework based on the
recognition that learners’ participation, persistence, and success in the Literacy and Basic Skills
Program improve when literacy programming is linked to learners’ goals and takes into account their
cultural and linguistic backgrounds. This is known as contextualized programming, and it is a critical
feature of the OALCF. It isimportant to note that the OALCF is not a curriculum itself but rather a
high-level framework containing indicators of general areas of competency for adults in life, learning,
and work.

The OALCF supports literacy practitioners to plan and deliver contextualized programming for
Anglophone, Deaf, Francophone, and Native adult learners with different goals and learning needs. It
also supports the assessment of learner progress so that learners’ goal-directed outcomes can be
measured and easily understood by learners, practitioners, and other stakeholders and reported
through EOIS-CaMS to the Ministry.

What can LBS-funded delivery service providers now provide?
Within the OALCF, literacy organizations can now provide the following:

e competency-based programming that uses standards at three levels of performance to assess
task-based learner progress;

e clear direction on how a learner’s goal connects with assessment and learning content
choices;

e strong focus on the importance of learners being able to use their newly acquired literacy
skills and competencies in meaningful ways.

Who developed the OALCF?

“The competencies [identified in the OALCF] were established by synthesizing responses from the [LBS] field
to the question, “What do learners learn in literacy programs?” Development team members who were
knowledgeable about the needs of learners who are Francophone, Deaf, Native, and Anglophone, and
who were experienced practitioners from community-based, school board, and college service providers
independently identified tasks typically included in LBS programming. Through discussion, the team
reached consensus on the six competencies in the curriculum framework and their task groups.”

5 Curriculum Framework Conceptual Foundation
http://www.tcu.gov.on.ca/eng/eopa/publications/OALCE _Curriculum_Framework _Conceptual_Foundations_March_2011.pdf



http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Conceptual_Foundations_March_2011.pdf

The description above is from the Curriculum Framework Conceptual Foundation document and can
be found at
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Conceptual_Foun
dations_March_2011.pdf.

Purpose of the OALCF

“The OALCF’s primary purpose is to support Literacy and Basic Skills (LBS) Program service providers
as they help learners develop the required knowledge, skills, and behaviours to successfully transition
to their goals of:

e Employment;

e Apprenticeship;

e Secondary School Credit;
e Postsecondary;

e Independence.

Each LBS learner has a “Learner Plan” that is linked to one of those five goal paths listed above. If you
would like to read more detailed information about the LBS goal paths, you can view documentation
at this link under the heading, “How does the OALCF contribute to successful learner
transitions?” http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs_oalcf_overview.html.
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Figure 1: LBS Program Services and Goal Paths
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The five services noted in this figure represent the five key “funded” services of LBS programming as
detailed in the LBS Guidelines.

“Using the OALCF, practitioners can establish the link between LBS programming and literacy use in
meaningful real-life applications—enabling learners to achieve their goals at home, at work, in
educational settings, and in the community.”

Source: http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_introducing_the CF Mar_11.pdf
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What is task-based programming?

“The OALCF supports practitioners in the implementation of task-based programming, which extends
literacy instruction beyond the development of discrete skills. Instead, practitioners focus on
strengthening the learner’s ability to integrate skills, knowledge, and behaviours required to perform
authentic, goal-related tasks.

The Framework is comprised of six areas of competency:

1. Find and Use Information;
Communicate Ideas and Information;
Understand and Use Numbers;<

Use Digital Technology;

Manage Learning;

Engage with others.”

oU s ®wN

For more detailed information, refer to the OALCF document;
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework Mar_15.pdf.

Practitioners can combine elements of the OALCF to develop integrated tasks, in which learners
complete complex tasks that accurately reflect real-life literacy use. The Integrated Tasks by Goal Path
document provides five sample integrated tasks for practitioners to review and can be found at
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_integrated_tasks_Mar_11.pdf.

How does the OALCF support learner mobility?

“The OALCF helps learners communicate their goal-related program achievements in an easy-to-
understand way, both within and beyond the LBS Program. It provides a common language that
describes learning and learner progress in terms of what a learner can do. The competency-based
curriculum framework provides the standards and levels to which learner achievements are
articulated.

Learner progress is described through the performance of standard tasks called milestones so that
learners’ achievements will be more easily understood by various key stakeholders, such as
employers or providers of other Employment Ontario programs. One indicator of transition-readiness
will be described through standard integrated tasks called culminating tasks. Both milestones and
culminating tasks are aligned to the curriculum framework and must be used with the learner
according the instructions and conditions outlined in the User Guides.”

Source: http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF introducing_the CF_Mar_11.pdf
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Want more information?

To learn more about transition-oriented programming and the elements of successful transitions to
the learner’s next step, please refer to the Foundations of Transition-Oriented Programming
document found at
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Transition-
Oriented_Programming_March_2011.pdf.

OALCF overview page at
http://tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_overview.html

Changes to OALCF since its release in April 2011
http://tcu.gov.on.ca/eng/eopg/publications/OALCF_Change_Log.pdf

Community Literacy of Ontario has on-line videos (revised Dec 2013) below.
http://www.communityliteracyofontario.ca/oalcf-and-key-service-delivery-functions-online-training-
videos-2/

For specific tasks developed by the field see the OALCF task based activities for all streams at:
http://taskbasedactivitiesforlbs.ca/

For links to other OALCF related documents, visit the Northern Networks website at;
https://www.northernliteracy.ca/article/projects-and-resources-147.asp

Once you have familiarized yourself with the OALCF, you will also need to gain access to the OALCF
Repository where the “milestones” and “culminating tasks” are posted and downloadable. These are
assessment-related tasks that link to the OALCF competencies and levels. (See log-in page below.)

To access to this site, you must contact your MTCU Employment and Training Consultant who will
provide you with log-in information and a password.

http://oalcf-repository.ca/
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LBS Performance Management System®

Introduction

This section contains a summary of the LBS Performance Management System (PMS) developed by
the Ministry of Training, Colleges and Universities (MTCU). The summary is meant to assist those who
are not familiar with the LBS-PMS to understand the goals and elements of the system. More detailed
information is available from the LBS Service Provider Guidelines
http://tcu.gov.on.ca/eng/eopg/publications/Ibs_service_provider_guidelines_sdb_approved.pdf as
well as the Employment Ontario Partners’ Gateway
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_performance_management.html.

The performance of LBS service providers is linked to the leadership roles of the senior managers and
their ability to focus effectively and efficiently on results. To this end, performance management
becomes a key condition in achieving quantifiable and verifiable results.

MTCU has provided training to the managers of LBS organizations, regional networks and cultural
groups (“streams”) across the province on the LBS-PMS. You can access the training documents for
phase one and two of the PMS at
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_performance_management.html

This training on the PMS was intended to help services providers build the organizational capacity
needed to deliver on the commitments identified in their business plans and to comply with the LBS
guidelines and their contractual agreements with the MTCU.

In other words, the MTCU has the following goals:

1. to help service providers deliver sustainable, effective, efficient and customer-oriented LBS
services;

2. tofocus on areas where support organizations can build their organizational capacity across
the LBS provincial network.

First and foremost, the PMS is a strategic management system that ensures resources are being
effectively used. It defines the expected results and their associated performance standards. Initially,
the PMS is part of a change process that will alter the way things are done and current practices.
Subsequently, as practices evolve, the PMS will gradually become an ongoing improvement process
and a vehicle for innovation. In other words, the PMS helps to ensure that accomplishments are being
measured, and that these accomplishments are being improved upon.

Asillustrated in Figurel, the PMS has at its core three distinct but related components: the
performance management framework, business intelligence and continuous improvement.

6 Source : Robillard, Michel, Systeme de gestion du rendement des services d’AFB, Contact-Alpha, volume 15, numéro 1, hiver
2013, pages 13-16.
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Figure 2: Performance Management System
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1.0 First Component: The Performance Management Framework
The performance management framework (PMF) consists of three elements

1. service quality standard;
2. organizational capacity;
3. compliance with MTCU the agreement and LBS guidelines.

Figure 3: The Performance Management Framework
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1.1 The Service Quality Standard

This standard (known as SQS) consists of three dimensions: Effectiveness, Customer Service and
Efficiency, as illustrated in Figure 3. Each measure within each of these three dimensions has a
weighting and numerical value attached to it. When the values are compiled monthly, the service
provider receives their SQS “score”. The MTCU holds LBS service providers accountable for achieving
the minimum targets for all of the measures as well as the overall SQS score.

It is important to note that during Phase | of the PMF implementation (2012-2014), each of the three
dimensions consisted of a single performance measure. Under Effectiveness, for example, the
measurement was “Suitability/Learner Profile” as defined by a set of indicators. In the case of
Customer Service, the initial measurement was “Customer Satisfaction”. And finally, with regard to
Efficiency, it was the number of “Learners Served” in a fiscal year.

In the subsequent phase of PMF implementation (2014-16) additional, weighted performance
measures were added to the dimensions of Effectiveness and Customer Service. Effectiveness in this
second phase is measured by both Suitability and Learner Progress, while Customer Service is
measured by both Customer Satisfaction and Service Coordination.

When the PMF is fully implemented in its final phase (date to be determined) the proposed measures
will include the following:

Table 1: Service Quality Standard (SQS) Measures

DIMENSION MEASURES

Effectiveness Suitability/Learner Profile
Completion of Goal Path
Learner Progress

Learner Gains

Customer Service Customer Satisfaction

Service Coordination

Efficiency Learners Served

It is very important for LBS providers to ensure that the data related to these performance measures is
entered accurately and promptly into the EOIS CaMS database (described earlier in this manual) in
order to reflect the LBS service provider’s actual performance. Of the many reports that can be
generated from the EOIS-CaMS, the “Detailed Service Quality Report 64” (DSQ) is the one that MTCU
uses to track service providers’ performance progress against the PMF measures described above.
The DSQ can also be used to identify trends and gaps in service delivery and to inform decisions
about the quality and relevancy of programs and practices.




1.2 Organizational Capacity

Organizational capacity is the combination of the organization’s sub-systems. These sub-systems
include human capital, techniques and knowledge specific to the organization’s field of expertise,
management systems in place, and support (financial, logistics, human resources and risk
management). These sub-systems and related processes come together to transform the available
resources into an output that meets the needs of a specific customer group.

Within the context of the PMS, organizational capacity combines the following dimensions:
1.2.1 Measuring

Measuring consists of using available data to analyse and evaluate the success of business
plans, conformity with the MTCU agreement, and compliance with LBS standards and quality
standards within a results management context. This means that systems and processes are in
place to track the service provider’s performance and to measure any positive and negative
variances in relation to the service provider’s commitments, as stipulated in the MTCU
agreement.

1.2.2 Planning

Planning consists of developing and implementing business plans but with a focus on the
proactive management of these plans, by changing their needs in order to attain the goals
stated in the MTCU agreement. Planning is also based on the evaluation and analysis of data,
in order to make any necessary changes to programs and services that reflect the needs and
trends of the labour market and the community.

1.2.3 Communicating

Communication addresses the interaction needed between the LBS provider’s staff and the
MTCU, the community, and the other key stakeholders. Communication is linked to
governance and is based on an organizational structure supported by processes and policies
to ensure accountability to the provider’s various target client groups.

1.2.4 Resourcing

Resources are specifically related to the presence of clear and transparent financial, human
resource, IM/IT and logistic administrative processes that ensure the organization is
functioning properly. These processes contribute directly to the achievement of objectives
and compliance with performance and service quality standards for the various client groups.

1.2.5 Risk Management

Finally, the risk assessment exercise conducted by the MTCU is used to evaluate the
organizational capacity of organizations. In a context of continuous improvement, this allows
organizations to identify potential risks and to implement mitigation strategies in a proactive
manner so that performance objectives are not compromised by high levels of risk.




1.2.6 Compliance with the MTCU Agreement and LBS Program Guidelines

Service providers and support organizations are under contract with the MTCU and in this
regard, they are obliged to comply with their contractual agreements by respecting allocated
budgets, performance monitoring, required reporting, and all of the associated deadlines.

Therefore, it is essential that service providers read their contract very carefully, because it clearly
stipulates the MTCU'’s expectations.
2.0 Second Component: Business Intelligence

Business intelligence (BI) allows stakeholders to make evidence-based and informed decisions in
order to continuously improve LBS services. Business intelligence also consists of three elements:

1. technology,
2. business processes,
3. people.

Figure 4: Business Intelligence
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2.1 Technology

Technology consists of using an information management system supported by an established
protocol on its use, clear administrative rules, and regular reports that are relevant and based on valid
and reliable evidence-based data. This data can be used to conduct analyses that make a significant
contribution to decision making. In this way, we gain some insight into the extensive use of the EQIS-
CaMS. The EOIS-CaMS is a system that fully meets expectations for the technology dimension of the
business intelligence component. While the EOIS-CaMS provides MTCU with much data, many LBS
service providers also use additional technology resources and software for record-keeping related to
day-to-day operations specific to the needs of their organization.

2.2 Business Processes

Processes are to technology what rain is to crops; inextricably linked. When planning, decision-
making and data collection processes (supported by relevant policies) exist and are in effect, they
allow decision-makers to make informed decisions about performance discrepancies and observed
trends.




2.3 People

Human resources are central to business intelligence and are the determining factor in collecting
data that is valid and reliable, in entering data in the EOIS-CaMS, in producing reports, and in
analyzing the data, all of which contribute to evidence-based decision making. As a result, it is
essential that LBS staff be well trained and that emphasis be placed regularly on the need to enter
valid and reliable data. In the end, the reliability of this data constitutes the basis for continuous
improvement

3.0 Third Component: Continuous (or Continual) Improvement

“According to the ISO 9000 standard, the definition of continuous improvement is as follows:
Continuous improvement: Recurring activity to increase the ability to fulfill requirements
Also according to the standard:
Requirement: Need or expectation that is stated, generally implied or obligatory.”7

Essential to understanding this definition is understanding what the MTCU is trying to achieve in
presenting the continuous improvement (Cl) component of the PMS as "the integration of
performance measurement and business planning into the daily operations of an organization.”

As aresult, the continuous improvement process is based on the following:

1. the analysis of reliable and valid data and outcomes;

2. the observation of trends and recognition of positive or negative variations in relation to the
established objectives;

3. the planning of improvements or changes to the programs in order to close the gaps.

7 http://mathieuvigan.com/lamelioration-continue-et-la-roue-de-deming/ February 27, 2013.
8 Employment Ontario: Literacy and Basic Skills - Performance Management System for Service Providers and Support
Organizations - Participant Guide, Unit 4|2, Ontario, 2013. (will need link to English version)

I
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Figure 5. MTCU’s Continuous improvement Model
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Source: LBS Service Provider Guidelines June 2015
http://tcu.gov.on.ca/eng/eopg/publications/Ibs_service_provider_guidelines_sdb_approved.pdf

A cornerstone of the LBS-PMS is continuous improvement. Figure 4 shows the continuous
improvement process and reproduces, to some extent, the rational problem-solving process, that is
to say: target the problem, define the cause of the problem, develop solutions, and implement the
chosen solution.

It is important to note that within the framework of continuous improvement, the organizational
capacity dimensions are an integral component of the model because any improvements or
changes are likely to bring about changes in the measuring, planning, resourcing and
communicating dimensions. In other words, continuous improvement affects all the sub-
systems of the organization including human capital, techniques and knowledge specific to the
organization’s field of expertise, management systems in place, and support (financial,
logistics, human resources and risk management) and transformation processes.
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Conclusion

This section has provided a brief overview of the PMS components and their importance to both LBS
service providers and LBS support organizations. As a new program coordinator/manager, be sure to
use your experienced colleagues to help you understand and work with the LBS-PMS and associated
data collection, reporting, and contract compliance.




Program Monitoring

In 2015-16, MTCU introduced a new “Strategic Monitoring” process for LBS service providers. The
purposes of the new process are outlined below:

Streamline the current monitoring process to better use existing tools and resources;
Allow MTCU and service delivery sites to better manage workloads and optimize
resources in the time required for monitoring;

Identify service providers that require greater support. °

The Strategic Monitoring process has three distinct methods or approaches for program monitoring:
Paper-Based, Targeted, and Comprehensive. Below is a brief description of each.

Table 2: Strategic Monitoring*?

Paper-Based monitoring provides an opportunity to check in with the service delivery
Paper-Based site if no issues have been identified. The Paper-Based Self-Assessment Questionnaire
forms the basis of the monitoring process.

Targeted monitoring focuses only on areas identified as heeding additional support.
Through the service providers’ completion of applicable areas of the Targeted Self-
Assessment Questionnaire, ETCs can work with the site to identify improvement
requirements.

Targeted

Comprehensive monitoring is an in-depth monitoring process for sites where a
Comprehensive number of issues have been identified. Every service delivery site will undergo a
Comprehensive monitor at least once every three years.

Monitoring may include, but is not limited to, the following components:

¢ Anexamination of all aspects of your organization’s operations and what your organization
has committed to in your annual business plan;

e ETC interviews with learners;

e Adetailed file audit where the ETC compares a sample of your paper based learner files with
the information you have recorded in the EOIS-CaMS.

Following the program monitor, the ETC summarizes, in writing, the visit and any areas for
improvement. The service provided is required to respond, in writing, within a specified time to
address the noted items.

® Memorandum to LBS Service Providers September 2015
http://www.tcu.gov.on.ca/eng/eopa/publications/Ibs_strategic_monitoring_framework_memo.pdf
10 |bid
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In addition to the processes described above, ongoing monitoring occurs through the submission of
required reports such as the Quarterly Status and Adjustment Report (QSAR) which requires service
providers to use selected EOIS-CaMS reports to compile and comment on specific data related to the
Performance Management Framework.

For more details on MTCU'’s current monitoring tools and processes, see the heading “Service

Providers - Strategic Monitoring” found on this site:
http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs_performance_management.html



http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_performance_management.html

Financial Compliance

Keeping accurate records will be your responsibility, and rest assured, you will be asked...not just by
your auditor, but by your MTCU Employment and Training Consultant (ETC) when s/he conducts a
Program Monitoring visit. Being organized at this level will save you time and trouble down the road.

Your financial reports need to be prepared according to Ministry specifications. The funding you
receive may only be spent on activities directly related to LBS delivery. Below are four useful tips to
think about:

v Keep your paid invoices filed by either supplier; or by month paid.

v Provide adequate explanations for all journal entries.

v Reconcile your bank statements with your paid cheques and deposit slips on a
monthly basis.

v Keep details of the purchase or sale of equipment or other fixed assets.

Eligible expenses can include the following:

» Rentand utilities for instructional space and program administration functions;

» Instructor salaries and benefits;

» Salaries and benefits for staff providing program administration services;

» Professional development of staff and practitioners;

» Volunteer orientation and co-ordination;

» Materials and supplies for workshops, instructional resources;

» Administration of training support;

» Telephone, fax, and Internet access;

» Office supplies and leased equipment;

» Insurance (board, property, and liability);

» Costs associated with participating in local planning and coordination;

» Staff travel for meetings, conferences, professional fees;

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

» Outreach and recruitment (promotion, marketing, advertising);

» Accounting services;

» Auditor’s fees (when audited statements are required by MTCU).




To assure yourself that your organization is prepared for a monitoring visit, verify that your
organization’s files include the following documents and that they are readily available for the
auditor, as well as for your ETC for site monitoring:

Board Minutes of the fiscal year (originals);

Bank Statements / cheque stubs;

Other banking information (i.e. term deposits);
Financial reports;

Budget information;

Project expenditures and revenues/rationale;

Donation receipts (if applicable);

HST statement for fiscal year;

Profit and loss statements;

All organization invoices;

All petty cash invoices ;

Bank deposit book(s);

Any correspondence from funders regarding financial matters;
Payment schedules;

T4 slips for staff; T4A slips for self-employed individuals
Organization Income Tax Return;

Corporation Papers;

Organization licences (Nevada, Raffles, etc.);
Organization By-laws.

NN N N N T N N N N N N N NN

Once your business year has ended (March 31) you will be facing the annual job of having to submit
your books and records for an independent audit and for submission of the annual Statement of
Revenue and Expenditure Report (SRER) to the MTCU. If you have an accountant, it is advisable to
make sure all the above documents are prepared. Efficiency in this manner will save your accountant
time and save your organization money. Today, with the accounting software packages available to
small businesses, you will have your cheque register, sales and deposit journals, general ledger and
sub ledgers in those accounts.

