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Better Jobs Ontario 
Guidelines

• Better Jobs Ontario – formerly Second Career  - is a 
program funded by the Ontario Government  for 
unemployed individuals for which skills training is the 
most appropriate intervention to transition them into 
high skills, high demand occupations in the local labour
market

• Unemployed workers can be active EI claimants, EI reach 
back (received EI in the last 36 months or non –EI 
eligible 

• (OW/ODSP/Out of the labour market  for a period of 
time)



Eligibility 
Eligibility:
• Have been laid-off and be unemployed OR
• Be from a low-income household and 

experiencing challenges attaching to the labour 
market

*Please see Better Jobs Ontario guidelines for 
definition of Laid-off, Unemployed and Low-
Income Household with challenges attaching to 
the Labour Market. 



Suitability 

Suitability Matrix 

For consideration under the Better Jobs Ontario program, individuals are assessed against 
the eligibility requirements and suitability criteria.

Employment  Services uses the Better Jobs Ontario  eligibility & suitability assessment tool 
to complete assessment process. Individuals who score 16 points or higher are considered 
most suitable for the  program. 

• The suitability criteria includes: 

• Active Job Search

• Duration of unemployment

• Educational Attainment

• Work History

• In-Demand Occupational Requirements

• Type of Skills Training 

• Occupational Experience

Individuals who do not meet the Better Jobs Ontario  threshold of 16 may be considered in 
exceptional circumstances. These circumstances are at the discretion of the Ministry and 
Management Authority. 



Better Jobs 
Ontario 
Agenda:

• Employment Services Plan
• Career 

Assessments/Exploration
• Resume
• Job Search Records
• Labour Market Research
• How to gather Job Postings 

in desired field 

• School & Training 
Research

• Acceptance Letter from 
Post Secondary 
Institution 

• Completed application 
form

• Referral to the Better 
Jobs Ontario Readiness 
Program offered through 
the YMCA Learning 
Connections Program for 
assistance if required



Employment 
Services Plan 
(ESP)

• Employment Service Plans must be 
completed and up to date with the 
Following:

• Education
• Previous participation in 

Employment Programs
• Work History
• Employment Barriers/Needs
• Financial Feasibility
• Job Search Efforts
• Occupational Goal Information
• Summary of Training Research



Supporting 
Documents 
If Applicable

• Please include any additional supporting 
documents ONLY if applicable to your 
case

Examples: 
-medical letter
-”employment confirmation” letter
-career assessments completed & results



Resume(s)

• Your resume needs to be critiqued by an 
Employment Centre Professional

• Your resume needs to be up-to-date with 
no errors

• Your resume has to be used in your 
current job search efforts



Job Search 
Records

• The Job Search Record is used to represent 
your ongoing effort to search for a job since 
becoming unemployed. This can include:

• Creation of job search tools (resume/cover 
letters)

• Researching Occupations
• Attending Job Fairs
• Pursuing work (cold calling, applying)

• This job search must be related to your current 
work experience, skills, education, and training



Labour 
Market 
Research

• Clients who select a training program for an in-scope 
occupation based on it being a local community or 
provincial priority area are not required to provide 
evidence of good employment prospects as part of their 
application. The list of local community and provincial 
priority sectors can be found in the Fast Track Stream 
Addendum.

• If an individual is looking to retrain in an area not 
identified as a priority in the

addendum, the individual will be asked to present 
evidence of good employment

      prospects. 

https://www.services.labour.gov.on.ca/labourmar
ket/search.xhtml

https://www.services.labour.gov.on.ca/labourmarket/search.xhtml
https://www.services.labour.gov.on.ca/labourmarket/search.xhtml


Evidence of 
Employment 

Prospects

• Evidence of good employment prospects 
includes one or more of the following: 

• The occupation demonstrates 
occupational demand and has an 
“above average” outlook at either the 
Ontario or Regional level

• Submission of currently advertised job 
opportunity in the local labour market, 
or evidence of recent job postings in 
Ontario. 



School & 
Training 
Research

• Research schools that offer the training 
you are interested in

• Must research 3 schools
• One must be a public college and one 

must be a private career college
• Online, Hybrid or In Class are acceptable 
• Must finish with either a Certificate or 

Diploma
• Program must be no longer than 52 

weeks including breaks.



Acceptance 
Letter

• Please ensure that the 
acceptance letter has all the 
items that are required as per the 
“Acceptance Letter from Training 
Institution” document



Better Jobs 
Ontario 
Application 
Form

• All applications for the Better Jobs 
Ontario program are completed online 
through the Ontario Portal.