Any unspent LBS funding, including any interest that may have been earned on the funding
throughout the year, must be kept in an interest-bearing bank account at the end of each fiscal year
until the MTCU recovers that funding.

You will find the 2015-2016 LBS Audit and Accountability Guidelines along with a sample auditor’s
report under the “Financial Reporting” heading at:
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_administration.html.

Any changes to these guidelines will be posted on this website as will updated documents for
business cycles beyond 2015-16.



http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_administration.html

Estimate of Expenditure Reports

All LBS service providers are required to submit six Estimate of Expenditure Reports (“EER’s"), at
particular intervals during the fiscal year. You will find the due dates for your EER’s in the most recent
Audit and Accountability guidelines mentioned above. EER’s are submitted electronically via MTCU’s
“SP Connect” system described previously.




Your Organization’s Annual Work Plan

The table on the following pages is an annual work plan of due dates for different documents which
you will be required to submit to either MTCU, Canada Revenue Agency, or your regional literacy
network. Some of the dates that appear in the work plan will vary from year to year, but you can refer
to the actual documents for those dates. Documents showing deadlines have been identified in the
table below with links, where applicable.

There will be other items in your work plan which will have varying dates according to your own
organization and network. Some of these which you will want to include in your annual work plan
are:

¢ Monthly Board Meetings;
e Annual General Meeting;
e Special Annual Events.

Sample Annual Work Plan

Event Document Location How to file
Prior to the Source Canada Revenue Agency You will have received the | You or your
15" ofevery | Deductions Source Deductions Source Deductions bookkeeper/treasurer will
month (based on Remittance Voucher Remittance Voucher by complete the form, attach
monthly mail (unless you are filing | the necessary cheque, and
instalments) electronically). mail by the deadline.
There is a penalty if you do
not file by deadline.
Quarterly Quarterly Status Quarterly Status and EOPG website- Programs | QSAR's for your
and Adjustment | Adjustment Report (QSAR). | and Services/ /Literacy organization are to be
Reporting and Basic Skills/ submitted via email to the
Link to template: Performance ESRD mail box and a copy
Management System. to your TCU Training
http://www.tcu.gov.on.ca/e Consultant.
ng/eopg/publications/Ibs Link:
sd_gsar_2015_2016_templ Submission dates are as
ate.doc http://tcu.gov.on.ca/eng/e | reflected in the QSAR
opa/programs/Ibs_perfor | template document
mance_management.html
Submission of Statement of Revenue and | Every year the Audit Reports are to be via email
Audit Expenditure, with a Guidelines are posted on | to the ESRD mailbox and a
Mid-June of separate statement for the EOPG website. Under | copy to your TCU Training
each year each funded site with a LBS/ administration and Consultant
Schedule B, and each agreements
project funded.
Link:
http://tcu.gov.on.ca/eng/e
opga/programs/Ibs_admini
stration.html
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http://www.tcu.gov.on.ca/eng/eopg/publications/lbs_sd_qsar_2015_2016_template.doc
http://www.tcu.gov.on.ca/eng/eopg/publications/lbs_sd_qsar_2015_2016_template.doc
http://tcu.gov.on.ca/eng/eopg/programs/lbs_performance_management.html
http://tcu.gov.on.ca/eng/eopg/programs/lbs_performance_management.html
http://tcu.gov.on.ca/eng/eopg/programs/lbs_performance_management.html
http://tcu.gov.on.ca/eng/eopg/programs/lbs_administration.html
http://tcu.gov.on.ca/eng/eopg/programs/lbs_administration.html
http://tcu.gov.on.ca/eng/eopg/programs/lbs_administration.html

DLEGIES)

June 15t

September
30" or earlier

Every month

Late
November
each year,
however this
date can
change

Event

Application for
GST Rebate

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

Source
Deductions

(based on
monthly
instalments)

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

Document

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

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

Canada Revenue Agency
Source Deductions
Remittance Voucher

LBS Program - Business
Plan - Template for Service
Delivery Organizations

Location

Download this document
from the Canada Revenue
Agency web site:
http://www.cra-
arc.gc.ca/E/pba/gf/gst66/
README.html. This
documentis only
available in electronic
format.

If you are aregistered
charity, the forms for the
current fiscal year will be
sent to you by mail. All
forms and publications
are available on the
Canada Revenue Agency
web site at:
http://www.cra-
arc.gc.ca/chrts-
gvng/chrts/formspubs/me

nu-eng.html or you may
call 1 800 267-2384.

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

Both the Business Plan
template and the in-
structions will be available
on the EOPG web site
under Programs and
Services/Literacy and
Basic Skills/ Business
Planning

http://www.tcu.gov.on.ca/
eng/eopg/programs/Ibs
business_planning.html

How to file

You or your bookkeeper/
treasurer must complete
the form and mail to the
Canada Revenue Agency
at the Summer side Tax
Centre (address is on
form).

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

You or your bookkeeper /
treasurer will complete
the form, attach the
necessary cheque, and
mail by the deadline. You
may also set up online
filing through your bank.
There is a penalty if you do
not file by deadline.

This will be submitted
electronically to MTCU
through the ESRD mailbox
and a copy sent to your
TCU Consultant.
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http://www.cra-arc.gc.ca/E/pbg/gf/gst66/README.html
http://www.cra-arc.gc.ca/E/pbg/gf/gst66/README.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/formspubs/menu-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/formspubs/menu-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/formspubs/menu-eng.html
http://www.cra-arc.gc.ca/chrts-gvng/chrts/formspubs/menu-eng.html
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_business_planning.html
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_business_planning.html
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_business_planning.html

Section 3

The Learners




Learner Screening and Intake

Screening and intake of clients involves a process whereby the service provider gathers relevant
information and, in consultation with the client, determines if the LBS program is the most
appropriate intervention.

Next, the service provider will determine which LBS service provider in the community is best-suited
to serve that client based on her/his goal path, education history, profile, skill level, etc. If appropriate,
the client may then be referred to a partner LBS program in the community, or s/he may continue on
with the registration process at your program if it best serves her/him. In a case where a client may
not have any set goals, a referral to Employment Services may be an appropriate first step. If the client
has other needs such as housing, counselling, etc., a referral to another community organization
outside of LBS may also be appropriate, either along with accessing LBS services or as a stand-alone
referral.

Once the service provider is ready to proceed with registering a client into LBS, the service provider
will document the process using two MTCU mandatory forms: the LBS Participant Registration Form
and the Learner Plan.

The LBS Participant Registration Form’ is used with clients who are eligible, suitable and interested in
attending LBS services, in person, or via online/distance programming.

The Participant Registration Form has been designed to:

capture client information which is required to record eligibility and suitability;
record the client’s consent to collect information;

register LBS learners in EOIS-CaMS; and

develop the initial elements of the Learner Plan.

Once signed by the client, the information on the Participant Registration Form will be entered into
the EOIS-CaMS to open a client service plan. A learner plan is then generated. The learner plan is a
“living document” which includes background information, goals, assessment results, program
activities, and outcomes at exit. The learner plan was formerly referred to as the “training plan”, but
they each perform the same function of providing the road map for the practitioner and the learner,
i.e. recording LBS activities and outcomes that are achieved.

An electronic version of the learner plan can be generated from EOIS-CaMS and
downloaded/converted to Microsoft Word format, so the service provider can add the program
details. The plan needs to be updated regularly as learners complete items on the plan, and/or as the
plan items are updated, deleted, revised, etc.

Service providers may also use their own version of the learner plan, e.g. in Excel format or another
convenient template, as long as it contains the same features and information as the EOIS-CaMS
generated template.




Learner Assessment

The Literacy Services Planning and Coordination (LSPC) Committee brings together LBS Program
service providers in acommunity to ensure that there is a common understanding and acceptance of
learner assessment results. Service providers use a wide range of formal and informal assessment
tools that are matched to different assessment purposes (at intake, during programming and at exit
for a range of learner goals).

The LBS Program Guidelines state that “Assessment is any process or procedure that gathers
information for making decisions about a learner’s knowledge, skills, behaviours and abilities.”
Learners may be referred from one LBS service provider to another LBS service provider. Learner
mobility is greatly enhanced if the receiving organization has an understanding and acceptance of
the learner’s achievements. It is also important that a learner not be reassessed and that their learning
achievements are accepted as the starting point for next steps.

The Ontario Adult Literacy Curriculum Framework (OALCF) provides common tools (milestone tasks,
culminating tasks, learner gains) and a common language (five goal paths and six competencies at
three levels of complexity) that will help to provide a shared understanding of assessment results
among LBS service providers. It is an ongoing process to gain confidence in, and understanding of,
assessment results used by different LBS and community service providers, which is why the regional
literacy networks provide LBS service providers with the opportunity to discuss assessment at the
LSPC Committee meetings.

The MTCU does not prescribe curriculum, content, or assessment tools but depends on the
professional judgement of the LBS practitioner. However, on the OALCF website,
http://tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_overview.html there is a foundation paper on
assessment and a collection of assessment tools that the service provider may want to reference
when making assessment decisions.

Under the OALCF, some aspects of learner achievement will be described by the successful

"o

completion of “milestone tasks”, “culminating tasks” and, coming soon, a “learner gains” assessment,
which will be an assessment of skills measured on the 500-point IALS scale (International Adult
Literacy Survey).

The OALCF documentation indicates the following

e Milestone tasks are progress indicators which are “goal-related assessment activities that
learners complete to demonstrate their abilities to carry out goal-related tasks.”

e Culminating tasks are “more complex than milestone tasks, but are also aligned with the
Curriculum Framework. Culminating tasks draw together multiple competencies which may
be at different levels of complexity. The successful completion of a culminating task is an
important demonstration of the learner's ability to manage the kinds of tasks they will
encounter once they transition beyond the LBS Program.”

o Learner gains assessment will be “used primarily for accountability purposes; it collects and uses
numerical data about the progress of groups of learners- information that can be compared across
programs.”

For more detailed information, please refer to all OALCF link on the Employment Ontario Partners’
Gateway at http://tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_overview.html.



http://tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_overview.html
http://tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_overview.html

Learner Files

MTCU requires each service provider to maintain documentation and records as part of responsible
service delivery. It's up to each service provider to ensure that systems are in place for planning and
monitoring. Part of this includes the maintenance of a paper-based file for each learner.

Currently, MTCU requires that the following information be included in every learner file:

o Arationale for decisions made by the LBS service provider;
e LBS Participant registration form;

e Learner plan;

o Evidence of learner progress;

o Training Support documentation, if applicable;

e LBS Participant Exit form.

The materials in the learner files may contain other sensitive information such as referral information
from other organizations and assessment records. It is critical that these be kept secure.

MTCU provides the following forms, which are mandatory:

e LBS Participant Registration Form:;
e LBS e-Channel Participant Registration Form;
e LBS Program Exit and Follow-up Form.

These forms (and many other Employment Ontario forms for service providers) can be found on the
EOPG website at http://www.tcu.gov.on.ca/eng/eopg/tools/forms.html.

In addition to these forms, MTCU also provides the learner plan template as mentioned in the Learner
Assessment section of this manual. It is downloadable from EOIS-CaMS, and a training resource video
about this “Enhanced Learner Plan” is available at

http://www.tcu.gov.on.ca/eng/eopg/eotransformation/cams_modules/eois_cams_enhanced_learner

plan.html



http://www.tcu.gov.on.ca/eng/eopg/tools/forms.html
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Learner (Customer) Satisfaction

One important activity related to the Customer Satisfaction measure contained in the “Customer
Service” dimension of the PMF is the learner’s exit interview as outlined below:

“LBS service providers must ask all learners who are about to exit the program to indicate, on a scale of 1 to
5, how likely they are to recommend the LBS Program to someone looking for similar services. This
question can be found on the mandatory LBS Participant Exit and Follow-up form
(http://www.tcu.gov.on.ca/eng/eopg/tools/forms.html). If the learner is not available to answer this
question at exit, then the service provider should record the learners’ response as ‘no response’. It is
important that it be completed at the end of the learner’s program and not during. Additionally, service
providers will want to create an in-house satisfaction survey in order to capture a learners’ satisfaction
during their time with the LBS program. We want to know how satisfied they are with their experience of
being in the whole program. Excluded from these surveys are individuals who left after assessment.”

Source: http://www.tcu.gov.on.ca/eng/eopg/publications/lbs_2014 perf _mgmt_system_qgas.pdf

In order to document the learner’s response to the question above, many service providers have
included the question as part of a short paper-based survey that is administered to each learner at or
close to exit. The question can also be asked verbally or by email or phone, as long as evidence of the
response is documented in the learner file. The response is also entered in the EOIS-CaMS as part of
the “plan closure” process.



http://www.tcu.gov.on.ca/eng/eopg/tools/forms.html
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Section 4:

Additional Resources and Appendices




Other Useful Websites

The following is a list of useful websites to further your training and information in the LBS
practitioner field as well as to help you in your objectives as a new program coordinator. These
websites are very useful for a variety of purposes, but you may also find that the wealth of
information can be overwhelming, especially at first. Use this list as your basis, and ask your literacy
network, ETC, or mentor for the most useful for your purposes. This list is neither exhaustive nor
complete. It is merely a starting point.

ABC Canada
www.abccanada.org

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

Alpha Plus
http://www.alphaplus.ca/

Alpha Plus is funded by the LBS program to support LBS organizations, for resources developed and
the innovative use of technology in adult basic education.

Alpha Plus Centre actively supports research, and promotes best practices in adult basic education for
practitioners and programs that work with adult learners in the Deaf, Aboriginal, Francophone and
Anglophone communities through:

¢ innovative use of technology;
e research;
¢ design, development and dissemination of information and resources.

Community Literacy of Ontario
http://www.communityliteracyofontario.ca/

This website provides great support for community based organizations in a variety of ways, from
training to newsletters to management and further literacy links.

Who We Are

Community Literacy of Ontario (CLO) is a provincial literacy network of 100 community literacy
organizations across Ontario. We provide many services to Ontario’s community literacy
organizations such as: sharing information via bulletins and newsletters, producing exemplary
resources and tools to support literacy organizations, hosting two websites, providing online training
and holding an annual training event, and researching the needs and priorities of our members.



http://www.abccanada.org/
http://www.alphaplus.ca/
http://www.communityliteracyofontario.ca/

COPIAN
http://library.copian.ca/

COPIAN houses a comprehensive and easily accessible database of literacy-related classroom and
research materials, available free to download. It also functions as a portal to adult literacy resources
and services across Canada.

Deaf Literacy Initiative
http://www.deafliteracy.ca/

Vision
A world leader providing professional expertise and innovations in specialized literacy services to the
Deaf and Deaf-Blind community and other coalitions.

Mission
Deaf Literacy Initiative leads in:

o Developing accessible and accredited training for practitioners and learners in the Deaf and
Deaf-Blind literacy organizations.

e Undertaking consultation, research and technology initiatives that advance the Deaf and
Deaf-Blind field.

e Producing accessible and culturally relevant learning resources.

e Promoting and supporting the needs of Deaf and Deaf-Blind literacy communities globally.

Essential Skills - Government of Canada
http://www.esdc.gc.ca/en/essential skills/index.page

This site provides free and easy-to-use tools to help learners, employers and practitioners take action
on Literacy and Essential Skills.

Search over 300 job profiles to see how these skills are used in the workplace.

Use the Literacy and Essential Skills Toolkit to help support skills upgrading at work and in everyday
life. The Tools are categorized under three areas:

e Assessment;
e Learning;
e Training Supports.

Laubach Literacy Ontario
http://www.laubach-on.ca/

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



http://library.copian.ca/
http://www.deafliteracy.ca/
http://www.esdc.gc.ca/en/essential_skills/index.page
http://www.laubach-on.ca/

Literacy Basics
http://literacybasics.ca/introduction-2/why-online-training/#

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

LBS Practitioner Training
http://www.lbspractitionertraining.com/

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

The Ontario Native Literacy Coalition
http://www.onlc.ca/

The Ontario Native Literacy Coalition (ONLC) is a non-profit, charitable organization, one of four
provincial umbrella organizations funded by the Ministry of Training, Colleges and Universities. The
ONLC is a provincial networking and field development organization supporting and serving Native
literacy practitioners and learners in Ontario, providing information, support and training while
enhancing ability and awareness of literacy issues.

Founded on the principles of the Seven Grandfather Teachings, the ONLC respects the individual as a
whole person - part of a family, community, and a Nation.

Ontario Skills Passport
http://www.skills.edu.gov.on.ca/OSP2Web/EDU/Welcome.xhtml

The Ontario Skills Passport (OSP) provides clear descriptions of the Essential Skills and work habits
important for work, learning and life. Essential Skills are used in virtually all occupations and are
transferable from school to work, job to job and sector to sector.

The OSP offers high school students, adult learners, job seekers, workers, employers, teachers,
trainers, practitioners, job developers and counsellors a common language, resources and tools that
help build competence, confidence and connections.



http://literacybasics.ca/introduction-2/why-online-training/
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Original Sources

Assessment Kit, Kingston Literacy. Ongoing Assessment - Tracking Model for Volunteer Tutoring
Programs.

CABS - Common Assessment of Basic Skills Initial Assessmentin 5 Levels (2000), Judith F. Lee. The
CABS Initial Assessment Report and the Demonstrations are intended to be freely reproduced for
assessment purpose. In this publication you will find Assessment tools, demonstrations, background
information, and additional resources. Literacy Link Eastern Ontario (LLEO), 830A Development Drive,
Bayridge Plaza, Kingston, ON K7M 5V7, E-mail: lleomail@ican.net. One can also access CABS from this
website: https://www.lleo.ca/col/cabs_online.html

CARA - Canadian Adult Reading Assessment (2000), Dr. Pat M. Campbell & Flo M. Brokop. CARA is an
informal reading inventory that can determine a student’s instructional reading level and specific
strengths and weaknesses in word recognition and comprehension. The instructor’s manual and
student’s assessment booklet contain a graded word list and nine levels of passages, ranging in
readability from grades one to twelve. Each level contains two fiction and three non-fiction passages.
Publishers: Grass Root Press. Website: http://www.grassrootsbooks.net/ca/

Demonstrations Ontario, a Learning Basic Skills funded project, focuses on demonstrations that are
relevant to employment and offers a demonstration builder for practitioners.

Goal-Directed Assessment: An Initial Assessment Process, Ontario Ministry of Education and
Training 1997

Goal Setting for Learners, (Instructor’s Manual and Manual for Learners), Stephanie Brennan. The
instructor’s manual gives background theory and strategies for working with learners and provides
goal setting activities. Some of the areas topics include: goal setting, assessment, learning styles,
notes about lessons, importance of setting goals, identifying needs, wants, dreams and supports
needed in goal setting. Southwestern Ontario Adult Literacy Network, 475 Caradoc Street, Strathroy,
ON N7G 2R1. E-mail: soaln@ican.net

Laubach Way to Reading and Laubach’s Breakthrough to Math and Patterns in Spelling series have
a number of Diagnostic Inventory forms for both initial assessment and learner outcomes
assessments. Laubach Literacy Ontario is also a provincial literacy organization which has a
certification process for practitioners. Website: http://www.laubach-on.ca/

The Level Descriptions Manual, a learning outcomes approach to describing levels of skill in
Communications & Numeracy, as well as features and example performance indicators for the
domain of Self-Management and Self-Direction. Produced by the Ontario Literacy Coalition



https://d.docs.live.net/BGLASS/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/BGLASS/AppData/Local/Microsoft/user/AppData/Local/Microsoft/Windows/AppData/Local/Temp/lleomail@ican.net
https://www.lleo.ca/col/cabs_online.html
http://www.grassrootsbooks.net/ca/
mailto:soaln@ican.net
http://www.laubach-on.ca/

Linking Demonstrations with Laubach, Laubach Literacy Ontario (LLO) through Alpha Plus, you can
access a comprehensive manual of learning outcomes demonstrations for programs using Laubach
materials.