• This can be accessed and supported  
through an Employment Services –
Employment Coach’s  myEOIS account.



Employment 
Ontario Portal



Reminder
• Discuss paying or starting any training  

with your Employment Coach prior to 
making a commitment. Making a 
decision could have an effect on your 
approval for funding.



Learning 
Connections 
Literacy & 
Basic Skills 
Program 

Some clients may need assistance with their research 
in preparation for the Better Jobs Ontario application. 
The YMCA Better Jobs Ontario Readiness Program 
Through our Learning Connections Program  will 
provide assistance with the following: 
• Digital Skills
• Labour market research/prospects,
• Career Exploration 
• Employer research, 
• School & training research
• Academic counselling
• Referral back to ES for Application completion and 

submission



Questions?



Literacy and 
Basic Skills -
Making the 
Connection

• The Literacy and Basic Skills (LBS) program 
helps adults in Ontario to develop and apply 
communication, numeracy, interpersonal and 
digital skills to achieve their goals. The LBS 
program serves learners who have goals to 
successfully transition to employment, 
postsecondary, apprenticeship, secondary 
school, and have increased independence. 



How Better 
Jobs Ontario 
Readiness 
fits with 
LBS & 
OALCF

The program includes learners who may have a range of barriers to 
learning. The program will assist adults to: Gain the necessary skills to 
transition to post-secondary or skills training including: 

A. Find and Use Information – seek out schools, costs, 

B. Communicate Ideas and Information – complete charts, write 
application, support letters

C. Understand and Use Numbers – budgeting for a year of training,

D. Use Digital Technology – using the online portal

E. Manage Learning – understand different platforms, how to pace and 
complete the program

F. Engage with Others – contact schools, ministry, teachers, instructors

Depending on the goal path desired, the up to 6-week program will 
assist adults to understand the steps needed to transition to the next 
step. Attendance is virtual and can be completed in person for those 
that do not have technology access or skills



THE LBS / ES Relationship
Referral Process from Employment Services To LBS BJORP

• ES client identifies interest in BJO
• ES Coach completes eligibility and suitability
• If needed, referral to BJORP
• Assessment of needs and learning plan development
• Learning activities
• Referral back to ES or other depending on final decision

ES client meets with 
Employment Coach

ES Coach completes matrix to 
ensure eligibility and Suitability Referral to BJORP Assessment & Learning Plan 

Development & Learning Activities Referral back to ES



Appropriate 
Referrals

• Client wants extensive 1:1 support with Better 
Jobs Ontario application

• Client is having difficulty with or wants support 
with online Better Jobs Ontario  application

• Client is having difficulty or wants support with 
researching training institutions

• Client wants to develop digital technology skills 
related to completing the online application or 
learning at a postsecondary training

• Client wants to develop financial literacy skills or 
needs support to create a budget required for 
the Better Jobs Ontario application



Appropriate 
Referrals

• Client has been out of school or a longer 
training program for a while (# of years)

• Client has not completed high school

• Client does not have pre-requisites for 
their training goals

• Client is unsure about readiness for their 
training goals

• Client would like to update / refresh 
their academic skills



Assessment & Learning Plan Development


BJORP Intake Assessment



Instructions: 

This assessment will help us plan for the best use of your time to get you ready to apply for Better Jobs Ontario. The following is a scenario-based activity. Complete as much as you can.



Scenario

You wish to find a new job. The following tasks relate to identifying an in-demand occupation where you live, developing a budget while you are attending training, organizing your schedule to balance training and life demands, and writing an email to the college admissions officer.





Task 1: Researching In-Demand Occupations



1. Access the website: www.ontario.ca/page/labour-market.
 

2. Click to Explore labour market by region.


3. Select the region Greater Toronto Area.


4. Look at the list of Jobs in future demand in this region.


5. What is the first job listed?


6. Click on the first job listed.


7. Read the page and list 2 common titles for this occupation.


8. What is the Occupational outlook rating?


9. How many online job postings for this position were there in 2021?


10. Identify 1 foundational In-demand skill and 1 in-demand software that employers frequently request for this occupation. 





Task 2: Developing a Budget while you Attend Training



You have chosen to attend the 8-month Hospitality Services training program located in your home city. Please use the following information to complete this task.  