New to Adult Literacy in Ontario (2001), What Literacy Staff Need to Know, Anne Semple. This
handbook gives a comprehensive overview of the literacy field, detailing the present structure and
listing important information in tabbed, easy-to-find sections. Publishers: Literacy Link South Central,
213 Consortium Court, London, ON, N6E 2S8, Phone: 519 681-7307, Toll-free: 1 800 561-6896, E-mail:
literacylink@bellnet.ca Website: http://www.lIsc.on.ca

New to adult literacy in Ontario? (2003), What else literacy practitioners need to know, Patti Miller.
Using the field development priorities as a guide, the Literacy Link South Central have compiled and
organized some of the newest resources in the field. Publishers: Literacy Link South Central, 213
Consortium Court, London, ON, N6E 2S8, Phone: 519 681-7307, Toll-free: 1 800 561-6896, E-mail:
literacylink@bellnet.ca Website: http://www.lIsc.on.ca

The Revised Common Writing Assessment: A Tool linked to Ontario’s LBS Learning Outcomes
Levels, Ontario Literacy Coalition. This writing assessment tool is linked to the LBS learning outcomes
Levels 1-5. This tool helps practitioners assess writing samples and share assessment results with
learners. Copies of the manual are available from the OLC. Email: Urszula@on.literacy.ca

Working with Learning Outcomes, Literacy and Basic Skills Section, Workplace Preparation Branch,
Ontario Ministry of Education and Training 1998. To order call 1 800 668-9938.



https://d.docs.live.net/BGLASS/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/BGLASS/AppData/Local/Microsoft/user/AppData/Local/Microsoft/Windows/AppData/Local/Temp/literacylink@bellnet.ca
http://www.llsc.on.ca/
https://d.docs.live.net/BGLASS/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/BGLASS/AppData/Local/Microsoft/user/AppData/Local/Microsoft/Windows/AppData/Local/Temp/literacylink@bellnet.ca
http://www.llsc.on.ca/
mailto:Urszula@on.literacy.ca

Sources

MTCU - Employment Ontario Partners’ Gateway. This site provides support to service providers
delivering Employment Ontario programs and services as part of the Employment Ontario network. It
provides tools and materials to support the Employment Ontario brand, and employment and
training information within the Employment Ontario network of service providers:
http://www.tcu.gov.on.ca/eng/eopg/

Ontario Adult Curriculum Framework website (OALCF). This site provides information about the
OALCF and the resources that have been developed to support practitioners in implementing the
OALCF:

http://www.tcu.gov.on.ca/eng/eopg/programs/Ibs_oalcf_overview.html

The Alberta Teachers Association — Mentoring - A literature review:
http://www.teachers.ab.ca/Publications/Other%20Publications/Mentorship%20Program%20A%20Model
%20Project/Pages/Mentoring.aspx



http://www.tcu.gov.on.ca/eng/eopg/
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_overview.html
http://www.teachers.ab.ca/Publications/Other%20Publications/Mentorship%20Program%20A%20Model%20Project/Pages/Mentoring.aspx
http://www.teachers.ab.ca/Publications/Other%20Publications/Mentorship%20Program%20A%20Model%20Project/Pages/Mentoring.aspx

Appendices

Appendix 1 - Acronyms

The following acronyms are literacy and employment acronyms pertinent to use in Ontario. Some
acronyms are attached to older documents and may not be in current usage.

A

AAP Adjustment Advisory Program

ABE Adult Basic Education

ABEA Adult Basic Education Association of Hamilton/Wentworth (Network)

ABL/N Adult Basic Literacy/Numeracy

ACA Apprenticeship Certification Act

ACAATO Association of Colleges of Applied Arts and Technology of Ontario (hnow
“Colleges Ontario”)

ACE Academic and Career Entrance Program

ACL Association for Community Living (old term)

ACTEW A Commitment to Employment & Training for Women

AGM Annual General Meeting

AlphaCom On-Line Discussion Network for Literacy Organizations

AlphaPlus Support Organization, Technical

AlphaRoute Web-based distance education resource

ALS Aboriginal Language Standardisation Project

ASL American Sign Language

AU Academic Upgrading

AUP Academic Upgrading Partnership

BEST
BTSD

Basic Education Skills Training
Basic Training for Skills Development

CAAT Canadian Adult Achievement Test

CABS Common Assessment of Basic Skills

CAL Canadian Alliance for Literacy

CAPLA Canadian Association for Prior Learning Assessment

CBT Community-Based Training

Centre FORA Centre franco-ontarien de ressources en alphabétisation

CESBA Ontario Association of Adult and Continuing Education School Board

Administrators




CFLDB Canadian Federation Labour Development Board

CH/SCH Contact Hours/Student Contact Hours

CIPMS Continuous Improvement Performance Management System

CLO Community Literacy of Ontario

CLWE Clearinghouse for Literacy Workers’ Education

CNIB Canadian National Institute for the Blind

COMSOC Ministry of Community and Social Services

CQA Contract Quality Assurance

CQs Core Quality Standards

CSAC College Standards and Accreditation Council

CSC College Sector Committee for Adult Upgrading

DLI Deaf Literacy Initiative

DTP Desktop Publishing

EARAT Evaluating Academic Readiness for Apprenticeship Trades Training
EAS Employment Assistance Services

EDU Ministry of Education

EER Estimate of Expenditure Report

El Employment Insurance

EO Employment Ontario

EQIS Employment Ontario Information System

EQIS-CaMS Employment Ontario Information System - Case Management System
EOQIS-SP Connect Employment Ontario Information System - Service Provider Connect
EOPG Employment Ontario Partners’ Gateway (website)

ERC Employment Resource Centre

ES Employment Services

ESL/ESOL English as a Second Language/English for Speakers of Other Languages
ESDC Employment and Social Development Canada

ESP Essential Skills Profile

ETC Employment and Training Consultant

FSL French as a Second Language




GED General Educational Development
GOLD Goal of Literacy for Deaf People - (old term -see DLI)
GWA General Welfare Allowance (old term — see OW)
HRDC Human Resources Development Canada (old term — see ESDC)
IALS International Adult Literacy Survey
IALSS International Adult Life Skills Survey
IAS Industrial Adjustment Services
IC Industry Canada
I[ELTS International English Language Testing System
ILC Independent Learning Centre
IMS Information Management System
I&R Information and Referral
IRPA Information & Referral Protocol Agreements
ISD Integrated Service Delivery
JCP Job Creation Partnership
La Coalition la Coalition Francophone pour I'alphabétisation et la formation de base
en Ontario
LAI Labour Adjustment Initiative
LB/LTB/LTAB Local Board/Local Training Board/Local Training and Adjustment Board
LBS Literacy and Basic Skills
LCPP (old) see LSPC
LD Learning Disabled/Disability
LDAO Learning Disability Association of Ontario
LFDS Literacy Field Development Support/Services
LINC Language Instruction for Newcomers to Canada
LINDR Literacy Network of Durham Region
LITNW Literacy Northwest (Network)
LLC Laubach Literacy Canada (old)
LLEO Literacy Link Eastern Ontario (Network)




LLI Laubach Literacy International

LLMP Local Labour Market Planning process

LLN Literacy Link Niagara (Network)

LLO Laubach Literacy Ontario

LLSC Literacy Link South Central (Network)

LMA Labour Market Agreement

LMDA Labour Market Development Agreement
LMPA Labour Market Partnership Agreement

LNNE Literacy Network Northeast

LOARC Learning Outcomes and Assessment Resource
LOCS Literacy Ontario Central South (Network)
LOON Literacy Opportunities in Ontario North

LSAF Learner Skill Attainment Framework

LSPC Literacy Service Planning and Coordination
MCL Movement for Canadian Literacy

MCSS Ministry of Community and Social Services
MCI Ministry of Citizenship and Immigration

MET Ministry of Education and Training (old)

MNN Mid North Network for Adult Learning (also MNNAL)
MOL Ministry of Labour

MOPP Manual of Policies and Procedures (OLC)
MTCU Ministry of Training, Colleges and Universities
MTML Metro Toronto Movement for Literacy (Network)
MWP Multiculturalism in the Workplace

NALD National Adult Literacy Database

NLP Ningwakwe Learning Press

NLS National Literacy Secretariat

NOC National Occupation Classification

NON Network of Networks

NTAB Niagara Training and Adjustment Board

NWD No Wrong Door




O

OAHC
OALCF
OAYEC
OBS
OBSW
OCASI
OCCL
OCL
ODSP
OISE
0JIB
OLC
OMAFRA
ONESTEP
ONLC
0OSSC
OSSD
OTEAC
OTIS
ow
OYAP

PHDALN
PLAR
PMF
PRLN

Q

QSAR
QUILL

RALS
RRE/RRTS

Ontario Association of Help Centres

Ontario Adult Literacy Curriculum Framework
Ontario Association of Youth Employment Centres
Ontario Basic Skills

Ontario Basic Skills in the Workplace

Ontario Council of Agencies Serving Immigrants
Ottawa-Carleton Coalition for Literacy (Network)
Ontario Community Literacy

Ontario Disability Support Program

Ontario Institute for Studies in Education

Ontario Jobs Investment Board

Ontario Literacy Coalition

Ontario Ministry of Agriculture, Food and Rural Affairs
Ontario Network of Employment Skills Training Project
Ontario Native Literacy Coalition

Ontario Secondary School Certificate

Ontario Secondary School Diploma

Ontario Training and Education Action Coalition
Online Training Information System

Ontario Works

Ontario Youth Apprenticeship Program

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

Quiarterly Status and Adjustment Report
Quiality in Lifelong Learning (Network)

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




SAP Self-Assessment Process

SAR Social Assistance Recipient

SARAW Speech Assisted Reading and Writing

SC Service Canada

SCLN Simcoe County Literacy Network

SDAG Service Delivery Advisory Group

SEEN Social Enterprise Employment Network

SIF Sector Initiative Fund

SQS Service Quality Standards

SRER Statement of Revenue and Expenditure

TCLN Tri-County Literacy Network

TDD Telecommunication Devices for the Deaf

TESL Teachers of English as a Second Language
TOEFL Test of English as a Foreign Language

TOEIC Test of English for International Communication
TOP Trends, opportunities and priorities report (old) see LLMP
TQAA Trades Qualification and Apprenticeship
ACtTSP Training Support System

TWS Targeted Wage Subsidy

WCB Workers Compensation Board (old) see WSIB
WSIB Workplace Safety and Insurance Board
W/WEBS Workplace/Workforce Employment Basic Skills (old)
WPB Workplace Preparation Branch (old) - see MTCU
YES Youth Employment Services




Appendix 2 - How to Be an Effective Coach for the New
Program Coordinator

Good coaching and mentoring is a skill, and it’s easy to get side-tracked if guidelines aren’t adhered
to in the mentoring process.

e Have an interest in the person you are about to coach; show some genuine concern for their
concerns.

e Take an approach which enables the new program coordinator, one that is open and
facilitative.

e Ask alot of questions.

e Be easy to approach yourself, and show your confidence in the excellent job you do.
e Don’t blame or criticize anyone or any organization - stay as neutral as possible in all
matters which may be controversial, but give completely honest answers to any

questions which arise.

e Bewilling to consult, discuss and disagree.

e Continually provide constructive and positive feedback.

e Don't help so much that you are doing the work - step in only when someone is
floundering or experiencing unnecessary frustration (avoid unhealthy dependence).

Once you and your Regional Network Coordinator have determined what you need in the mentoring
process, here is a useful checklist to follow to get the most out of the mentoring experience:

1. Determine that the personal chemistry is right before you begin the process.

2. Make sure the understanding is very clear about what the purpose of the mentoring is,
and what you hope to achieve before you enter into the relationship.

3. Make sure that both parties are committed to the relationship until the objectives are
achieved; and have realistic expectations about the results, both in terms of time and
changes which may take place.

Within the Regional Network, cultivating mentors is a part of the Succession Planning process. The
issue of replacing coordinators in the literacy field has become increasingly serious, as populations
age, as funding is in question and as shortages of trained literacy coordinators becomes evident.
Whatever the replacement needs of an organization stem from; - retirement, transition etc. -
considering the mentoring process as part of Succession Planning, which can help accomplish a
smooth process with minimal disruption to the organization in question. In very small organizations
having a structured approach to succession planning with mentoring as part of the process is
unrealistic. This is where the Network has a critical role to play. As the umbrella organization which
coordinates for the smaller organizations, it only makes sense to look ahead, to take an organized
approach, by encouraging and facilitating the mentoring process. The Regional Network may find
itself in the position where organizations are recruiting away from each other to fill internal positions.
The Network may also find itself in the position where it hasn’t adequately identified its most
developed leaders. The Regional Network will need the cooperation of its member service providers
to develop the mentoring process.




This will include:

a. A commitment from the management of existing organizations and their boards to
supporting the mentoring process as part of succession planning.

b. Aclear vision as to what skills will be needed in subsequent years, trends in literacy
and Employment Ontario, and clear understanding of expectations.

c. Arealistic assessment of existing staff and their mobility (how many may be
considering leaving; how many are ready, willing and able to mentor; what kind of
database is there to identify key individuals, and who can access that information)

d. Objective analysis of key staff and their willingness to be mentors.

e. Openness to potential mentors (don’t limit it to “cream of the crop” - keep an open
mind because really positive mentors are often found in the most retiring individuals).

f. Aflexible development program allowing for interested parties to not only be
identified, but to also allow for attending any in-house training, workshops, etc.




Appendix 3 - An Assessment Tool for Networks

The following is a list of qualities that network staff may wish to use to identify potential mentors and
coaches within the network. This will be a beginning to building a database of individuals ready to
help the new coordinator through the mentoring/coaching process. These qualities are suggestions,
and can be easily adapted by the Network.

Check these qualities:

=y

[ listen to the entire question / issue before responding.

| have the time, or can make the time, to help.

I know how to ask questions to get to the real problem / issue.

| always give my honest opinion.

| have a good range of networks and resources, and a solid knowledge base of literacy.
| am not intimidating. | am easy to approach at any time.

| know what I'm talking about. I'm good at my own job.

| can assess the reality / conditions in which the new coordinator is working.

| can focus clearly on the new coordinator’s needs during a coaching session.

| don’t get irritated by a person who doesn’t get the point immediately.

I'm a positive role model in terms of my own work in literacy.

| can help the new coordinator believe in their own potential.

I am also open to new ideas, new ways of doing things.

I know when to introduce options which may have not been considered, without over-
whelming the new coordinator.

| can challenge assumptions easily, gracefully, without causing anxiety.

| am a positive person, an active listener, and non-judgmental.

| am totally comfortable with having my own views challenged.

| have a sound knowledge of the new developments in literacy, and development
Issues.

| don't expect the new coordinator to be like me.

I'm prepared to learn along with the new coordinator.

| give feedback with tact and skill.

| can allow the new coordinator the room, freedom and confidence to make mistakes.
| have the ability to maintain detachment and objectivity.

I'd like to see the person I'm mentoring make their own decisions wherever possible.
The person | am coaching can express themselves to me freely and with confidence.
| can draw out another person’s ideas and help them to develop them.

| have areal interest in helping others develop their skills.

| don’t talk about my own achievements too much, just where they are applicable.

| have a genuine desire to see others experience success in their development.

X XXX XXX XX

XXX XRKX

(Adapted from: CRHC Human Resources Management: Coaching, Mentoring and Succession Planning)
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The EOIS-CaMS
User Guide for New Staff

Disclaimer:

Please note that this user guide is intended as an informal guide for new users of EOQIS-CaMS to help provide more details on the
functionality of this system. All sites are expected to check EOPG on a regular basis (www.ontario.ca/eopg) for updates and changes to
EOIS-CaMS, and are to consult with their MTCU consultant for decisions regarding best practices, guidelines, and contractual agreements.
The creators of this guide are not responsible for any misinterpretation or misuse of this guide.

Note also that the EOIS system software and the associated resources mentioned in this Guide are upgraded/updated periodically. This
Guide is based on the system version and resources available as of March 2016.
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Getting Started — Tools and Resources

First, you’ll need to become familiar with MTCU’s information website, “Employment Ontario Partner’s Gateway”, also known as
“EOPG”. http://www.tcu.gov.on.ca/eng/eopg

Here you will find helpful program tools and materials for the Employment Ontario Information System - Case Management Systems
known as EOIS-CaMS. Below is an example of the latest information you can find under the New Postings heading:

HOME |

tmploymant Ontario Partners'
Gateway

b Noaw Postings

» Programs and Services
» Stakeholder Engagement

» Employment Ontario Leadership
Awards

F Employment Ontario Information
Systams

» Tools

P Site Map

>
Employment and Training >

Ontario Job Bank >

Labour Market Infc >

Popular Topics >
Publications >
ot >

Explore Goverr

Contact Us >

Faatures

POSTSECONDARY EDUCATION |

EMPLOYMENT
ONTARIO

EMPLOYMENT ONTARIO |

ENEER oer srarten

Welcome to the Employment Ontario Pa
Employment Ontario programs and serv,
matarlals to support the Employmant O

ABOUT THE MINISTRY | NEWSROOM | CONNECT

Click on RSS to add news feed to your desktop

Click on the New Postings tab or link for updates

ners Gateway. This site provides support to service providers delivering

tes as part of the Employment Ontario network. It provides tools and

arlo brand, and employmaent and training Information within the

Employment Ontario network of serviceprovidaers.
Are you a member of the public?
New Postinas

b am

Check here for current announcements, forms, updates, FAQs - everything you need at
your fingertips.

Cmployment Ontario Transformation

Transforming Employment Ontario banefitted customers by Increasing access to training
and employment services for those who need them while reducing duplication and
inefficiencies in Ontario’s employment and training network,

1] oarvi

Understanding the labour market Is an Important step toward making “Informed”
choices, This overview provides background information on industry and occupational
employment trends in Ontario, and the key factors that determine industry and
occupational employment patterns over time,

Stakeholder Enqagement
This section contains information regarding the Ministry’'s engagement with its
stakeholders, including vehicles for stakeholder engagement, as well as information
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HOME | POSTSECONDARY EDUCATION |

EMPLOYMENT ONTARIO |

Employment Ontario Partners’ Gatewsy

p New Postings
p Programs and Services

Shalkobranld

» Engag t

p Employment Ontario Leadership Awards
p Employment Ontario Informstion Systems
p Toois

» Site Map

Postsecondary Education >

Employment and Training >

Ontario Job Bank >

Labour Market Information >

Popular Topics >

Publications >

Explore Government >

Contact Us

I

:
i
<

osap

EMPLOYMENT
ONTARIO

New Postings

Check here for current announcements, forms, updates, FAQs - everything you need at your fingertips.

Stakeholder Engagement

o February 26, 2016: ADM Lstter to tF Network: Call for nominations for the 2016 Employment Ontaric (EQ) L=adershic Awards

e February 24, 2016: G=t ready for the ==cond = | £0 Awards Ceremony!

e February 18, 2016: Signing Your Agreement Onlin=

e February 9, 2016: Contract Management Processe=s for EmploymemMNgervices (ES) and Literacy and Sasic Skills (L8S) Program

o February 4, 2016: Certificate of Insurance - New Submission Reguirement

e January 27, 2016: Paren

Canada-Ontario Job Grant (COJG)

Latest information links

e February 10, 2016: COIG 2016-17 Budget Aliocation Changes

Employment Ontario Information System - Case Management System (EQIS-CAMS)

e February 16, 2016: EQIS/R 2016-1 Bulletin

e February 3, 2016: SP Connect/2016-1 Sulletin

o February 3, 2016: Desk &id: Signing Your Agresmant Online (PDF

Literacy and Basic Skills (LBS)

All LBS updates are posted on the LSS Updates oage.
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The next section that is really important to know is Programs and Services.

Sesrch )

HOME | POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM | CONNECT

Employment Ontario Partners’ \
Gateway

EMPLOYMENT

» New Postings ONTAR'O
| PARTNERS GATEWAY |

» Programs and Services

» Stakeholder Engagement

» Employment Ontario Leadership
Awards

Click on the Programs and Services tab

New Postings
Employment Ontario Informatio
Y s';:;e:: sk i Check here for current announcements, forms, updates, FAQs - eve

» Tools

» Site Map
Stakeholder Engagement

Postsecondary Education > * February 4, 2016:

¢ January 27, 2016: Parent Signature Reguirement Clarification

e
o December 21, 2015: Memo - 2016 Value for Money Audit of Programs and Services (PDF, 34 KB)

The link provides a list of programs and services available through Employment Ontario. For this Guide, we will be looking mainly at the
Literacy and Basic Skills (LBS) Program.

HOME | POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM | CONNECT

Employment Ontario Partners’
Gateway

EMPLOYMENT
» New Postings ONTAR'O
| FARTMERS GATEWAY |

» Programs and Services

» Stakeholder Engagen

Click on the LBS link

Employment Ontario Leadarshi -
e y Programs and Services

» Employment Ontario Information Foundational Skills
Systems
» Tools ®
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This link will provide you with more LBS links such as updates, tools, administration and agreements, legislative obligations, business

planning, etc.

Employment Ontario Partners’

Gateway

» New Postings
» Programs and Services
» Stakeholder Engagement

» Employment Ontario Leadership
Awards

» Employment Ontario Information
Systems

» Tools

) Site Map

Postsecondary Education >

Employment and Training >

Ontario Job Bank >

Labour Market Information >

)
(=]
b=}
=
o
-
A
(7]
v

Publications

v

Explore Government

I|

Contact Us

I

EMPLOYMENT
ONTA

PARTNER

Literacy and Basic Skills (LBS)

Other LBS resources: -
Latest LBS links

Overview of Literacy and Basic Skills * LBS Updates

The Ontario Literacy and Basic Skills (LBS) program helps .

adults in Or?tarlo to develop an.d .apply.communl.catlon, . o Aiiitdsiaton ik
numeracy, interpersonal and digital skills to achieve their goals.

The LBS program serves learners who have goals to * Business Planning
successfully transition to employment, postsecondary, e Leqislative Obligations

apprenticeship, secondary school, and increased independence. o titeracy.and Basic Skills Proaram
: Literacy and Basic SKilis Program
The program includes learners who may have a range of
e Performance Management

barriers to learning.
e Regional Network Literacy Service
Planning

e The Ontario Adult Literacy Curriculum
Framework (OALCF)

Additional Tools

The Ontario Adult Literacy Curriculum Framework (OALCF) is
the cornerstone of Employment Ontario’s LBS Program, helping
adults to achieve their goals of further education, work, and
independence. The OALCF is a competency-based framework
that supports the development of adult literacy programming
delivered through the Literacy and Basic Skills (LBS) Program.

Through the LBS Program, individuals access five services that contribute to the successful completion of a learner
plan. Service providers may focus on preparing learners for different goal paths but each learner, regardless of the
focus of the service provider's programming, receives the same five services:

¢ Information and Referral
e Assessment

e Learner Plan Development
* Training

¢ Follow-up
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The next section is called Stakeholder Engagement, which provides latest Ministry requirements and information related to the broader
Employment Ontario network, i.e. not just relevant to LBS or any other individual EO program.

HOME I POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM I CONNECT

» New Postings
» Programs and Services
» Stakeholder Engagement

» Employment Ontario Leadership
Awards

» Employment Ontario Information
Systems

» Tools

» Site Map

Postsecondary Education >

Employment and Training >

Ontario Job Bank >

Labour Market Information >

Popular Topics >

Click on Stakeholder Engagement

EMPLOYMENT
ONTARIO

AY

New Postings

Check here for current announcements, forms, updates, FAQs - everything you need at your fingertips.

Stakeholder Engagement

e March 11, 2016: ADM Letter to the EQO Network: New consolidated Visual Identity and Communications

Guidelines for Employment Ontario Service Providers

® February 26, 2016: ADM Letter to the EQO Network: Call for nominations for the 2016 Employment Ontario

(EQ) Leadership Awards

e February 24, 2016: Get ready for the second annual EO Awards Ceremony!

e February 18, 2016: Signing Your Agreement Online

® February 9, 2016: Contract Management Processes for Employment Services (ES) and Literacy and Basic Skills

(LBS) Program

e February 4, 2016: Certificate of Insurance — New Submission Requirement

e January 27, 2016: Parent Signature Requirement Clarification

69|Page



EOIS-CaMS User Guide for New Staff March 2016

The next important tab is the Employment Ontario Information System. The following resources will appear:

HOME |

POSTSECONDARY EDUCATION

| EMPLOYMENT ONTARIO | ABOUT THE MI Y | NEWSROOM | CONNECT

Employment Ontario Partners’
Gateway

Click on Employment Ontario
Information Systems (EOIS)

» New Postings

p Programs and Services
p Stakeholder Engageme

» Employment Ontario
Awards

» Employment Ontario Information
Systems

» Tools

p Site Map

Postsecondary Education >

Employment and Training >

Ontario Job Bank >

Labour Market Information >

Popular Topics

v

Publications

v

Explore Government

ONTARIO

PARTNERS' GATEWAY

Employment Ontario Information System

The Ontario Ministry of Training, Colleges and Universities (MTCU) continues with the transformatiocn of Employment
Ontario (EQ) to a customer focused, integrated service delivery network committed to delivering high-quality
employment programs and services across Ontario.

To support this initiative, the Employment Ontario Information System (EOIS) Project was established to develop and
implement computer systems to support the administration of EQ programs and services.

EOIS is not a single, stand-alone system but an ‘'umbrella’” term used to describe a combination of various computer
systems that will be responsible for supporting the administration of Employment Ontario programs and services.

Stakeholder access to the various programs within EOIS is through the Government of Ontario’s secure online
registration service, ONe-key. ONe-key verifies identity and authorizes secure access.

The first time you use the ONe-key security system, you will need to create an account, establishing your unique
ONe-key ID and password. This is a one-time process. In future, the only security info
EOIS online is your ONe-key ID and password. Access to the various programs within
and authentication codes.

atinn senss il A tn o

Then click on EOIS-CaM S

EOIS is composed of the following systems:

e Employment Ontario Information System - Apprenticeship (EQIS-APPR

e Employment Ontario Information System - Case Management System (EQIS-CAMS

e Employment Ontario Information System - Service Provider Connect (EQIS-SP Connect

70|Page



EOIS-CaMS User Guide for New Staff March 2016

The following screen will appear:

“H-
. ntario.ca \ rancais
ir’ Ontario e T
MINISTRYOF TR AINING, COLLEGES ano UNIVERSITIES

Search )

HOME | POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM | CONNECT

Employment Ontario Partners’ )
Gateway

EMPLOYMENT
» New Postings ONTAR|°

. PARTNERS' GATEWAY
» Programs and Services

» Stakeholder Engagement

» Employment Ontario Leadership

Freasir Employment Ontario Information System - Case Management System

(EOIS-CAMS)

NOTE: all users who will be given access to EOIS-CaMS must complete the Service

Empl t Ontario Inf. ti
et s Provider Staff EOIS-CaMS registration form and complete the mandatory system

SYStemss e Guides and Resources L . . . .
training including online modules prior to accessing the EOIS-CaMS system.
» Tools e Training e Here is the direct URL for the training modules:
) Site Map e User Management http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois-cams_training.html

e Communications

Postsecondary Education

Useful tips are found under Guideﬁmd Resources. Click on User Management for information on how to set-up users in CAMS and in
You will find Service Provider User Guide, Desk Aids for CaMS ONe-key (re: access, username/passwords, etc...)

and Details Reporting User Guides and EOIS/Reports Desk Aid Here is the URL for the user management resources:

Here is the direct URL link: http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois-cams_user mgt.html
http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois-

cams guides.html
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This EOIS-CaMS User Management section contains relevant resources and URL links on how to set-up and maintain user accounts in CaMS.

HOME | POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM | CONNECT

\

Select this link to download form to maintain SPRA (Service Provider
Registration Authority) info and/or request SP (Service Provider) connect

Select this link to download PDF form to register a SPRA
http://www.tcu.gov.on.ca/eng/eopg/publications/eois spra_cams_spc.pdf

for designated SPRA
http://www.tcu.gov.on.ca/eng/eopg/publications/spra_admin form.pdf

» Stakeholder Engagement \

» Employment Ontario Leadership

Konarids ployment Ontario Information $ystem - ¢ http://www.tcu.gov.on.ca/eng/eopg/publi

(OIS-CAMS)

I Select this link to download PDF form to

register staff who will be accessing CaMS.

cations/87-1723E-sp staff registration.pdf

p Employment Ontario Information
Systems U*r Management

/

/

» Tools

Contained in this section are all the relevant resources (us

p Site Map

maint user accounts in CaMS.

Postsecondary Education e SPRA Administration Form EQIS-CaMS (

12,

e Service Provider Registration Authority (SPRA)£OIS Registration (April | to administer (inactivate/maintain)

guides, forms) that will be required to set up and

15) (PDF, 89 KB) Select this link to download PDF form

e Service Provider Staff EOIS-CaMS Reqistratig (PDF, 159 KB) access to CaMs.

Service Provider Staff Administration Form EOQIS-CaMS (PG%, 1,142 KB)

http://www.tcu.gov.on.ca/eng/eopg/

Ontario Job Bank >

publications/87-1727e-

e EOIS-CaMS Service Provider User Management Guide (May 2015) (PDF,| service support provider-admin.pdf

Labour Market Information

Steps on how to select and register SPRA%nd service provider staff for your LBS program (refer
to your license and user account allocations for limits)
https://www.tcu.gov.on.ca/eng/eopg/publications/cams sp user manage guide.pdf

EOIS-CaMS ONe-key User Guide (May 2011) (PDF, 1,344 KB)

Steps on how to register in the One-key Service Ontario
portal and URL link to the secure MTCU portal
http://www.tcu.gov.on.ca/eng/eopg/publications/cams o
ne-key user guide.pdf
https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp
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Getting Signed Up and Registered in EOIS-CaMS

First, your organization will need to designate and register two Service Provider Registration Authority (SPRA’s) who will then set-up and
register other service provider staff for your organization. The SPRA’s will need to meet face to face with MTCU’s Local Registration Authority
(LRA). At this meeting identification is verified, and registration forms are reviewed and then processed for approval by the local MTCU
office.

Each SPRA will then receive notification by two successive email messages that his/her user account is set-up. The first email will contain the
Enrolment ID Number and a link to the government’s “ONe-key” log-in page. The second email will follow 48 hours later and will contain the
EOIS-CaMS Private Identification Number (PIN).

Here’s what the SPRA will need to do to set up access in EOIS-CaMS:

Click on the ONe-key link: https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp? SAVE this link in your web browser’s “Favourites”.

L7~ Ontario ©ONe

Click on Sign up now

Sian in

Nign in with your ONe-key 1D ONe feay TD:

New Lo ONe-kay? |

A ONe oy account glivan you secure accans to

Gavernmeant progeames and services. Loacn o Password:

AN O0CRsa YoM aLCaunts

Don't have & ONe-Kkey TD? Slan up now!
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eate a username (ONe-key ID), enter the PIN number you were provided in the second email, and create your recovery questions.

e

Sign up, cr

==

ONe Koy Account Hagisteation

Croeate your 1D and Password () indiestes a mandatory fiebd
* Choona your ONe key 1D:

* Password:

p g~/ " oyour oz |

L = 1 accept the farms and Conditions of Usa and I have reviewed the Notice of Collacticen
Neod assistance? Ploases call SarvicaOntario st 416-326-1234 (GTA) or 1-800-267-8097

Password Ruacovery Info () indicutwm = rmidetory Nelad
1 o FOCOME YOUE DRARBWORS VoL AN Crants n oew One, AFtar SNCwaring & et of eecurity QUeEtions. Creats your own set of smcurity questions sed soswers
helow.

" Security Question 1: | —~ Boloct & questic "y -

VIl Refreah Qumstions |
Y Question 1 Answaer: |

* security Question 2! | — Select n quenstion — VH Réhvyn Q\.gy_quy |

" Question 2 Annwaer:

" Security Question 35 | Sulect o questian

V|| Refrosh Quantions I
T Question 32 Annwer:

Optional 1D Recovaery Info

By providing your emall addrass you can recovar your ONe-key 1D 0 case you farget It, You can enter vour emall address at a later date If
you do not want to provide it now, vie the Change Account Reocovory Imfo option.

Fmall Addrens:

Review the confirmation and click Continue.

ép Ontario ONe

Help | Logout

ONe-key Account Registration
Confirmation

You have successfully registered your ONe key sccount. Your ONe key LU 1z coiscamsuser

A confirmation emall will be cent to  eoiscamsusaer @gm.com

UNe-kety gives you secure access to Ontario Government online services. You can login ot nny time on the ONe key portal to manage your ONe-key
account (change 1D, change passward, change language preferences, ote.) and to mnrol far accessing the availlable online services.

Please print this page for your records and stors it in a securs manner, Do not share your ONe-key 10D or password with anybody.
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Now you will enroll in the EOIS-CaMS system. The applicable services will be displayed according to your assigned user role:

My Services

Manage wiy Account
10gout

Bayiness Services
Parsonal Services
Sarvices by Category >

All Services lrom A to 2

Find Aveilalle Services (2]

St bypargg o et

fram the My Services list, for future vise

All Scevices from Ao 2

ONehey hay mode seysr el changss. Fin

Sglact a link bolow to anrol for carvicel{s)

® ALressaelly Compiance Repoung (ACR)

.
P
=3
=
n
"
=)
E
=]
B
13
13
pe
-
-
B
a

e Davalhomemntal Servires

infermatien Syatem{D 57

EQIS-CaMs -
® FRO Onbre

* Srants Qatany System

o Mingtry of Ratural Besoyurcez O ry for
Rusingas
o Muuicy of hatural Hesources Hegrstoy toe

individuals

* My Account - eNotifization

OCL Forsal
ONT-TAXY oniing o

QBGAP I'AC Infarmation Pectal @

OSAD FAD Saevices - Advan co: @
sap Sar Gan arvices @
cankins Crtario: Proviag nine

Lroguam (QOPNE)

QUARTS - Qualificaton and Registration
Trackng Syctam foc o

cunongrs
SMVML sxtranel and WISKL Wab Bro
Survice Proyes Nelworkh Comgpensgiion O
GorviceQrtane Accoynt

Social Acscrstance Dning

TransLon Ages Youth System

YAaLSsaliahc 800 scations

Enter the Enrolment Number from your first email and select SUBMIT.

E:’> Ontario

AROATT £ OT T CMTAREO

v roaTAL | LBcOuT

ONe '

Employiment Ontesio Inf

(OIS

You ave aboot 1o el For online acoess 1o FOIS,

* Requima bk

COES Corwlacnt Mumier =

Pinmse SOLer e BOES S070NTErE TIITET (TN WS B8 a0y et T Y4

Y~ TrE—
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Enter your PIN from your second email and select SUBMIT.

g’ Ontario ONe fcey

ABOUT EMPLOYMENT ONTARIO | ONE-KEY PORTAL | LOGOUY

Employment Ontario Information System (EOIS)
You are continuing to enrol for online access to EOIS.

* Required Field
FO1S Private Tdentification Number (PIN) *

Please enter EOIS Private ldantfication Number that was prewously sent to o
you,

It will take a moment to load the EOIS-CaMS Home page, DO NOT use the refresh button while you are waiting.

Read the Terms and Conditions and click “I agree”.

Breach of Tarms and Conditions
14. 1 will cooperata with the Ministry and its contractors or auditors in any investigation into a breach of
Conditions and the privacy and security provisions of the Service Provider’s agreamant with tha Mini

Raevocation of Access to LOIS
15. The Ministry may revoke my access to EOIS for any reason, including & breach of these Terms and ¢
notice to me and without hability to me,

Modification of Tarms and Conditions
16. These terms and conditions may be amended from time to time by tha Ministry upon notica to me a
Provider and such changes will be posted at www.eopg.ca.
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To exit, select Confirm Logout.

ipOntarlo ONe

ONc kcy an(irm Logout

Confirm Logout ONe-key Portal

Logout of ALL ONe ‘key Protected Applications. Go to the ONe key Portal and atay logged in.

To access again the ONe-key Portal after registration, use the following URL to connect: https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp
The following screen will display. “DO NOT USE SIGN UP NOW” since you’ve already registered in the ONe-key portal.
Enter your username (or ONe-key ID) and PIN.

fran

g> Ontario ONe

HELP | ServiceOntario | Aboot Ontario

Sign in

Sign in with your ONe-key 1D ONe-key 1D

New to ONe-key? \

A ONe-key account gives you secure accesa to Ontario
Government programs and services. Learn moerg Password:

Don't have a ONe-key ID? Sign up now!
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Select the appropriate services required. For entering student data, select EOIS-CaMS — Application.

Francaw

&Ontario ONe

Welcome, xxxxxxxxax
Lo Logine: 02 D3FM 10 Dec 2015

Logout

ONa-key Account

My Services

DNg-Xoy Nas maae severil changes, Bing oyt more

Manage my Account You currently have access to the service(s) listed beow.

Logout You can enrol for acceasing additiona servces from the Available Services menu, on the left sde of the
screen.
Available Services

Dusiness Services * EQIS - SP Connect EOIS CaM§ - Reparting

Persunal Services COIS:CaMsS - Apolxcation COLS-CaMS - Training

Services by Category >

Enter your PIN:

AROUT EMPLOYMENT ONTARIO | ONE-KEY PORTAL | LOGOUY

Employment Ontario Information System (EOIS)
'ou are continuillg to enrol for online access to EOLS,
* Required Field

FOTIS Private Tdentification Number (PIN) *

| Plaase enter EOLS Private [dentification Number that was previously sent to o
' you.

[ Submit i | Clear l ]
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You will now be logged into the EOIS-CaMS system. For example, below is snapshot of the Application menu in EOIS-CaMS.

D’_? . CASE MANAGEMENT SYSTEM - SERVICE PROVIDER MANAGER APPLICATION | Preferences | Logout | |7
Ontario
|Enter Reference Number | ;
Welcome to the EOIS Case Management System [}
My Shortcuts v

Create a New Case

Create a New Employer

My Service Provider

Pending Reviews

Reassign Cases

Reassign Reviews

Search for a Case

Search for an Application
Search for a COJG Application
Search for a Corporate Entity
Search for an Employer

View My Bookmarks

View My Cases

The following section outlines the steps to access SP Connect, which is the financial and contract management application within EOIS. You
will see that the process is similar to registering for EOIS-CaMS access.
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Getting Signed Up and Registered in EOIS-SP Connect

As of June 15, 2015, a new EOIS-SP Connect features gives service providers on-line access to either view and/or submit financial information
such as payment schedules, site targets and allocations for legal agreements. Estimate of Expenditure Reports (EER) and Business Plans are
also submitted via the EOIS-SP Connect. You may or may not need to access SP Connect, depending on your role in the organization.

As illustrated earlier, the Employment Ontario Information Systems link will assist your SPRA in setting up SP Connect users’ access as either
a Service Provider Submission/Authority (SPSA), and/or as a Service Provider Administrator (SPA)

Emplayment Ontario Partnors
Gateway

EMPLOYMENT
ONTARIO
| PARTNERS GATEWAY |

» New Postings
» Programs and Services

» Stakeholder Lngagement

Employ t Outario Leadershi a 5
Srsncnd ARG » Employment Ontario Information System
: 7 The Dntacko Ministry of Training, Colleges and Universities (MTCU) continues with the transformation of Employment
» ;':"”"“ Ontario Infor Ontario (EQ) to a customer focused, integrated service delivery network committed to delivering high-quality
employment programs and services across Ontario.
» Tools
To support this initiative, the Employment Ontario Information System (EQIS) Project was astablished to develop and
» Sita Map implement computer systems to support the administration of EO programs and services,

Postsecondery Education EOIS Is not 3 single, stand-alone system but an 'umbrefia’ term used to describe a combination of various computer
gystems that will be responsible for supporting the administration of Emgloyment Ontario programs and services,

III

Employment and Training Stakeholder access to the varicus programs within EOIS Is through the Government of Ontario’s secure onling

registration service, ONe-key. ONe-key verifies identity and authorizes secure access

Ontario Job Bank

v

The first ime you use the ONe-key security system, you will need to create an account, establishing your unique
ONe-key 1D and password. This is a one-time process, In future, the only security information you will need to actess
ECIS online Is your ONe-kéy 1D and passward, Access to the various programs within EOIS will require enrcdment
and authentication codes

Labour Market Information

—

~

Popular Topics

EOS i cmeasad e the fifladine Svena: Click on EOIS-SP Connect link

Publications

~

¢ Emplovmant Ortario Information System - Apprenticeship {(EQIS-APPR]

tuplore Government o Emplayment Ontaro information System - Case Managemant Svstem (EQIS-CAMS
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The following screen will appear:

HOME | POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM | CONNECT

Employment Ontario Partners’

Gateway
EMPLOYMENT
» New Postings ONTARI o

< PARTNERS' GATEWAY
» Programs and Services

» Stakeholder E: t

EEmE Employment Ontario Information System - SP Connect

» Employment Ontario Information Click on Start-Up Kit for details on how

Systems e il e e your SPRA needs to grant the SP connect
user roles using EOIS-CaMS system

» Tools

» Site Map e February 2016: Desk Aid: Signing Y. ment Online (PDF, 279 KB)

POStSeCOHdary Education > . . .
e March 2016: Chapter 1: Introduction and Navigation (PDF, 610 KB)

e March 2016: Chapter 2: Agreements Management (PDF, 1136 KB)
e June 2015: Chapter 3: Monitoring (PDF, 563 KB)
Ontario Job Bank > e March 2016: Chapter 4: Service Provider Management (PDF, 637 KB)

e March 2016: Chapter 5: Business Plan Management (PDF, 1,566 KB}
Here are the initial steps the SPRA will need in the EOIS system to set-up SP connect user access.