Total Income 

· $1,940.25 per month



List of Expenses

· Tuition - $4,518.00

· Additional Training Costs - $700.00

· Child Care - $51.93 / day at licenced provider, $0.00 / day with a relative

· Transit - $128.00 monthly pass, $3.10 per ride

· Groceries - $125.00 per week

· Rent - $500.00 / month (your share)

· Other expenses - $100.00 / month



Other

· You attend classes 4 days per week 

· Assume there are 4.3 weeks per month





1. If you only take the bus to go back and forth from classes, should you buy a monthly pass or pay as you go? (you may use a calculator)


2. Fill in the chart below and calculate your weekly and monthly expenses

· Round to the nearest cent

· Use the information given above and your answer about taking the bus from question 1

· You use a licensed childcare provider 2 days / week



		Expense

		Weekly

		Monthly



		Tuition

		

		564.75



		Additional Training Costs

		20.35

		



		Childcare

		

		



		Transit

		

		



		Groceries

		125.00

		



		Rent

		

		500.00



		Miscellaneous

		

		100.00



		

		

		



		TOTALS

		

		







3. Do you have a monthly surplus or deficit? How much is your monthly surplus or deficit?





Task 3: Create a Personal Schedule During Training



Your full time Hospitality Services training program schedules classes at different times during the day. As a single parent you must also find time to drop off and pick up your child from childcare. You consider yourself a responsible person and have promised yourself to never be late for class. 



Course Schedule – Semester One



		CODE

		COURSE NAME

		DAY

		TIME

		LOCATION



		HOST1146

		Leading, Following and Speaking with Confidence

		Thursday

		10:00 – 12:00

		Campus



		HOST1085

		Principles of Tourism and Hospitality Management

		Wednesday

		12:00 – 2:00

		Campus



		HOST1070

		Introduction to Catering

		Thursday

		2:00 – 4:00

		Campus



		HOST1171

		Global Accomodation Industry

		Monday

		9:00 – 12:00

		Campus



		HOST1172

		Introduction to Wines and Beverages

		Tuesday

		11:00 – 1:30

		Campus



		HOST1068

		Smart Serve

		Monday

		2:00 – 3:00

		Online



		HOSF1145

		Sanitation

		Tuesday

		2:00 – 3:00

		Online



		MATH1102

		Mathematics for Hospitality

		Tuesday

		9:30 – 11:30

		Campus



		COMM1007

		College English

		Wednesday

		9:30 – 11:30

		Campus







1. Open the Microsoft Word file called Weekly Calendar and add your course schedule. Include only the course codes and the location.



		[bookmark: _Hlk103925860]

		Monday

		Tuesday

		Wednesday

		Thursday

		Friday



		7

		

		

		

		

		



		8

		

		

		

		

		



		9

		

		

		

		

		



		10

		

		

		

		

		



		11

		

		

		

		

		



		12

		

		

		

		

		



		1

		

		

		

		

		



		2

		

		

		

		

		



		3

		

		

		

		

		



		4

		

		

		

		

		



		5

		

		

		

		

		



		6

		

		

		

		

		







2. You decide to use the licenced childcare program on your two longest days (based on class hours). Your travel time to the college campus requires you to drop off and pick up your child 1 hour before and after your classes. Add ‘Drop off childcare’ and ‘Pick up childcare’ in the appropriate day and time on the Weekly Calendar.


3. You have two online courses. Based on your travel times from where you access each course – on Campus or at Home?




Task 4: Writing an Email to the College Admissions Officer



1. In a new Microsoft Word document type a short paragraph (3 – 5 sentences) to the college admissions officer providing the reason you are interested in applying for the Hospitality Services training program. You should include the following information:

· Which program you are applying to

· Why you are interested in that program

· What work you plan to do after graduating

· Ask one question about the program or about being a student at the college
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Section 1:  Reading and Writing 

1. Read the document, read each question about the passage.  Decide which is the best answer to each question.  Circle the answer you feel is most correct.

[image: ]





2. Read the following label. Then read each question and choose the answer you think is most correct.
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A.  How many times daily can Itchaway

Lotion be applied?

a Several

b Three

c Two

d One



B.  It would be appropriate to use ltchaway

Lotion if you had -

f poison oak.

g measles.

h sunburn.

j diarrhea.

C. 
An active ingredient in Itchaway is

a sodium chloride.

b triglyceride.

c menthol.

  d sulfur





D. Which one of the following is not an

ingredient of this lotion?

f Lime water

g Milk of magnesia

h Zinc oxide

j Cornstarch





E. The lotion should prevent mosquito bites from-

a swelling.

b itching.

c getting infected.

      d bleeding.





F. This lotion probably causes which of the following sensations when applied?

f Stinging 

g Soothing 

h Tingling

j Itching





G. This lotion probably causes which of the following sensations when applied?

f Stinging 

g Soothing 

h Tingling

j Itching





H.  What happens to the lotion when it is left standing?

f It spoils.

g the ingredients separate.

b It hardens.

j the bottle may break.
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3. [bookmark: _Hlk102993362]Read the following passage. Then read each question and choose the answer you think is most correct.