The SPRA will need to log into ONe-key and EOIS as usual, then select the EOIS-CaMS — Application link.

ONe-key Account My Services

v

Employment and Training

My Services )

OMe-key has made several changes. Find out more

Choose the EOIS-CaMS Application link

Manage my Account You currently have access to the service(s) listed below. PP
Logout You can enrol for accessing additional services from the Available as menu, on the left side of the

screen.

Available Services

Business Services » EOIS-CaMS - Application ¢ EQIS-CaMS - Trainin:

* EQIS-CaMS - Reporting

Personal Services
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Then the SPRA will need to enter his/her EOIS PIN and click Submit:

ONE-KEY PORTAL | LOGOUT

Employment Ontario Information System

(EOIS)
Confirm your identity

* Required Field

EOIS Private Identification Number (PIN) *

sesene | Please enter your EOIS Private Identification Mumber (PIN)

Then, from the menu below, click on “My Service Provider”:

é)) CASE MANAGEMENT SYSTEM - SERVICE PROVIDER MANAGER APPLICATION
Ontario
Cases and Outcomes Tasks Calendar
Welcome to the EOIS Case Man t Sy
My Shortcuts -
Crunte o New Case Click on My Service Provider
Create o New Employver

My Service Providor 4-7
Pending Reviews

Reassian Coascs

Beassiun Reviaws

Search for s Case
Search for an Application
Search far a COIG Application
Scarch fora Corporate Entity
Search for an tmployer

View My Bookmarks
Vicew My Cascs
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The following screen will appear. Click on the “Service Provider Members” tab:

Solev Nekoveo o Ml

Coanes and Outcosms |

Wurkegacs

At

[ e Y sorvice rvsser emubers Y Coutoct

Service Provader roime: LN
KIS Suppier Site - ¢
Legal Mamne
Supplas Number
Supphes Site Name
IF1S Status Actve
Detate -
Busmes Name Beferemir Mumber
Freforred Longuage o Treterred Commumi atw
CRA Deminces Nemiter Sector
MAICS Code Provder Status
Leographic Segon
s umbier of Users b Laewrie Albacatnon i
Comtact Dutatls -

A list of your existing CaMS users will appear, click on “New” button to add a new Service Provider Member:

Warkspacr Caves snd Outcoenes lasks Cobender |

» Legal Name

Basiness Mame
Preferred Language
Max Namber of Users w
P lome Y o reetder omtes 1 ot
Servace Provader Mermben
Sesrch Crterm -
Display Inactive Members
=
tarme | pastion | Main Contact | cats note | Resortna kale | st ol | status
" - Engiyrent Conadtant ~ g’;;f i G 5P st o i
[ iyt Cov et o - e Sty @ o ey Ta— o i
Moarle ) Readwrve Asvwsr ™ Sevicy Provider Ceme 0 Acvee A

Worte
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The following screen will appear. Complete this form and select the appropriate SP Connect user role (Service Provider Administrator or
Service Provider Submission Authority). By assigning an SP Connect role, the user will have/the corresponding level of access. Then “SAVE”
the form.

Create Service Provider Member x

* requirad field

I Details

| Title * | ho | Preferred Languag 4 |

Member Name * | | Main Contact

Email * | | Position

From [zam32018 |

Areacode® [ | e L ]

Number ™

| Service Provider User

CaMs Role [ ~]

| SPC Role | b |

Identity Verification -

Challenge Question f Answer | |

| [ sove

mmues Demoutme Fomee

Once saved, the system will auto-generate two MTCU emails for the new user. The first email will contain the EOIS Enrolment number. The
second email, which will be within 48 hours, will contain the Private Identification Number (PIN) number. Once you have received both
emails, follow the steps below to register in the government’s ONe-key site.

Click on the ONe-key link: https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp? SAVE this link in your web browser’s “Favourites”.
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The following screen will appear:

L7~ Ontario ONe

Click the Sign up Now button

e e | serviceOntefio | About Ontario

Sign in

NOTE: if you already have a ONe-key account,

Sign in with your ONe-key 1D

ONe-key 1D 7. g g g
i b e b you don’t have to sign-up again. Simply enter
A Ote-koy ICCOUNL DIves YOU SECUTE ACCESS to Oy your ONe-key ID and Password and select the
GOVErInenT Hrograms and services. Learm mors Password:

EOIS—SP Connect service.

S ACOREN YR SCECUDET

Don't have o ONe key 107 Sign up now!

COMYACT IR | ACCIRRIRILITY avAcY | e © QIR I R FENE T ARIES, I - 3O E TMETHEY AT METITEN

Once you are signed up, have created a username (ONe-Key ID), entered password and created recovery questions, all services will be
displayed,

Select EOIS-SP Connect:

Heip | Logout

va-key Nas Made several changes. HNd QUL More

ONe-hey Account

Nonage miy Accoumt Sclect a link balw 1o anral for servica(s) access. AMer completing the enrclment you can access the
Garvice fiom ths My Sarvcas BT, for Tutum disrs
Logout

Avallable Services * AcceasQuity Compaance Repartng (ACR) o OC Porty)
Businass Sarvices o Chixd Cara LCensing Syaten o ONT-TAXS coling @
Pursonel Servicas * Duvelbomenisl Saracer Consvlidated * Ols-Source for Busmecs @

Information Gysten{iscic) @ o
o QOAP FAQ Intormation Portet

Services by Category > . BOR-APEY - MOdUE npiovs o

® GSAP FAQ Setyices - advanced Seivices

EQIS-APPA, - School doa) @ L

Al Services from A to Z

tindg avallatde Services (7] . 1S-APPR - Tranmg Delivary. Agens @ o QUAP FAQ Servicus - Ganweal Seevicus @
F » COM cams  Apolicaticn @ * Gntara's Paat Suctal

Vi - KS00ITng [+ * QEporturitise Oniane, Praocncel Movines
Program (OOPNP

e SYWMC Extranat and WISKI Web Pro

* Grants Ontacoe System

e Smrace Proder Metwork Comasasaton @

* Drwairy of Natural Rescwrces Ragustry for
Fuuncus * Sensl Acnmtance Qnikns

Moo of Nabaal Deacwsss Segatny. fac
IN0vItuale

* My dAccounto aliphficeton

Toaoation Aged Xauth Syatem

¥ital Statist, AbOCoticons
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Now enter the EOIS enrolment number that was sent to you in the first email:

AROUT EMPLOYMENT ONTARIO ' ONE KEY PORTAL | LOGOUY

tmployment Ontario Information System (EOILS)

You are about to enrol for online access to EQIS.

" Required Field
COIS trwolment Number *

| Plaase antar the EOIS Enrolment Number that wag pravicusly gant to B @
you.

L swe | | camess |
Then enter the EOIS PIN that was sent to you in the second email:

g Ontario ©ONe

ONE-KEY PORTAL | LOGOUT

Employment Ontario Information System
(EOIS)

Conlirm your idantity
* Aequired Fiald
CO1S Private Identification Number (PIN) *

| Please antor your EOTS Private Tdentification Number (PTN) 0

— ~ AL r r] B= S J R
: Cloar | cancal 1
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You will be then directed to the EOIS-SP Connect Home Page.

NOTE: it will take a moment to access this page. DO NOT USE the Refresh button in your browser while you wait.
The following pages will appear.

UAT V3.0 72251 | SP Submission Authority Logout

Z‘p Ontario SP Connect

Adjustments s
Certificate of Insurance Explry List ¢
Service Provider Forecast 4
Business Plans i

For security purposes, you must log-out of EOIS-SP Connect by using the LOGOUT feature.

UAT VA0 72251 SP Submission Authority | Logout

Z; Ontario SP Connect P

Rashbosrd
4
Adjustments
Centificate of Insurance Expiry List b
service Provider Forecast S
¢ L
Business Plans
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Once you have successfully logged out of EOIS-SP Connect, you will then need to confirm your logout from the ONe-key Portal.

B? Ontario ONe

ONe key - Confinm Logout

Confirm Logout ONe-key Portal

Logout of ALL ONe ko Protected Applications. Go to the ONe key Portal and stay logged in.

Now that you're all set up and familiar with the EOIS, we will show key points for navigation, searches, entering service plans, entering sub-
goals and plan items, entering information and referrals, aggregate data, closing files, completing reviews and accessing reports. All of these

processes
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Navigating and Searching

We will refer again to a previously discussed URL in the EOPG site: http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois-cams.html

P
. ntario.ca | Francais
Z"> Ontario o e
MINISTRYOF TRAINING, COLLEGES ano UNIVERSITIES

Search )

HOME | POSTSECONDARY EDUCATION | EMPLOYMENT ONTARIO | ABOUT THE MINISTRY | NEWSROOM | CONNECT

Employment Ontario Partners’

Gateway

. EMPLOYMENT
» New Postings ONTARIO

_ PARTNERS' GATEWAY
» Programs and Services

» Stakeholder Engagement

piEsploy ment Gutsio Eesdstshiy Employment Ontario Information System - Case Management System

(EOIS-CAMS)

» Employment Ontario Information

Systems * Guides and Resources <

» Tools e Training
e User Management

e Communications

Click on the Guides and Resources link

» Site Map

Postsecondary Education

I|
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The following screen will appear:

Employment Ontario Partners’

\.7

Gateway

P Noew Pastings

» Programs and Services

p Stakeholder Engagamant \
R AuRicynent Masaine s g Employment Ontario Information System - Case Management System
(EOIS-CAMS)
» Employment Ontario Information
Systems Guides and Resources
» Tools
CaMs
p Site Map
—_— e YJIC Ovarview {(Octobaer 2015) (PDF, 523 KB)
Postsecondary Education > e Employment Ontario User Space - User Gulde (October 2014) (PDF, 359 KB)
Emploayment and Training Rask alds
e Lesk AldS q g g 9
Sl P \ Click on the Service Provider User Guide
Ontario Job Dank > » aports

e Detalled Reporting User Guides
e EQIS Reports Dask Ald (Octobar 2015) (PDF, 65 KB)
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The following EOIS-CaMS Resources screen will appear:

s e - e

» Employment Ontario Leadership

Phe EOIS CaMS Resources
» Employment Ontario Information EOIS CaMs$ Service Provider User Guide
Systems
ook This document consists of 12 chapters and provides step-by-step instructions to guide you through EOLS CaMs,
Note that the table of contents within the chapters will Bink to the relevant pages within the document,
» Site Map
o Chapter § - Introdution (December 2015)
Postsecondary tducation o Chagter 2 - Navigation and Search (December 2015)
e Chapter 1 - Commen Features (Decembar 2015}
Fmployment and Training e Chapter 4 . Service Provider Information and User Management {December 2015)
o Chapter 3 - Aqqreqate Data (December 2015)
Ontario Job Bank o Chaoter & - Emplovment Ontarlo Case grd Cliest Profe (December 2015)

P ot e AT — o Chaptar 7 - Emplover Management (December 2015)
Labour Market In 1a
o Chapter 8 - Service Plan Management

t'opulurlu

o 8B - Service Plan Management - LBS (December 2015}
o 8C - Sarvice Plan Managemant - COXG (December 2018%)
o 8D - Service Plan Management - YIC (December 2015)
Explore o Chapter 9 - Product Delivecy Case Reviews {Decombar 2015)

o Chagter 10 - Raports (December 2015)

_— (December 2015)

rr.ﬂmc‘

. OSAP 7Dasknlds

o Croaty and Activate a Service Man - This desk aid provides quick reference for the seven steps of creating
and activating a service plan,

Online Learning o Types of Plan Items - This desk 3id provides an averview of the four types of plan items and the fisids
wedchic to each typo (pleass print this document on legal size paper)

o Types of Plan Items - ES/SIS

Second Coreer o Type of Fao Items - LRS

o Adding Sub-Goals - This desk aid provides assistance with the five steps required to add a sub-goal {please
peint this document on legai size paper)

.: Postsecondary Education o Modify Pan [tems - This desk aid provides detalled Information on the varlows statuses of plan items,
ga Partners' Gateway including fields and steps required 1o achieve & specific status (double-sded and plesse peint this dotument
oo legal si2e paper)
fRYZ] Us= 2117 Find Employment o Agcesdng and Completing Reviews - This desk 23 provides detailed information on accessing and compieting
y ‘w,::' b AT §a Services tool reviews within EOIS-CaMS {double-sided and please print this document on legal size paper).

For our purposes, since you have already done the EOIS-CaMS modules and read through the training materials, we now highlight key

navigation features:
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When navigating through the EOIS-CaMS system, DO NOT use the back and forward buttons.

Single-click only on links and actions, use the tab key to move through tabs and fields, and shift-tab to move backwards through the fields.
Use you can also scroll vertically and horizontally. If you are experiencing difficulties with your Internet, press <CTRL> + <SHIFT> + <DEL>. This
will delete the browsing history. As well, go to the Compatibility View Settings of your system and add the website: gov.on.ca

Compatibility View Seti

Q Change Compatibility View Settings
e

Add this website:
gov.on.ca Add

Websites you've added to Compatibility View:
[ I sy

Here are the basic navigation components of the EOIS system:

e System Tabs: which appear at the very top of every page and function much like the
toolbar in previous releases. For example, the Workspace Tab always returns the user
to their starting page;

* Primary Tabs: which appear below the system tabs and contain cases and participants
profiles; and,

» Secondary Tabs: which appear within cases and participants profiles. In some cases,
there will be multiple levels of secondary tabs.

System Tabs
Primary Tabs

1 (M, 9
Poed Purile 3438048
»

¥
1 Progrum Lrarocy and bouke ke Sutue o
Shart Duby i Clused Date

Lwner M e BAVICE Dalivary Mite AR MTGS ANt - Duncae

TR TSI TR AT YETIIITR AR e S@CONdary Tabs

s Plass s

v et -
g Chent e Purile s hefrernes wenher i

Premran ameacy med Byse 1y Mt Cyen

Ownce Miler Omen [l Quwar | Chowure Neasun

RSN AT ot urbos [Lhane Service ey

[
tal Outiasne

ol P [l | Hoteured i - A CMTe
Mt Date o4 Choand Date

ol Servee bubintrd You

L ) wan s At Uste Status Vulinma

92|Page



EOIS-CaMS User Guide for New Staff

March 2016

Some tabs have a left-hand Tab Content Bar. The items within the bar act as “sub folders” for
the specific tab.

Employment Emplover Erom To Status
i st /42012 1418/2013 Acte

History
S ——

The Main Content Area is comprised of five key areas:
2.3.4 Main Content Area

1. Page Title: the title of the current page the user is viewing.

2. Toggle: Much of the information contained within system pages can now be expanded
and collapsed using Toggles, which can appear in multiple locations within the system
navigation, such as in the top-right corner of panels or to the left of items that appear in
lists.

3. Context Panel: cases and participant profiles have a Context Panel that presents a key
informational summary. This can be collapsed or expanded using its toggle. When
expanding panels in the cascading navigation, it can be helpful to collapse the context
panel so that there is more “real estate” on the page.

4. Information Panel: a panel that displays information or that has fillable fields.
Information panels can be contracted or expanded using the toggle.

5. Main Content Area: the section of the page that is to the right of the navigation
functions. This area is where section content is displayed and entered.

Flias Puiple 4 e iae

Program Utz acw and Days Jeiw Status Owen !

et et N0 Chamrsd Dk

O Wit G wan Q Serwe Onireery Site 1) Bt e Ounoes s {
- -

[ Smrvice Pam fineme l‘ X1 /R )
Cee Dotets (&
Framary Chent Faias Purade Fan Helerrnor ashes Miare
Iroaram Uterecy and Goe Sede Statur Coer
[En S Gren L Sumimn Ouiie | Lhosmes Homenn
Bervn Deliveiy e A0 Evoiyorers - Durdar [Cheune Scrsce Defiveow RTame

Sitel
1t Gl ywient [Chusnue Gaall Medarred 1n 0O At Canter
it Ot Wam. Cemil Db
anll Srrvi sl en ‘e
fiamme ot Sad Goal St Uate Status Uutewme
-
-
| Coiita J
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There are two types of home pages: User’s home page and the home pages of the Participants and Cases:

User’s home, known as the Workspace page, is the entry point to the system. Each user has his/her own home page with access to different
links and functions depen upon his/her assigned user role.

User’s name

£ MANAGEMENT SYSTEM - SERVICE PROVIDER MANAGER APPLICATION O ——— [ Preferences | togout |

Welcome to the EOIS Case Management System L]

>
l‘/" >Ontarlo

| Fater Retercnce Number |

My Shortcuts -

Croate o Noew Cose

Create o New Cmplover

My Sucvice Provider

Pending Reviews

Reassian Cases

Ruasstan Ravisws

Search for a Case

Suarch for an Application
Scardh for s COIG Application
Sunrch for n Corporats Eotity
Suarch for an Employer

View My Bookmarks

Vicw My Cascs

me pages. These home pages are the central pages relating to a participant or case and can be accessed
articipant’s profile or case.

Participants and Cases also have
by clicking the Home Tab in t

Holly Joncs GRBA47

Addices V03 376 ILOUR U1 6 TERONTO Cntans Mawveie Phane umbes
Date of Mth 22MANME
ety i
Parson nonme e
e e -
Helormon e M iber AR Tithe
PArel N Mty bl M
Lawl Name P Sulfix
Tovitanis Ml Pirth | nst Nome
Pkl rs Bh s Lot Mo AP Party 1D
et nits -
Conday Fomwne Date of Rkeh W08
Hegmtration Date 7073018 Dute of Death
Status i Canodo Canadan Litean Country of Bwth
I'retorred Language of Lervice English Date Arrived in Canada
Mavital Status Grake Proferred Communication "
Userr Water ket

Chent Sci Identicoton -
Mecovccrmer Ho Visitle Minority o
rrancaphons MNa Porson with Dessluiny o
Dear Mo Boarthing o
Ahariginal Groop
Coiitact -

901-370 MLOOR 5T €

TR O
Adiiress ovtario Plyesive Bumiter

My 3

Conodo
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Here are other navigating features you need to be familiar with:

Within the main content area, there are four types of clickable text and buttons that will perform
an action when selected. These are shown and described below.

1. Action: underlined text that performs a system function when selected. Actions appear
the same as links but perform a different function. Examples of actions include “Save”
and “Close.”

2. Action Button: presents actions in a drop-down menu that allows the user to quickly
perform a number of context-specific actions. There can be a number of different action
buttons on a page as they may relate to different items.

3. Link: a connection between pages. Similar to actions, a link will have text that is
underlined.

4. Refresh Button: refreshes all the data on the page to ensure that the user is always
viewing the most up to date information.

Mandory Fields are indicated with a blue asterisk (*)
Dates are entered in the “DD/MM/YYYY” format.

A magnifyi lass and clear value Icons icons to perfom searches.

* required field

New Owner g

Name * ( .
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Built in postal code Look-Up feature:

If postal code doesn’t exist, verify on Canada Post’s website. You can also contact client ask for proper address documentation to confirm. If
indeed the address does exist, type “Invalid” in the postal code field to enter correct address.

Addresses in the system are entere
entering a client's postal code and clic
opened.

-
MAW3R
Postal Code Lookup qu
C_Search )
-
Street 1* \
City * j
Postal/Zip Code * }
-
| Canada v Postal Code Lookup |
Search
Modifying Addresses
System Steps
> Step 1: Person Home Page
From the Contact ect Address in the tab content bar.
[ Home | backoround | Cacca | contact | identity | Administration |
Addrweses Mo
Addvesses
AT Addrass City Erom To Status
175 BLOOR ST E .
b Primary Mallng TORAONTD, ON, TORONTD 29/6/20 14 Active
Wab Addreccos MW IE
179 DLOOR ST,
» Mailing TORANTO, ON, TORONTD 24620 14 Activm |¥3.)

MAVWIRS

sing a centralized Postal Code Look-up application. B'

ing SEARCH, an Address Details pop-up page is
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= Step 2: Addresses Page

Click EDIT in the Action Button next to the address that requires modification.

Addrosses
Ives Addroas St Erom o

L7 DLOOR ST E

» Priamar y Madliong TORONTO, ON, TORONTO 24/6/20 14 Active " |
=
175 BLOOH ST I, |

> Mailing TORONTO, ON, TORQNTO 240620 14 I
MANIRD

O Do not click NEW to change an address. This may result in overpayments for

clients with active product delivery cases.

Performing a Person Search:

The Person Search allows for users to search for client records. This search must be

performed prior to registering the person. There are a number of search parameters, including

reference number, last name, first name, date of birth and gender.

System Steps

> Step 1: Workspace Page
Select the Cases and Outcomes system tab.

Workspace

Welcome to the EOIS Case Management System

Lases and Outcomes Calendar

My Shortcuts

Create a New Case
Create a New Emplover
Pending Reviews
Search for an Apphcation
Scarch for » COIG Application
Scarch for a Case

o » £=3 rate
Secarch for an Emplover
View My Bookmarks
View My Cases
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= Step 2: Cases and Outcomes Page
Open the Shortcuts Panel.

= Step 2: Cases and Outcomes Page
Click FIND PERSON.

Workspace ases and Outcomes

Eind Pecson
Find Employer
Find Educational Institute

S Step 4: Person Search Page
Enter the search criteria, and click SEARCH.

Pursin search

Swared) Cimrin

Reterence mimber

Lact Hame I | HIVSE Name |Une
Dato of iuth | | Gondos |
APPR Party ID
Sonrch Howuite
Rartatemioy Husmbay Fiest Hame Last Nanm iy Date Of mieth
O If there are not enough search criteria entered, the
message.

v|

APPA Party I

system will display an error
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This is how the EOIS-CaMS system is designed to perform searches:

e = S The First Name and Last Name fields will perform a search by partial names.
For example, when entering “Soren” in the Last Name field, the system will
perform a search for last names that contain "Soren,” like "Sorenson,”
"Sorensen.”

The box beside the First Name field is the nickname option. When selected, the
system will search for similar names. For example, when entering "Bill" in the
First Name field, and selecting the checkbox beside the field, the system will
perform a search for "Bill,” "Billy,” "Will," and "William."

The system will ignore special characters (accents) and case (upper and lower)
when searching in the First Name and Last Name fields,

> Step 5: Person Search Page

The system will display the results that match the search criteria in the Search Results
information panel. The number of items returned in the search is indicated in the information
panel header.

If the client is registered, click on the corresponding REFERENCE NUMBER link to display the
Person Home page.

Poerson Search

Search Criteria

Reference Number |

Last Name | Pk rirst Name
Date of Birth | Gender
APPR Party ID |
-
Search Results (Number of Items: 1 out of 1)
Elrst Name Last Name ity
Mins Pink Toronto
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You can also perform a search for a case:

> Step 1: Workspace Page
Click SEARCH FOR A CASE.

Welcome to the EOIS Case Management System

Cases and Outcomes

My Shortcuts

< Step 2: Case Search Page
Enter search criteria for a case. If using the Client Name field, clicking on the magnifying glass
will open a pop-up window for a Person Search. This search can be completed as outlined in

2.9.1 Person Search, step 3. Click SEARCH.

Search Criteria
You can search using a3 Case Reference Number or a combination of other s=arch criteri

Case Reference I \ |

Client lame \ &%, [ Display cases with Service Plans
Category & Program ] \ Q ~] Client Reference

Start Date [ \ | 9 status

Owner \ &, . EndDate
< e N
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< Step 3: Case Search Page

The system will display the results that match the search criteria in the Search Results
information panel. The number of items returned in the search is indicateds e information
panel header.

Click on the corresponding link

g SELECT link.

Click on the correspondi

Criteres de recherche
Sumdeo de référonce
Moen

Prénom imias

Date de nassance

Résultnts de recherche (loglh

| | ton de famulle | s | pasd.

Mes Ak ToRMNTO 2582018

Another search that will important to know is the Service Provider Search:

The Service Provider Search allows the user to find service providers contracted with the
ministry.

System Steps

> Step 1: Workspace Page
Click the Cases and Outcomes system tab.

Workspace Cases and Outcomes ! Calendar

Welcome to the FOIS Case Management Systoem

My Shortcuts

Create o New Casce

Create a Now Employar
Ponding Roeviews
Scarch for an Apphcation
Scarch for a COIG Apphcation
Scarch for a Case
Search for a Corporate Entity
Search for an Employer

View My Boolanariks
Vieww My Cases
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= Step 2: Cases and Outcomes Page
Open the Shortcuts panel.

2
E

= Step 3: Cases and Outcomes Page

Click the Service Provider button.

Shortcuts

Participant

Cases jind Outcomes

[ vosis | cotenaar | W

2 |

Reqgister o Participant

Find Poerson

Find Employer

Find Educational 1

Service Provider
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< Step 4: Cases and Outcomes Page
Click FIND SERVICE PROVIDER.

Workspace Cases andl Outcomes Tasks Calendar ‘

\*

Shortcuts

Participant

Service Provider

= Find Service Provider

Find Service Delivery Site

< Step 5: Service Provider Search Page
Enter search criteria for a service provider, and click SEARCH.

shortcuts
Do ——

Find Scrvice Provider Search Criteria

Find Service Delivery Site )
Reference Number |l |

Address \7 l

IFIS Supplier Number 1 |

Service Providers

Reference Number Business Name IFIS Supplier Number
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o Step 6: Service Provider Search Page

The system will display the results that match the search criteria in the Search Results

information panel. The number of items returned in the search is indicated in the information
panel header.

If the service provider is registered, click on the corresponding REFERENCE NUMBER link to
display the service provider's page.

Service Pravider Search X

Service Provider Search
* ragured fidd
Search Criteria v
Reference lumber [ Business Name |FAE;- Employment
Address [ Gty i
1FIS Supplier Number [ Status \ v|
Service Providers (Number of Ttems: 1 out of 1) v
6656 A3) Employement 458309 1758L00R STE TORONTO Arte
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Registering and Creating a Service Plan for a Client in EOIS-CaMS

‘.

1. Loginto the ONe-key portal: https://www.iaa.gov.on.ca/iaalogin/IAALogin.jsp? with your ID with your USERNAME and PASSWORD.

Vv’ i iuai v NN

HELP | ServiceOntario | About Ontario

Sign in

Sign in with your ONe-key ID ONe-key ID:

New to ONe-key? | ]

A ONe-key account gives you secure access to Ontario
Government programs and services. Learn more

Password:

| |
e

Can't access your account?

Don't have a ONe-key ID? Sign up now!
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Then, click on EOIS-CaMS Application services.

ECTT 1 serices

vy Acxumnt
My Services

Managa nry Account You currently have scossll to the service(s) leted below.

Logout You can envol for accessin@addtional services fram the Avallable Services man, on the left side of
soreen

HBusiness Services * 5

* EQIS-CaMS - Training

Personal Services

Services by Category >

A Services from A to 2
Flad Availabde Services (7]
130 typing 0 303%N

2. Enter your PIN:

T

Employment Ont.

io Information System
(EOIS)

Confirm your idantity
" Required Fie
EOILS Privatg ldentification Number (PIN) *

I Please entar your EOIS Private Identitfication Number (PIN)

el Cenet

NOTE: remember to “logout” if you are not active in EOIS-CaMS as the system will disconnect you after 15 minutes of inactivity.
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3. The following EOIS-CaMS system screen will appear. You can perform a person search by either selecting SEARCH FOR A CASE or on

CREATE A NEW CASE. In this example, we will conduct a search by clicking on CREATE A NEW CASE. \Here is a desk aid URL link to
understand the basic steps of creating and activating a service plan

http://www.tcu.gov.on.ca/eng/eopg/eotransformation/cam /deskaids/eois cams activate service plan.pdf

Enter Reference Mumber
Workspace Caves sad Outcomes Tasks Cabendar

Welcame 1o the EQLS Case Management System

My SEartruts

Create » New Cpse
Create 2 Now Emplever
My Serviee Provader
Pending Bexiows
Reavsign Caves
Rzoysigs Reveews
Soarch for m Case
Search for sm Applicaticn
Search foe 8 COIG Agplcation
Search for 2 Corparate Entity
Scarch for am Empdayer

View My Bockmarks

View My Cases

4. Enter Last Name, First Name, date of birth in the following format DD/MM/YYYY and gender, then click SEARCH.

Person Regstrabion X

Confirm Persca Not Already Registered

Erter s=arch oitena 1o haip you os=rmrine 7 the serson Fas bese regsiered tfos

Search Criteria

Reference Number Gender

Last Kame ] First Name

Date of Birth :-—f:;l—;-%_i APPR (heat Party ID
Search Results

Case Reference Chiest Reference First Name
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If this client record does not exist, then the following screen will appear, Press CONTINUE and then GO DIRECTLY to section #7.

If the client already exist in the system, then an EO case number will appear. You will need to verify and update personal data in the
person reference section. Update addresses, emails and phone numbers in the CONTACT section. Update EDUCATION and EMPLOYMENT
under the PERSON REFERENCE section. Once updated, then jump to section #15, and add a new service plan.

Person Regisiration X

Confirm Person Not Already Registered

Enter search criteria to help you determine if the person has been registered before.

Search Criteria

Reference Number Gender Male hd
Last Name DOE First Name JOHN O
Date of Birth 0210711987 APPR Client Party ID

| Search [ Continue
Search Results (Number of Items: 0 out of 0)

Case Reference Client Reference First Name | Last Name | City Date Of Birth APPR Client Party 1
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You will now be brought automatically to the PERSON REGISTRATION screen. Complete the information and mandatory fields which are
marked with an asterisk*. As discussed earlier in the Search and Navigation section, postal codes use a centralized application. Enter

POSTAL CODE and click SEARW

address does exist, type “Invalid” in postal code area to override th

Neme of Feron

Parst Name *

Last Wame *

Initals

Maothes's Birth Last Name
Title

Detute
Gender *
Registration Date *
Status w Canode *

Preferred Language *
Prarital Status *

Clest Sel Identification

Abangmal Group
Pramary Mading Address

JOrN

ooe

Male

SeLiae

Flaase anter & vake postal code and chok Saarch to retrieve the pamary maling addeess

Country

Vrriary Py Address Detaide

Apt! Sune
Strect 2
Provece | et

Aleanate Maiiing Adds i
Sarnr as gy

AN eTmare Maling Address Detuils

Aamim armar * Mtarnate madng sa0tess # Aerar S T

At St
weret 3

Pruse e Slate

Fhane Roambes
Frtrmnry Arce Code
ARcrnale Area Cuide
Fan Aren Cade

Comndl Address Detnils

T ot Addrewe

Carade

Comntey

wry Mg scdeaes

Primary Fhone
Mummber
Adrrsiate

P e Ml

Ladddio Name

frth Last Naase
IFPR Chent Pasty ID

Nate of Birth *
ountry of fwth
Jote Arvived in Canada

relerved Communication
‘octal Tessrance Number

isible Minonty
forson with Disabadity
Jeatblind

lostal Code L ookugp

Sheet | *
ly -
prels Tap Code =

.~

s doesn’t exist, verify with client’s supporting documents. If the
s area and enter correct address.

PRaTIEET

Search

et
cuy
Fustal) Tap Conide

Frimary Extension

ABeroate §alenaion

Pae Cakeision

Paslal Code Laabigp

Sanrch

Frimary TTY
ABrrmate TTY

Pas Ty

109|Page



EOIS-CaMS User Guide for New Staff March 2016

8. Complete all of the information gathered from the Participant Registration Form (PRF) found on this site under LBS:
http://www.tcu.gov.on.ca/eng/eopg/tools/forms.html and then click on REGISTER to create a new LBS service plan.

Workspace

O culs

Person Registralion X

Register Persan

Cases and Outcomes

Tashks Calendar

A message will appear stating you have now registered your participant and created a new EO (Employment Ontario Case).

NOTE: copy the reference number into the “PERSON REFERENCE” section of the Participant Registration Form (PRF). The PERSON

REFERENCE is also k

whn as PRIMARY CLIENT.

[ ]

Addecss

Persan Howme

Name

Reterwnce Mumber

Tirst Name

Last Name

Initsals

Mothers Buth Last Nome

Details

Gunder

Regmtratios Dete

Status in Canada

Preferred Language of Service
HMantal Status

Chent Sell [Sentfuatiom

Mewcamer
Trancephone
Dot

Aborigmal Genap

Contect

Addecss

Cavrent Activibes
Open Tasks

123456

e

Cavadian Crigen
Enghah
Leghe

Fhone Mumber
Dete of tirth
Grodar

Tithe

Suffus
Bieth Last Name
APPR Farty 1D

Datr of Berth

Dute of Death

Country of Beth

Date Arvived @ Canada
Predesved Communication
User

Visble Mimoetty
Ferson with Disalnbey
Dealtlind

Fhooe Number

Open Canen

Emak

Ne

it
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10. You will also want to ADD the Education and Employment Record information. Click on the BACKGROUND tab, the following screen will

Workspace | Cases and Outcomes Tasks Calendar

=R

Shoartciils

appear.

LITEC] MCICTCILE INUIIeT

Address

Femak

[ Home | Backround | Cases | Contact | identty | Adminisiation |

Education

b Full-Tme =gz 17 or Equivalert Rayside High Schaol

30/05/1285

11. Click on NEW to enter the latest Education. The following screen will appear. Enter the most recent information given from the PRF,

and then SAVE.

>

Create Education
* required fiel

Course Details

Qualification *

Institution * [ |

Program Name | |
Start Date * |zamar2016 | “3  End pate [ |

Type ™ [

Country * |

Comments

[sove W soveanew W Cancel
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12. Next, enter the Employment Information by selecting the EMPLOYMENT tab and then the NEW button.

Phone Number
Date of Birth
Gender Farale
[ ome | Backoround | [ Contact 1 Financists | tdemtity | Adminisration |
Employment Now
Primary [ Employee ] Erom Yo I Statws
b Mo Com 01/03/20:0 01/04/2013 Actve
Hist
v . cobd woyzon oo scire

13. Enter the employment data from the participant’s registration form. You also need to look up the National Occupational Classification
(NOC) codes http://www5.hrsdc.gc.ca/NOC/English/NOC/2011/Welcome.aspx and the North American Industry Classification System

Canada (NAICS) codes http://www23.statcan.gc.ca/imdb/p3VD.pl?Function=getVDPage1&db=imdb&dis=2&adm=8&TVD=118464

Create Employment *x

* required field

Details -
Employment Type * | at | Country Of Employment * | w |
Employer * |

From Date * | ) ToDate | 2
Employment NOC *

Employment Reason For Leaving Job Title * |

Placement Category t | Employment Hours per Week *

|
| Primary l:l
|
|
|

<)

Wage Amount 0.00 | Wage Per

MAICS Code *

Comments

[ sove W soveancw N Concel |
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14. As well, you can transcribe the new EO case number into the “CASE REFERENCE” section of the PRF. Now click on the HOME tab to add a
new LBS service plan.

LARD NEICICING W

Workspace {ases and Outcomes ‘ Tasks ‘ Calendar

it Creation Date S
5
)
Details
Sk 4057025 Received Date a0
Primary Chent Type Employment Ostznic
Creation Date o5/n4:12 States Ozen
Owmner Type Oezanzation Urk Owmner Zrployment Ostanic
Produdts
15. A new screen will appear. Click on “NEW SERVICE PLAN” from the Action Button.
Molly Jonws 4087008 Y
Type Erokment e Crentis Datr M/
Slw (=
one T twis | hdmmitrit | et s | s
Emplayment dkaria Home )
Details ’ A
Case Relerene L e Heceived Date DRI e——— ,
Primary Chent Holly ene Trpe Ennment (e vl
Creation Date b1 Shtus Open emp =y /
Qe Type Orparaaon int Owner Drgvment e 181 Cana Mt
v e
law Prdoid
Cowe Cane
L
o Larves P
P
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16. ete all the fields. For Program, select “Literacy and Basic Skills”. For Referred In, select how client was referred to your program. This
information is pulled from the PRF form. For delivery site, click on the magnifying glass icon and your appropriate Service Delivery Site
Name. Choose the template based on the plan items that have been agreed upon with the client.

NOTE: it is really important to the select the appropriate goal path as system defaults to EMPLOMENT. Click SAVE.

Create Service Plan

¥ required el

Details -
Primary Client Tom Red

Program * Literacy and Basic Skills v |
Referred In * ontario Waorks ~ |

Owner Mister Green ||
Service Delivery Site ™ ARl Employment - Toronto QQ

Self Service Initiated ™ No ~ |
Template Name -~
Template Goal Path to Employment | Vole de transition vers I'emplol v

17. You have now created an LBS Service plan. It is recommended to note this LBS Case Reference number on your PRF. Notice the status is
“open” as this case has ngt been yet submitted for approval.

EO (7. Red) 3415858 X

Tom Red - 3416332 v
Program Literacy and Bamc Skills Status Open
Start Date 2/7/2014 Closed Date
Owner Migter Growry Service Delivery Site ABJ Employment - Toronto

[ ome 1 _clent summary | _Plan content 1_plan summary | Administration ] _tvents

Service Plan Home LR

Case Details -y
Primary Client Tom Red Plan Reference Number 3 332

Program Literacy and Basic Skills Status @

Owner Mster Green [Chanae Ownerl Closure Reason

AD] Employment - Toronto [Chanae

Service Delivery Site Service Delivery Site] Outcome
Gonl Employment [Change Goall Referved In Ontaro Works
Start Date 2/7/2014 Closed Date
Self Service Initiated No
Hame of Sub-Goal Start Date End Date Status Qutcome
Comments -
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18. The next step is to complete the CLIENT SUMMARY tab. Click on CLIENT SUMMARY and then NEW.

EO (1. Red) 3415858 ¥

Tom Red - 3416302

Program LItAracy and Dazic skills Status Qpen

Start Date 2/7/2011 Closcd Date

Owner Mister Green Service Delivery Site ABJ Employment - Toronto

Home 4 Client Summary | Plan Content ] Plan Summary ] Administration ] Events ]
et

Service Plan Home Al
Case Detalls -
Primary Chient Tom Red Plan Reference lumber 3416332
Program Literacy and Dasic Skills Status Open
Owner Migter Green [Change Owner) Closure Reason

Al Employment - Toronto [Lhanae.

Service Delivery Site Service Delivery Sitel Outcome

Goal Employment [Chanae Goall Referred In Ontario Works

Stort Datc 2/7/2011 Closcd Datc

Scif Scrvice Inttlated No
Name of Sub-Goal Start Date End Date Status OQutcomse

Commuents =

19. Click on NEW.
Tom Red - 3416332 i

Program Literacy and Basic Skills Status Open
Start Date 2/7/2014 (i0%ed Date
Owner Mister Green Service Deliv ite ABJ Employment - Toronto

Primary Client Date Created
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20. Complete all of the fields from the PRF.

Note: if “none” is selected for Entry Assessment Tool, then the date does not need to be entered, likewise for the Learner Gains Score.

Click SAVE.

Language

Language Spoken English

-
Service Provision * Enciish
Language

Source of Income

Source of Income *

Education

Highest Level of
Education Completed
Time Out of Formal *
Education

Mistory of Interrupted * No
Education

More than 6 Ye

Employment

Labour Force Attachment * Employed Full Time

Registered Apprentice * No
Assessment

Entry Assessment Tool * Other
Learner Gains Score * o
Estimated Learner *

Weekly Time 8
Commitment

Canadian Language Benchmarks Assoessment

Speaking * 7
Listening * rd
Comments

Language Spoken at Last ©
wWorkplace

Country Mighest Level of *
Education Completed

Time Out of Training *

tmployment Experience ©
Time Out of Work *

Date of Assessment (for
ry Assessment Tool)
of Assessment (for
r Gains Score)

Reading *
Writing *

English

1n Canada

More than 6 Years

Worked In Canada
Not Applicable

2704

Almost there! It’s time to ADD the SUB-GOAL(S) and PLAN-ITEM(S) and COMPLETE the SERVICE PLAN!