Scientists have recently experimented with suspended animation, the process of lowering a body's metabolism to a kind of "neutral gear." Though still alive, a body in suspended animation is completely inactive and uses little energy. The animal world has had such a process for a long time. It is called hibernation.

Animals like the bear, the bat, and the field

mouse hibernate to escape the winter, when food

is scarce and conditions are harsh. In tropical areas, some species go through aestivation (which closely resembles hibernation) during the hot and dry season.

Hibernation, as closely as scientists can guess,

is caused by an animal's reaction to increasingly cold weather, which effects an interruption in the creature's heat-regulating mechanism and forces body temperature down. This, in turn, induces drowsiness and is accompanied by a gradual shutdown of most hormone secretions.

The animal spends the last few weeks before hibernation gorging itself and preparing a hibernation chamber. This is usually a warm, dry, and clean cave or burrow. Some animals fill it with straw, leaves, or moss for additional warmth; and a few stock "snacks" that they will eat during periodic awakenings in the course of the winter.

When an animal goes into hibernation, its body temperature drops dramatically, approximating the

temperature of its surroundings. Temperatures below freezing have been measured in some hibernating bats. Also, the heart and breathing rates drop significantly. These will only be strong enough to keep the animal alive, though the heart rate can increase slightly if outside temperatures become too cold. Stored fat will power the hibernating

animal at "idle speed"· until the spring.





















































































1.  Hibernation is closely related to an animal's-

a diet.

b size.

c mating habits.

d body temperature.




2.  Animals hibernate when -

f food is scarce.

g in danger from predators.

h they reproduce.

j they are dying.





3.  An animal knows that hibernating time is

near when it begins to feel -

weak.

b sleepy.

c hungry.

d. thirsty.



4. Which body process is not affected· by hibernation?	·

f Heart rate

g Hormone secretion

h Vision

j Respiration







4. Read the following flyer. Then read each question and choose the answer you think is most correct.
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1.   The advertised refrigerator is described as -

a quiet running.

b heavy-duty.

c frost-free.

d cheaply operated.







2.   Savings of $60 are available on which items?

f   Washer and refrigerator

g Air conditioner and TV set

h TV set and clothes dryer

j Air conditioner and washer





3.  This ad does not mention -

a store hour.

b products' suggested retail prices.

c products' sale prices.

      d credit card use





4. "Serving Area Residents Since 1948" suggests that this business is -

f civic-minded.

g reputable.

     h economy minded.

j charitable.





5. Read the following passage. Then read each question and choose the answer you think is most correct.















"Hello, female creature who is my friend!' 



“Hello, male creature who is my friend., Have you seen the male creature who is my friend and who works in the office to the right of mine?"



"I think he is with the female creature who is your, my, and his friend who lives next door tome."



This would be an ordinary conversation in a world without personal names. Obviously, the sys. tern of personal names is much simpler. First names allow friends to identify each other easily and give people a sense of personal identification. Last names help in more specific identification of people and give people a sense of identification with their families.



Human beings have given each other personal names ever since language began; however, the custom of. giving each person more than one name is relatively recent. One name is better than none, and it was suitable for simple societies. More advanced cultures, however, soon felt the need for more specific identification of their members. An ancient Roman nobleman, for example, could have as many as four names: an individual ''first name, a second name that identified his gens (family), a third name that was a broader identification of his ancestry and extended family, and a fourth name that was a kind of honourary title commemorating an illustrious deed or event in which he had taken part.



The custom of “last names" dates from the Middle Ages when some nobles began to give themselves family names to pass on to their children as a kind of inheritance of family honour. Soon the common people began to imitate the practice. However, while the nobles, last names were usually the names of the counties they ruled (Stafford, Lincoln, etc.), the peasants' last names came from many different sources: fathers' names (Johnson- son of John); natural landmarks (Hill, Forest); occupations (Smith, Baker); and physical characteristics (Small, Quick), to name a few.



Middle names became common much later. In North America, the practice was not widespread until the beginning of the 19th century. Some ethnic groups, however, have used middle names for centuries for special purposes. Russians use a patronymic as a middle name to indicate the name of a person's father. Ivanovich ("son of Ivan") and Ivanovna ("daughter of Ivan") are examples of Russian patronymics.







1.  When did the practice of using middle names become widespread in North America?

a Early in the 19th century

b At the end of the 19th century

c  At the end of the 18th century

d At the beginning of the 20th century





   2. The name Smith comes from the­

f town in England named Smith.

g Roman gens.

h occupation of blacksmith.

j Bible.