116|Page



EOIS-CaMS User Guide for New Staff March 2016

Adding the SUB-GOAL(S) and PLAN-ITEM(S) and COMPLETING the
SERVICE PLAN

G0ay
P~

21. Click on the PLAN CONTENT tab.

| 5 e e
Client Summary r Plan Content ) Plan Summary
cme——
Service Plan Home Q|2
Case Details -
Primary Client Tom Red Plan Reference Number 3416332
Program Literacy and Basic Skills Status Open
Owner Mister Green [Change Owner] Closure Reason
" ABJ Employment - Toronto [Change
Service Delivery Site Service Delivery Site Ot
Goal Employment [Change Goall Referred In Ontario Works
Start Date 2/7/2014 Closed Date
Self Service Initiated No
Name of Sub-Goal Start Date End Date Status Outcome
Comments -
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22. Now click on NEW SUB-GOAL to add a New SUB-GOAL. Sub-goals are also known as COMPETENCIES under the Ontario Adult Literacy
Curriculum Framework (OALCF).

m Client Summary Plan Content Plan Summary Administration m
Plan Content 2 &

Name of Sub-Goal StartDate =™~ EndDate =™ = Status @ Outcome

23. Select the Sub-Goal Type page COMPETENCIES

Select Sub-Goal Type

Sub-Goal Type e
Action Sub-Goal Type
Compatencios
Select Refarral to Other Programs anc Services
Select Trairmg Supports

24. Then select appropriate SUB-GOAL.

| gelect Sub-Goal

: hNanne Description
Fincl and Lse nformation
Select Commidnicats Ideas and Information
Select Unclerstand and Uee MNumbzrs
Select Use Digital Technology
Select Manaoe Learring
Select Engagz with Others
Selart Learning activtes

Previovs Canicel
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25. Add Sub-Goal Page and click SAVE.

Acicl Sub-Goal =

ricquired fislcd

Crxtails -
Mlanie Firnd and Llsa Informatio

Chwrrer -
[ T =]

Caosrnrmesrsbs -

(TS ST ST
26. Now you are ready to ADD PLAN ITEM to the appropriate SUB-GOAL. Click on the Action button and select ADD PLAN ITEM.

Under OALCF, plan items are also known Task Groups.

Chent Summary Plan Content Plan Summary Administration

Plan Content Now SOb-Goal >
Name of Sub-Goal Start Date End Date Status Outcome
» Find and Use Information Not Started

Delete Sub-Goal

27. Select the appropriate PLAN ITEM.

Select Plan Item Type

Plan Item bt
Action Plan Item Type Description
Read Continuous Text Baslc Plan Item
Select Interpret Docurments Basic Plan Ttem
Select Extract Info from Films, Broadcasts and Presentations Baslc Plan Item
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28. Complete fields as required. For Expected Outcome, use drop-down menu to select appropriate value.

For Expected Start Date and Expected End Date, use your defined course dates; otherwise use the system’s default dates.

Select a Delivery Method and if the Milestone is known at this point, use the drop-down to select the Milestone. Click on SAVE.

Ackd Plan 1tom: Literacy and Basic Skills 3916332 - Tom Red GO0 3479

Details
Sub-Goal
Primary CHont

Expected Start Date *

Expeoectoed Outcome *

orsgproansibality
e
Sub-Goal Owner

Plan ITtoem Owner

Sub-Goal Ohwirner

Adicitional Information

Service Delivery Siite

Slondcled Learning
~ilos tore

Corymnesnts

Find and Usae Infarmation
Torm Red

275201 4

Leawvesl 1

ABI Emplaoyment - Toronto
|

Name

Expoctod End Dato *

Estimated Cost

User

Participant

Useoer

Delivery HMothodd ©

Read Continuous

|252s201 4

[

f oy Resct

Mister Grevesr

Elassr oo

recuirsct flaicl

~—
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29. You can also add a PLAN ITEM to the Learning Activities Sub-Goal. Again, complete necessary fields.

For Expected Outcome (for all Learning Activities Plan Items other than Custom Basic Plan Item), there is only one available option to
choose which is “Related Learning Achieved”.
For Expected Start and End date, enter your defined dates; otherwise, the system will use defaults.

No Milestone and Delivery Method are not mandatory fields for this plan. Click SAVE.

Add Plan 1tem: Literacy and Basic Skills 3416332 - Tom Red 6003479

Details

Sub-Goal
Primary Client

Expectod Start Date *

Expeocted Outcome *

Responsibility
Me
Sub-Goal Owner

Plan Item Owner

Sub-Goal Owner

Additional Information

Service Delivery Site *

Blended Learning
Milestone

Comments

Learning Activities
Toam Red
257412014

Related Learning Achieved

AB) Emplaymeant - Toronto
|

Name

Expoected End Date *

Estimated Cost

User

Participant

User

Delivery Method *

~

* recyuurecd fielod

-
Learning related to workplace math
|2f75201 4
.
n Rect ~
-~

Mistier Green
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30. If your agency provides Training Support (TS) allowances, you can also add a PLAN ITEM for Training Supports. For Expected Outcome,
the option is Support Paid. Enter your agency’s defined expected start and end dates, otherwise, default dates will be assigned. Delivery
Method and Milestone are not required for this plan item. Enter estimated cost for defined start and end date. Click SAVE

Adted Plan 1tom: Litoracy ancd Dasic Skills 3910002 Town Red 0033479

= rescinrsecd el

Detalls -

Sab-Gosl Trsimimg Sapports Name Trarsportation

Primary Client Teorm Resct

Expoectod Start Date * 2752014 » Expocted End Date * !J/f/.zuld

Lxpoctod Outcome = Support Pac ~ Lotimated Cost |

Responsibaility -
L O = Unore

Sub-Goal Owner | Particinant | Terr Mud ~
Plan 1tem Onwiresr -
Sub-Goal Ohwiner [ Uneor Min sy Cirsesary

Ackcitional Information -
Bervice Dellivory Site © AR Eroploviomemt - Torarta 53‘ Delhivery SMothod | et
Bloncded Learning |

Mo Lo ~
Conwnents -

31. Once you have added all your Sub-goals and plan items, you are now ready to submit the service plan for APPROVAL. Click on HOME and
select SUBMIT FOR APPROVAL from the Action button.

Client Summary Plan Content

Service Plan Home

Primary Client Tom Red Plan Reference Number Close
Program Literacy and Basic Skills Status Change Closure Detalls
Owner Mister Green [Change Owner| Closure Reason Add Bookmark
ABJ) Employment -
Service Delivery Site Toronto [Change Service Outcome
Pelivery Sitel
Goal Employment [Change Goall Referred In Ontario Works
Start Date 2/7/2014 Closed Date
Self Service Initiated No
Name of Sub-Goal Start Date End Date Status Outcome
» Find and Use Information 2/7/2014 2/7/2014 Not Started i,
) Learning Activities 2/7/2014 2/7/2014 Not Started 4,
» Training Supports 2/7/2014 2/7/2014 Not Started 4,
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32. When prompted to confirm the submission, click YES.

Submit Service Plan x

Are you sure yvou want to submit this service plan?

& = B o

33. Notice the status of the service plan will now display as “Approved”.

Chent Summary Plan Content Plan Summary Administration

Service Plan Home e
Case Detalls -
Primary Chent Tom Red Plan Reference Number 3416332
Program Literacy and Basic Skills Status
Owner Mister Green [Chanae Ownerl Closure Reason
AR) Employment
Service Delivery Site Toronto [Change Service Outcome
DRelivery Sitel
Goal Employmant [Change Goall Referred In Ontano Works
Start Date 2/7/2014 Closed Date

34. Next step will be to create a PLAN SUMMARY. Click on the PLAN SUMMARY tab.

Plan Summary ‘l Administration

Plan Content

rome ] clnt Summary

Service Plan Home R YIS
Case Details -
Primary Client Tom Red Plan Reference Number 3416332
Program Literacy and Basic Skills Status Approved
Owner Mister Green [Change Owner] Closure Reason
ABJ Employment -
Service Delivery Site Toronto [Change Service Outcome
Delivery Site]
Goal Employment [Change Goall Referred In Ontario Works
Start Date 2/7/2014 Closed Date
Self Service Initiated No
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35. Click NEW from the Action button.

Clmnt Summaty | Plan Content ] Plen Summery

Plan Summary

36. The Plan Summary has been created. Click SELECT. Note: the system populates the client’s info and address. The” DATE ISSUED” is set to
the current and the Reason is set to initiai?

m Client Summary

Plan Summary

Plan Summary T Administration

Actio Issued To Date Tssued Status

Tom Red 2/7/2014 Issued

Administrtion

[ home ] Chlent Summary Plan Summary

Plan Summary

Action sued To Date Insued

Tom Rod 2/7/2014

> Step 3: Plan Summary Home Page
From the Action Button, select EDIT.

Chant Summary m Phan Summary At vt ration

Plan Summary Home: Litaracy and Basic Sklls 2116232 Tom Red 6002470
View Plan Sunimry Dowinlond History Upload HisLory
View ' o
CIOWHIGad Man n

HAN SUmmary Decais English -
Download Plan in Franch

Ixwued To Tam. Rad Crention Date 2/7/4 7 ;
Reason Initial Status Xssue'; .nlo:w Flan
Leoua Data 2/7/2014 Close
e 200, I3 DLOOA ST E, TORONTO,
Hddress OGN, M7AZSS
Stgnature Details -
Plan Buniialy Lo De siaoned By Tom Ked “
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Enter the date the learner accepted his/her learner plan under DATE ACCEPTED.

Modify Plan Summary Detalls: Literacy and Basic Skills 3416332 - To

! Details

| Issue To

| Reason*
Acceptance

Date Accepted

|

|

t Location
File

| Rejection

Date Rejected

Rejection Comments

Tom Red

Irutial

21752014

Red 6003479

Address *

v Issue Date *

| Reference

) Rejection Reason

38. Notice the status of the service plan has now changed to “Accepted”.

Client Summary Plan Content Plan Summary | Administration

Plan Summary Home: Literacy and Basic Skils 3416332 - Tom Red 60034723

View Plan Summary Download History Upload History

Plan Summary Details

Issued To
Reason
Issue Date

Addrass

Signature Details
Plan Summary to be Signed By

Accepltance

Date Accepted
Location

Tom Red
Inital
2)7/2014

200, 33 BLOOR ST E, TORONTO,
OM, M7A253

Tom Red

2)7j2014

Craation Date
Status

File
Referance

2/7/2014

" required field

-
33 BLOOR ST E

21712014 ‘

D

m
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39. To print the Learner Plan (LP), select DOWNLOAD PLAN IN ENGLISH OR FRENCH (depending on which language client prefers) from the

Action button.

m Chant Summary Plan Content m Administration

Plan Summary Home: Literacy and Basic Skils 2416222 - Tom Red 6002470

upiosa pistory

Plan Summary Details

Issued To
Raacon
Issue Date

Address

Signature Details
Plan Summary to be Signed By

AcceplLance

Date Accepted
Location

Rejection

Date Rejectad
Rejection Comments
Cancellation

Date Cancelled
Cancellation Comments

Tom Red
Initizl
2/7/2014

200, 33 BLOOR ST E, TORONTO,
OM, M7A253

Torm Red

Creation Date
Status

File
Reference

Rejaction Reacon

Cancellation Reason

2/7j2014
Issued

Eait
View Plan Summary

Download Flan in
English

Download Flan in French
Upload Flan
Close

m

Once downloaded in a PDF format you can print the LP to have the learner sign the copy. Keep a signed LP on file for your Ministry site visit.

Also, you can save a copy of the LP on a secured drive. You can also upload the saved plan to the EOIS-CaMS system using the following
steps.
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40. Go to Plan Summary, click on the Action button and select the saved learner plan you want to upload.

m Client Summary Plan Content Plan Summary Administration

Plan Summary Home: Litaracy and Basic Skils 2416232 - Tom Red Q% &
upsa iscory ~x -
L4
7,
Plan Summary Details ,’ -
Issued To Tom Red 2/7/2014 ,I
Reason Initial Issuad
Issue Date 2/7/2014 a
Address 200, 33 BLOOR ST E, TORONTO,
QN, M7A253 Plan Summary
Downlead Flan in
Signature Details English -
Plan Summary to be Signed By Tom Red Downlead Flan in French -
Upload Plan
Acceptance Close -
Date Accepted File
Location Reference
Rejection -
Date Rejected Rejection Reason
Rejection Comments
Cancellation -
Date Cancelled Cancellation Reason

Cancellation Comments

41. You will see the following screen. Click on BROWSE to retrieve your saved learner plan file, select reason for upload and click on UPLOAD.

Upload Learner Plan Literacy and Basic Skills 39416340 - Tom Red 6003479 x
* raquiradc field
Select file to upload

File [CAUSErSWPAE  Browse.. |

Reason for upload

Reason Plan Item(s) Added/Modified
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42. You will need to confirm the upload by clicking OK. The learner plan is now be available to be viewed under the Upload History tab. This
process can be maintained until the learner plan isteady to be closed.
Be sure to always save and upload the latest learneriplan updates to EOIS-CaMS.

Confirm the upload by clicking OK.

Do you wish to proceed with uploading the Learner Plan PDF for Tom
Red? Select Okay to proceed, or Cancel t§ cancel.

| OK | | cancer |

You will be prompted to proceed if the system detects a previous uploaded plan.

Learner Plan Literacy and Basic Skills 3416340 - Tom Red 6003479 X

¥ The learner plan has been uploaded successfully, and the client's service plan has been updated, Do you wish
to download a new version of the leamer plan for Tom Red (this is recommended)? Select Yes to proceed or

No to cancel,

The service plan is now activated!
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43. It may happen that you need to Add/Modify/Delete or Cancel sub-goals and plan items. The following desk aids are good references:

http://www.tcu.gov.on.ca/eng/eopg/eotransformation/cams dayl/deskaids/eois cams adding sub goals.pdf

http://www.tcu.gov.on.ca/eng/eopg/eotransformation/cams dayl/deskaids/eois cams mod plan items.pdf

NOTE: You can only delete an existing plan item that doesn’t have an “ACTUAL START DATE” recorded. Otherwise you will need to go to

step #47.

Click on the Action button, and select DELETE PLAN ITEM.

m Chient Summary Plan Content

Plan Content

Name
Type

Plan Items

Details

Name

Primary Client
Expected Start Date
Actual Start Date
Expected Outcome
Good Cause
Estimated Cost

Plan Item Owner

Additional Information

Service Delivery Site
Milestone
Milestone Description

Comments

Plan Summary ndministration m

Communicate Ideas and Information
Competencies

Name Start Date

Wrrite Continuous Text

Write Continuous Tyfx

29/03/2016

Level 1

18
18-B2.1 - Write a thank you note and an email.

End Date Status

Mot Started

Sub-Goal
Expected End Date
Actual End Date
Outcome

Status

Actual Cost
Responsibility

Delivery Method Classroom

Blended Learning No

Communicate Ideas and Information
29/03/2016

Not Started

New Sub-Goal

)
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44. The following screen will appear: If you are certain you want to delete plan item, then click YES.

Are yoU sure you want to delete this plan ftem

45. The plan item will now be removed. The screen will appear as follows. You can also delete the SUB-GOAL by clicking the Action button.

w ommumiczbe Bdeas znd InformaSion 203/205 2%6{2015 Mot Started [
Details -
Rame Commeniczte Idess and Information Outoome
Type Compstences Cwner
PPlan Ttems -

Hame Start Date End Date Status Oufcome
Comments -
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46. The following screen will appear. Click YES to accept and remove the Sub-goal.

Delete Sub-Goal: Communicate Ideas and Information - Literacy and Basic Skills

Are you sure you want to delete this sub-goal?

47. If, however, you have already entered an “ACTUAL START DATE” in the Plan Item (in order words, the status of the Plan Item is “IN
PROGRESS”), then you will need to complete the following steps.

First, clickon t lue “View” triangle of the SUB-GOAL.

@)
: Rl
| a
| srared a)
- D

semred a)

A
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48. The following screen will appear. Now click on the blue “View” triangle on the PLAN ITEM.

v Communicate idzas and Information 2/03/2016 In Progeess =
Details =
Name
Trse Owner -

Plan Items ’
Start Date End Date Status OQutcome
' SR 2032016 InPragres i
Comments =

49. The following screen will appear. Click on the Action button and select EDIT PLAN ITEM.

[ ome 1 Client Summary 1 Pan Cootemt 1 Man Sumenary | administration 1 Evests

Plan Content
TR RS UGS S AR AWy LT WU LuLn

Dwtaile

Marme Comvmumcate Tdeas ang Irformaton Outcome

Type Competences Owner

Flan Items

Namme Start Dale Endd Oate Status Qutconne
Cargleta C -
. oot cue 290320 In Progres i

Dwitade -
Name Complete pod Craate Documerts Sub-Goal Comevurscats [0a3s and Informaticn
Prinsary Client e Txpected Cnd Datw 20/05/201€
Expocted Start Dats I9foa01e Actusd End Dete
Actual Start Date M/05/2048 Outcome
Expected Outoome Lavenl 28 Statues In Progress
Good Caumse Actus Cost
Estimated Cost Responsdabity
Plan Item Owner
Additsonsl Informatice -
Service Delivery Site Delrvery Method Claggroon
Milestone = Blended Learning Na

35-83.36 - Crapte o fowtnant 1o ilustyets » crocess

2 . Sestribed i o test,

Comuments -
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50. Now remove the Actual Start Date and enter “CANCELLED” in Outcome, and click SAVE.

Pramary Chent

Details

Expected Start Date *
Actuad Start Date
Estimated Cost
Expected Outcome *

Responsibility
Participant

Uwer

Addstional Informatsen
Servicw Delivery Site *
Blended L earning
Milestone

Comments

e

LTomplet; w0 Craste Documents

Level 28

-,

Outcome

Expectnd End Date *

Actual Tnd Date
Actual Cost
¥ Good Cause

- Plan Ttem Owmer

- User

Delivery Method *

358530 - Create o Mowdhan to lustrate a process Sescnbed in & text.

Classroca

T T

51. The status for this PLAN ITEM will now change to “Not Started” with a “Cancelled” outcome. You will also see a “Not Started” status
under the SUB-GOAL. You have now successfully remove the plan item.

v Commuricas Ideas and Information

Details

Name
Type

Plan Items

Comments

20372016

Commuricatz Ideas and Information

Complet= and Create
Documents

25/03{2016

End Date

Not Stzrizd

Canclled J
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Closing the Learner Plan

Below is a quick file checklist to use BEFORE you close the learner’s service plan in EOIS-CaMS. NOTE: once it’s closed, it cannot be re-
opened. If you have any comments to add, click on “CHANGE CLOSURE DETAILS”, and complete comments section.
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1. Now we can proceed to close the LBS learner service plan in EOIS-CaMS.

Log into EOIS-CaMS and search for the LBS service plan for the learner you wish to close.

Review your file checklist, and ensure that everything is completed, entered and up-to date in the EOIS-CaMS system.
Set your SUB-GOAL outcomes to either ATTAINED, NOT ATTAINED OR CANCELLED.

Now click on PLAN SUMMARY and then on Select.

Events

Aciministration

m Chent Summary

Service Plan Home

Plag Content | Plan Sumunmary l
T ——"

Case Detalls

Primary Chent Tom Red Plan Reference Number
Program Lteracy and Basic Skifls Status
Owner Mister Green [Change Ownerl Closure Reason
ABl Employment - Toronto [Change
Saorvice Delivery Site Service Delivery Sitel Outcome
Goal Employment [Chanae Goall Referred In
Start Date 3/7/2014 Closed Date
Self Service Initiated No
= Step 2: Pla/hs Summary Page
Click SELEC
[ tiome | Chopt Summary Plan Summary
Flan Sumima
Action Issuad To DRate Issuad Status

@ Tom Rod 2/7/2014 Issued
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2. Next, download once again the updated Learner Plan and save as a PDF file on a secure drive. Add missing fields (if any) to update the
learner plan. Click

Plan Confagt

[ Hiome J Client Summary Administration

Plan Summary Home: Literacy and Basic Skils 2416395, . Tom Red 6003479 Y ~

uplosa Hezory ~ -
.
L
Plan Summary Details ,’ ~
Issued To Tom Red 2]7/2014 ,I
Reason Intial Issund
Issue Date 2/7/2014 a
Add 200, 33 BLOOR ST E, TORONTO, Eant
ON, M7A2S3 View Plan Summary
Download Flan in
Signature Detalls Englsh i
Plan Summary to be Signed By Tom Rad Download Plan in French -
Uplocad Plan
Acceptance Close R
Date Accepted File
Location Reference
Rajoction -
Date Rejected Rejection Reason
Rejection Comments
Cancellation -
Date Cancelled Cancellation Reason

Cancellation Comments

3. You will now retrieve the saved Learner Plan file from your secure drive and then select UPLOAD PLAN.

m Plan Conbent Plan Summany

Administration Fvents

Plan Summary Home: Lteracy and Basic Skis 3416340 - Tom Red 6003479 MR
2 Edit -
Download Flan in English
Plan Summary Delails -

Downlagd Flan in French

Iesued To Tom Rod Creation Date El Ualaad Plan

Reason Inizal Status [ssuet
Issue Date 3/7/2014

200, 33 BLOOR 5T E, TORONTO,
Address DN, M74253

136|Page



EOIS-CaMS User Guide for New Staff March 2016

4. You will have the following message appear on your screen. Retrieve the updated PDF learner plan file to upload by clicking Browse.