  3. What would be the patronymic of a woman whose father's name was Fyodor?

a Fyodorovich

b Fyodor

c Fyodora

d  Fyodorovna



4.  Augustus (the exalted) and Coriolanus (subduer of the Coriolli) are examples of Roman-

f first names.

g second names.

h third names.

j fourth names.



Section B: Writing

Write a 3- paragraph essay to explain why you want to change careers and where you see yourself in 5 years.  This is formal piece of writing and marks will be based on content, spelling, grammar, and accepted writing conventions. Send the completed essay to your instructor at the address provided or use a separate sheet of paper and hand in upon completion.





Section C: Mathematics



1. Complete the following arithmetic operations.



a.

 532

   96

+809





b.

 382

-149



















C,                     

4031

                                                 -598













d.                                                    25

X3



















e.                                                52

                                                 x24















f.                                               12÷3=         















g.                                             7482÷2=









                                 



h.                                   148÷5=















i. A hamburger costs $3.99 and a drink cost $1.50.  What is the total cost of the hamburger and the drink?











j. If each package of paper costs $5.00, how many packages will the office be able to buy with $300?















k. Carlo has $560 I his chequing account at the start of the month. He writes a cheque for $80, makes a deposit of $270, then writes another cheque for $459.  How much money is Carlo left with in his account if there is a bank service charge of $8?











l. Write   2   as an improper fraction. 







m. Write   as a mixed number.











n. Write  as a decimal _________ and as a percent ______________





o. Write 55% as fraction ___________and as a decimal ____________





        p. What is 15% of 40? ________________________________











Section D: Digital Skills 



1. Keyboard keys 

In the table below, name what each key is and an example of how it could be used.                     
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		A

		



		B

		



		C

		



		D

		



		E

		













2. Name the pictures (icons): Write the name beside the picture.



		App Icon

		App Name
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4. Match the Definition: Match the letter beside the computer term on the left with its definition on the right.







A. Printer


Websites that let users share information, pictures, and messages with other users









B. Mouse


A worldwide network that lets users look at websites from different places and countries





C. Internet		A program that hurts or makes bad changes to your computer





D. Smartphone





E. Tablet


A file you can add to your email



A phone that also lets you take pictures, send text messages, and go on the Internet









F. Virus


An input device that lets you click and highlight on the screen of your computer







G. Social Media





H. Attachment





I. Computer


The main screen of your computer



An output device that lets you put on paper what is on your computer screen



An electronic device that lets you store information, make documents, and go online





J. Desktop


A flat, smaller, wireless computer with a touch screen





5. a. Circle the icon that represents a compressed (zipped) file.

    b. Circle the icon where deleted files go

[image: ]



6.  Match the file type with their file extensions





Microsoft Word                                                 



Microsoft Excel



Picture of photo file



Adobe file



Web page source text



Executable file for an application/software



1)    .exe



2)  .jpg  or jpeg



3) .doc or .docx



4)  .xlsx



5) .pdf



6) html or htm





Answer the questions below. YES or NO



1. I am able to download files from the internet.







2. I am able to upload files from different locations. 







3. I know how to use the mute button during online meetings.







4. I know how to access learning platforms.







5. If I experience technical issues, I know how to find solutions. 
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GO   ON   TO   NEXT   PAGE..,..  


  Read the passage.   Then read each question about the passage.  Decide which the best answer to each  question is.  Circle the answer you feel is most correct.               SAMPLE      
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BJORP Curriculum 
Let’s visit the Google classroom

• All required curriculum is on the classroom
• Materials can be downloaded and completed in person 

or online 
• After pilot phase, we can discuss any changes required 

based on experience and feedback from Instructors, 
Learners and Employment Coaches



How to work with ES Employment Coach
Blended Services

• Initial referral form
• Blended service
• Check in with client
• Progress check in with ES Coach
• Referral back to ES for application completion and 

submission



How to Support Learners
Outside of normal program LBS operations

• Guidance on learning pace
• Provide realistic preview of what it is like to be back in training 

again
• Study and pacing skills
• Permission to choose other options – continue with upgrading
• Keep connection with Employment Coach



Next Steps

Resources Resource list will be placed in BJORP folder

Regroup Upon completion of course regroup to evaluate pilot activities, 
modify where needed and consider options for future groups

Complete Complete training with a check in point in early July

Plan Plan to have up to 5 referrals from ES

Pilot Pilot to begin Week of June 20, 2023



Thank you 
for your 

participation 
in the Pilot

• Looking forward to hearing to the 
final result
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