Select Reason as “CLOSE SERVICE PLAN”. Then Click on UPLOAD.

Upload Learner Plan Literacy a Basic Skills 3416340 - Tom Red 6003479

* required field

Select file to upload

-
File CiUsers\Pag  Browse... l
Reason for upload -
Reason Close Service Plan v }

‘ Upload ' Cancel

5. Confirm by clicking OK.

Do you wish to procee
Red? Select Okay to proc

ith uploading the Learner Plan PDF for Tom

{ )
¢ ! ., or Cancel to cancel.

[ QK ] [ Cancel ]

6. You will need to assign a reviewer. The person you assign will be the person responsible for the Follow-ups for this learner.

Close Service Plan Literacy and sic Skills 3416340 - Tom Red 6003479 x

* requirad fiald

Uplaading a closed Learner Plan will cloje the Sarvice Plan, To closa this service plan select Yes and a Raviewer,
Select No to cancel,

Reviewer | Mister Green ~

B e
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7. A confirmation will appear stating you have successfully uploaded, updated and closed the client’s service plan.

Service Plan Closed Literacy and Basic Skills 3416340 - Tom Red 6003479

The Learner Plan has been uploaded successfully, and the client's Service Plan has been updated and Closed,
Select Ok to view Service Plan Home.

8. You can view the UPLOAD and DOWNLOAD HISTORY of your files by selecting the appropriate TABS.

m' Chent Summary I Plan Content Plan Summary ) Administration

Plan Summary Home: Literacy and Basic Skills 2216340 - Tom Red 6003479

View Plan Summary { pbownload History Upload H’s

"he Download History page lists the date of download and the user who reque

[_tome | clent Summary | _pian Content | _plan Summary | _admunistration | events |

Download History: Lraracy and Basic Skils 3416340 - Tom Red 6003479

Close
Issuved To Tom Read Date Issued 3/7/2014 Status Accepted
Download Date Requestod By
3/7/2014 14:25 Mistor Groen
3/7/2014 1438 HMistar Green
3772014 1453

HMister Green
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Entering Resource, Information and Referral Data

SERVICECOORDINANON ~ RcrcrrALs

INFORMATION SESSIONS

IT’S ALL PART OF THE CONTRACT!
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1. Part of the contractual agreement with MTCU requires that all LBS sites record and document Learner Referrals made to Other Programs
and Services. To enter this information into EOIS-CaMS, select PLAN CONTENT and click on NEW SUB-GOAL.

NewSabGosl ) o
}  Referral Ouf 1o Oer Community Resources piaiteie s TS Complsiad 5
b Understznd 2nd Use Nursbers B W14 Comphed 3)
b Commuricats Yiass and Infomatce BRRa TS Covpited v
P Understerd 2nd Use Numsbers 1 50Us Compad 3,
b izamng iivps Wt St [y
b Commaricez Kess aed Infomsiin s BN Nt Seated Cacalad (3,
) Use Dz Techrdagy P icete) 2umn Comghaed teiosd 2l
b Understord and Use Runters bic e} b s Corgleed temond (a)
} Commaricate Heas and Infomziin P o Covplzd = [l
b Treneg Soors BN e InProgress [l
b Biferral o Other Fragrzms 20 Senviess 10052013 240904 Corrgbzzd st Gy
b Peferel o Offer Pragrams and Serveas 00y oy Corplz=d tetzind )
V Commuricatz Heas 2rd Infomsaton piliceiel b ] Corplent tzinad 3]

2. The following screen will appear. Click on the Select button for Referral to Other Programs and Services.
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3. Depending on the Type of Referral, you will need to select from the following two choices. For this example, we will choose Referral to
Other Programs and Services.

Referral Out to Other Community
Resources

Referral to Other Programs and Services

revious ) cancet |

4. Click on the blue “View” triangle. Then click on the Action button and select ADD PLAN ITEM.

v‘ﬂa‘uﬁtﬂﬂiﬂ'ﬁmﬁaﬂiﬂﬂﬁ ot Starzd [
Details ¥

Name Risfierrl to Ofhier Programs and Senices Qutcome
Type Refermal to Offver Programs and Services Ovmer

Flan Ttems r

g
i
¥
=
3
g
i
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5. The following screen with PLAN ITEM selection will appear.

Note: a good practice for each site is to create a list of community agency names you most often deal with and associate them with this
list of Plan Items. For our example, we will choose the Post-Secondary Education plan item.

Plan Ttem -
Action | Name Plan Item Type | Descril
Select Credential Assessment Basic Plan Itam
Select Custom Basic Plan Item Custom Plan Item
Select EQ - Action Center Basic Plan Item
Select EO - Apprenticeship Program — Co-op Diploma Apprenticeship Program Basic Plan Item
Select EQ - Apprenticeship Program — Other Basic Plan Itam
Select EQ - Apprenticeship Program — Pre-Apprenticeship Program Basic Plan Item
Select EQ - Employment Service Provider Basic Plan Item
Select EQ - EO Service Provider — Other Basic Plan Item
Select EOQ - Literacy and Basic Skills Service Provider Basic Plan It=m
Select EQ - Local Boards Basic Plan Item
Select EOQ - Ontario Job Bank Basic Plan Item
Select EO - RRTS Basic Plan Item
Select General Education Development Basic Plan It=m
Select Government Services Municipal Basic Plan Item
Select Government Training Federal — Other Basic Plan Item
Select Government Training Federal - Youth Emplgfment Strategy Basic Plan Item
Select Government Training Provincial — Other Basic Plan It=m
Select High Schoal Basic Plan It=m
Select Independent Learning Centre Basic Plan Item
Select Language Services — Training Basic Plan Item
Select Ministry of Citizenship and Imgligration-Bridge Training for Immigrants Basic Plan Item
Select Ministry of Citizenship and i — Other Basic Plan It=m
Select Ontario Disability Suppo Basic Plan Item
Select Ontario Internship P Basic Plan Item
Select Ontaric Wormen's Basic Plan Item
Select Ontario Works Basic Plan Item
Select Other — strughred/formal referral Basic Plan Item
Select Post-Secondary Education Basic Plan Item
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6. The following screen will appear. Enter the expected start and end dates; otherwise, EOIS-CAMS will default to today’s date. Enter the

EXPECTED OUTCOME from the following three choices: Referred at Entrance, Referred during Service, or Referred at Exit.

You can add comments if needed. For our example, we will enter that student is taking the post-secondary Pre-Health Program.
Click SAVE.

Add Plan Item: Literacy and Basic Shills S0 —*

Details

* required field

-
Sub-Goal Refarral to Other Programs and Services Name
Primary Chent

Post-Sacondary Education

Expected Start Date * {30/0'.\/1‘0‘6 [ ! Expected En [sorow2016 \ )
Expected Outcome * | Referred at Entrance ~i| Estima : | |
Responsibility

Me [
Sub-Goal Owner [ Participant , ~
Plan Item Owner

Sub-Goal Owner ] Usar
Additional Information
Service Delivery Site *
Blended Learning

q Delivery Method v ‘

Milestone

Comments

Pre-Haaltn

[ oo W Concer ]

7. Click on the Referral to Other Program and Services blue “View” triangle.

S e =
b Referral to Other Programs and Services 30/03/2016 30/03/2016 Mot Started | i,l
Comments -
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8. The following screen will now appear. Click on the Action button, choose Edit Plan item to add actual start date to the plan item and

SAVE. The status will now change from “not started” to in progress.

Outcome.

w Referral to Other Programs and Services

30/03/2016

Details
Name Referral to Other Programs and Services
Type Referral to Other Programs and Services
Plan Items
Name Start Date
b Post-Secondary
Education

9. Here’s an example of a compl

ATTAINED.

NOTE: all Sub-goals need to have a

w  Rafarral to Other Programs and Sarvicas 23
Details
Name Rafarral to Other Programs and Services

Type

Plan Items

Detaills

Name

Primary Client
Expected Start Date
Actual Start Date
Expected Outcome
Good Cause
Estimated Cost

Plan Item Owner

Additional Information

Service Delivery Site
Milestone

Milestone Description
Comments

HVTN

Rafarral to Other Programs and Services

Post-Secondary
Education

Post-Secondary Education

22/03/2018
22/03/2016
Referred at Exit

30/03/2016

Start Date

22/03/2016

lan item is completed, update with actual end date and enter

Not Started (N
-
Outcome
Owner
-
End Date Status Qutcome
Not Started b

22/03/2016 Attained Al

OQutcome Attained

Owner

Status OQutceme

22/03/201% Completad Attained [va,l

Sub Goal
Expected End Date

Rafarral to Other Programs and Services
22/03/2016

Actual End Date 22/03/2018
Outcome Attained
Status Completed
Actual Cost

Responsibility

Delivery Method
Blended Learning No

144|Page



EOIS-CaMS User Guide for New Staff March 2016

10. As part of your contractual Service Coordination commitment (and as a good practice for client service), your agency may refer potential
clients to other LBS providers if they are not suitable for service at your agency. They may also be referred out to other programs and
services in the community. Therefore, these clients never become registered learners at your site.

As well, your agency may provide unassisted services such as Information Sessions and Outreach activities.

These types of data are captured and entered on a monthly basis in the AGGREGATE DATA section of the EOIS-CaMS system. Follow
these steps to enter this information.

NOTE: only those with either the SPRA role and/or SERVICE PROVIDER MANAGER role can add this data.

11. Start by navigating to WORKSPACE, and click on MY SERVICE PROVIDER:

T R ial iy

Workspace Cases and Outcomes

Welcome to the EQOIS Case Management Syste [

Enter Referemnce Number

My Shortcuts -

Create a New Case
Create a New Employer
My Service Provider
Pending Reviews
Reassign Cases

Reassign Reviews
Search for a Case

Search for an Application
Search for a COJG Application
Search for a Corporate Entity
Search for an Employer

View My Bookmarks

View My Cases
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12. The following screen will appear. Now click on your site REFERENCE NUMBER.

COLLEGE OF APPLIED ARTS &

Legal Name TECHNOLOGY

Business Name TECHNOLOG
Preferved Language English
Max Number of Users 37

[“Home ] Service Provider Me
Service Provider Home:
IS Status

Active

Details

COLLEG)

Business Name TECHNOLOGY

Preferved Language Engliah

CRA Nusiness Number
NALICS Code

Max Number of Users
Contact Detalls
Address Ontario

Canada

Service Delivery Sites

COLLEGE OF APPLIED ARTS &
Y

F APPLIED ARTS &

rovider Status Active
Geographic Region Northarn
License Allocation
Reference Number
d C ation Hard Copy
Sector College
Provider Status Active

Geographic Region Narthern Reglan

License Allocation 21

Phone Number

Service Delurry SIte Nasew -

| Service Detivery site Nome | provider status
Colleae Active
\Colleae . - Active
Colleae Active
i T e —— Acthre

Kedeveacs Number -
Designsted Froncophone e

Prefemed Languoge
forins aphic Heguon SEatus Actren
[ home T contoct 1 servcms | servue pebvery e embers
Service Delivery SHe o U
Service Provider -
COLLEGE OF APFLIED ARTS &
Busssess Nanme TECHACLOGY Helevranie Numlder -
Detaile -
Service Delivery Sfte Name Collepe Retervnie Nomder e
Prefemved Langunge Ergiah [ e e o
Freferved Communation Cormast Lol Board Nusber 2
Avadable far Service Ves Milzing Data File ves
Gevgeapinc Negion Northern Regar - Status Actrem
Notitscation ¥
Self Sevvice Wotifications Yo COIG Notification Emall Address
Emad Adsceas
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14. The next Services screen will appear. Click on LITERACY AND BASIC SKILLS.

COLLEGE OF APPLIED ARTS &... ¥

Service Delivery Site Name College Reference Number -
Preferred Language English Designated Francophone Mo
Geographic Region Narthern Region Status Active
m m ServicoOelivery Site Members
Services New @y =
Name Start Date End Date Ministry Contact Case Reviewer Status
Literacy and Basic Skills ~ 23/04/2015 N B .. Approved
15. The following screen will appear. Click on the AGGREGATE DATA tab.
Service Home - LBS Service Delivery
Start Date 23/04/2015 End Date
Status Approved Ministry Contact K B _____
[ Home | Business Plans |
Service Home Edit Delete

Service Delivery Site

Name " College

Reference Number _c
Details
Name LBS Service Delivery End Date
Start Date 23/04/2015 Ministry Contact N_._B. _
End Reason Case Reviewer
Status Approved
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16. The following screen will appear. You are now ready to enter your Information Sessions (if applicable). Click NEW.

I

Information Sessions

Participation

‘Wait List

Information Session: I ICollege *

Please enter a date range for the information sessions.

* requirad

53

From Date *

| ) Topate* |

Search Results

Type of
From Date To Date Information Audience Number of Status
Sessi Attendees

17. The following pop-screen will appear. Complete your information session details and click SAVE.

Create Information Session:

Information Session

Type of information sesston *

Description ™

Details

[ General public
piroaroie

Audience

From Date *

Comments

|2 |
= raquired fiald

[ Information mession B
Weekly information sesaions-held every Tuesaday

Number of
Attendees

| ) teDate*

=]

[x2
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18. Now to complete the Outreach activity section. Click NEW:

I-fnrnlaﬁnnSﬁsim'l-:allege -*

Information Sessions

Participation Please enter a date range for the information sessions.

Wait List From Date *

Search Results

From Date To Date

| ) ToDate*

—

New ||
* requirad

Number of

Attendees

19. Under the Type of Information session, select OUTREACH, provide a description on the outreach activity you did, details on the audience

served and enter dates. Click SAVE.

Informaltion Sosston
-

Type of Information scession

Doescription ™

Details

Auvdicnce * | Ganeral public

pproxzore

rroom Date

Comments

| Outreach
Indepandent Living

Number of
Attendees

To Date *

3103208

=3

- raciuirad fald
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20. Now you're ready to record the “Participant Information” for individuals you referred to other LBS programs and/or other program and

services. Click on PARTICIPATION. Then Click NEW.
Dusiness Plans Agdgregate Data .
| pffticipations: SN College QEIIIIIINC New | ||ud

Information Sessions ’
Participation Year/Month # Individuals Served to other literacy to other Last Updated
wﬂﬂl.:r——————————-' providers programs/services

» 2012/10 10 8 2 06/02/2013 15151 (74

r o 2012/11 14 ) s 06/02/2013 15:53 [Fa.)

»  2013/01% 1 10 “4 08/02/2013 11:30 %3]

b 2012/12 6 6 0 06/02/2013 15145 [Fal)

» o 2019/02 18 8 7 08/03/2013 16:09 [l

b 2013/03 6 a 2 01/04/2013 13:04 [ra,

oDt pee - a ROk )

21. The following pop-up screen will appear. Complete the details and SAVE. If your site has a Wait List, choose the appropriate tab and

record.

Create Participation: GEENNERColicge - T C B

Details

Year*

# Individuals Served *

w Individuals referred
to other
programs/services *

Comments

2010

[20

[10

* raciulred Fald

Month * o3
# Individuals referred
to other literacy I 10
providers *

[ sove W Sovcancw M Concer ]
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Entering 3, 6, and 12-month Follow-ups

It’s been 3 months since you closed your plan. It’s time for the follow-ups!

4

|
collow VP

1. When a service plan is closed, the system will automatically create a 3-month follow-up (“REVIEW”) for LBS. Once the 3-month follow-up
is completed, then the 6-month review will be generated and subsequently the 12-month follow-up event. To complete your follow-ups
(reviews), click on PENDING REVIEWS from your workspace tab.

Welcome to the EOIS Case Manag ent System IR

My Shortcuts -

Create a New Case
Create a New Employey
My Service Provider,
Pending Reviews
Reassign Cases

Reassign Reviews
Search for a Case

Search for an Application
Search for a COJG Application
Search for a Corporate Entity
Search for an Employer

View My Bookmarks

View My Cases
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2. EOIS-CaMS will display a list of cases, review types (3-month, 6-months, 12-month and corresponding review dates. Click on the CASE
REFERENCE to pull-up the reviews.

Pending R ews -

Case Reference | eroaram | Prmary clicnt | Review Type Review Date
~ 201 Literacy and Basic Skills K. Quicome at & months 02/04/2016
194 Literacy and Basic Skills e sl — Oulcome at & months 02/04/2016
072 Literacy and Basic Skills " Outcome at 6 months Q2/04/2016
1] Litarncy and Basic Skills 2 Outcome at 3 months 04/04/2016
Lonn Litaracy snd Banic Skills : Outcome st & monthy a6/04/2016
7791 Literacy and Basic Skills [+ 8 Outcome at 6 months 07/04/2016
038 Literacy and Basic Skills A Outcome at 6 months 07/04/2016
- 940 Literacy and Basic Skills [ -2 aasss Qutcome at 6 months 07/04/2016
110 Literacy and Basic Skills < Outcome at 6 months 08/04/2016
- HAT Literacy and Basic Skills L &5 N Quicome at 12 months 08/04/2016
1048 Literacy and Basic Skills 1 i Outcome at 12 months 08/04/2016
—— B907 Literacy and Dasic Skills s Outgome at 6 months on/os/2010
2599 Literacy and Basic Skills 1 Outcome at 6 months anj/os/z016

3. Typically, the attempts are made to contact the completed learner and outcomes are then recorded. The first attempt made would be
considered as the actual start date and the last attempt made would be considered the actual end date recorded for each of the follow-
up types. The following LBS learner service plan will display. Click on the EVENTS tab. Then, click on the Action button.

pending Reviews %

Closed
02/10/2015
Collegt

Program Literacy and Basic Skills
Start Date 31/08/2015
Owner

" fiome . _Client Summary ] _Plan Content ] Plan Summary ] Administration | Events |

Events LY S

Coendar view

Event Start Date End Date

Case Review 02/04/2016 wa
Case Review 02/01/2016 02/01/2016 b

Plan Closad 02/10f2015 02/10/2015 i,

v vy v

Plan Approved 31/08/2015 31/08/2015 L
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4. You can then enter your review outcomes in the specified field and SAVE. Your review is now complete. The 12-month review will appear
in your PENDING REVIEW link.

Details -
Reviewer Mister Green Reason @ at 6 months )
Scheduled Date |3410/2014 '\ Actual Start Date (34107207 )
Expected End Date (310520174 ) Actual End Date [3r10/207 4

Didd your training
Outcome Employed Full-Time «|| help prepare you WES —

for future

employment?
5. Avery useful report for follow-ups is the Service Provider Follow up Cases (Service Plan) # 19-A. This report shows service plan follow-up
reviews that are overdue or due within the next 30 days.

NOTE: in order to access the CaMS reports, you must be registered in your client profile to have access to the Reports section of EOIS.
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Must-have Tools: EOIS-CaMS Reports

The links on this page take
you to the EOIS-CaMS
“Report Guides” which
explain the data contained
in each report and where it
comes from in the CaMS$S
system.

NOTE: in order to view the
actual CaMS reports, you
must access the “EOIS -
CaMS Reporting” link on
the “My Services” page of
EOIS.

' II I e
On/cams reporting/t TR R 1111111153 3. Tep

=013 ar
||||||||||||||||||||||||||||||||||||||||||||||||||||||||II|'||||||III|| I"II|IIIIIIIII II|IIIIIIIII'I'IIII!'IIIIIIIIIIIII SRR IIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIIII
L eams  reporLing 105 Case QCUVITY.pat. o LR AR RO RO R LR
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