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Introduction   

Community Literacy of Ontario has 
been funded by the Ministry of 
Training, Colleges and Universities to 
develop this online training module, 
which will ƭƻƻƪ ŀǘ hƴǘŀǊƛƻΩǎ [ƛǘŜǊŀŎȅ 
ŀƴŘ .ŀǎƛŎ {ƪƛƭƭǎ ό[.{ύ ǇǊƻƎǊŀƳǎΩ 
assessment requirements, practices 
and tools. Assessment is one of the 
five services provided by LBS Service 
Delivery Agencies (along with 
Information and Referral, Learner Plan 
Development, Training, and Exit and 
Follow-Up). 

This module is for practitioners in LBS 
agencies. Practitioners who are new 
ǘƻ ǘƘŜ ƭƛǘŜǊŀŎȅ ŦƛŜƭŘ ŀƴŘ hƴǘŀǊƛƻΩǎ 
Adult Literacy Curriculum Framework 
(OALCF) will find a wealth of 
information and resources in its 
content. It will also be useful for those more experienced practitioners as a review 
and as a source of sample tools and resources. In addition to having their own 
sections, resources and samples are embedded in all sections of the module.  

So just what is assessment? A thesaurus check on MS Word gives us evaluation, 
appraisal, measurement, review, opinion and judgement as some synonyms. The 
LBS Service Provider Guidelines (www.tcu.gov.on.ca/eng/eopg/publications/2013-
2014_lbs_sd_guidelines.pdf) has a detailed definition that is tailored to LBS and the 
OALCF: 

ά!ǎǎŜǎǎƳŜƴǘ is any process or procedure that gathers information for making 
ŘŜŎƛǎƛƻƴǎ ŀōƻǳǘ ŀ ƭŜŀǊƴŜǊΩǎ knowledge, skills, behaviours and abilities. It forms a 
critical part of everyday activities in a literacy program as decisions are made on the 
besǘ ǿŀȅ ǘƻ ƳŜŜǘ ƭŜŀǊƴŜǊǎΩ ƴŜŜŘǎΦ Assessment includes a wide range of approaches 
from informal procedures to formal, standardized assessments or tests. LBS service 
providers conduct assessments at intake (upon registration and placement), during 
programming (as part of program delivery) and at exit (when learners complete the 
ƭŜŀǊƴŜǊ ǇƭŀƴύΦέ 

http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
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While talking about assessment, it is important to note that learner assessment in 
LBS agencies is not just done for the benefit of the assessor. Other program staff, 
other education and training providers, employers, our LBS funder, and the 
learners themselves all have an interest in our Assessment Service. Each group 
needs the following questions answered: 

1. When entering the LBS program, is there a need? (Are there skills learners 
need to acquire to reach their goals?) 

2. While in our program, do learners make progress? 
3. When finished our program, do learners have the skills necessary to transition 

to the next step of their goal? 

These three concerns can be satisfied through consistent initial, ongoing and 
exit assessment practices. 

Assessment acknowledges and guides the learnerΩs steps during the literacy 
stage of the path to their goal. Assessment informs the development of a 

learner plan and the actual delivery of training. Assessment confirms when learners 
are ready to transition to their goals beyond our programs. 

In order to consider assessment as a Literacy and Basic Skills delivery service, 
we need to view it in the context of the Ontario Adult Literacy Curriculum 
Framework (OALCF). We therefore need to have a general understanding of 
that framework. The next section provides a brief overview of the OALCF. 
Those who are already familiar with OALCF or who have read about it in 

other Literacy Basics modules may choose to skip this section. 

The following section is an overview of the Ontario Adult Literacy Curriculum 
Framework (OALCF). As the OALCF is the backbone of all LBS service, this unit is 
included in the modules of each of the five LBS Services 

¶ Information and Referral 
¶ Assessment 
¶ Learner Plan Development 
¶ Training 
¶ Exit and Follow-Up.  
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Ontario Adult Literacy Curriculum Fr amework  

The Ontario Adult Literacy Curriculum Framework (OALCF) is the foundation of the 
Literacy and Basic Skills (LBS) program. The OALCF:  

¶ is a competency-based framework  
¶ supports task-based programming  
¶ focuses on integrating skills, knowledge and 

behaviours to perform authentic, goal-related 
tasks  

¶ supports contextualized programming 
¶ ǊŜŦƭŜŎǘǎ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ŎǳƭǘǳǊŜΣ ƭŀƴƎǳŀƎŜΣ ŜǘŎΦ ŀƴŘ 

his/her goal  
¶ builds on current literacy practice 
¶ strengthens the links between the LBS Program, 

other Employment Ontario services and the 
community  

Transition -Oriented Programming  

Transition-oriented programming is the overriding principle of the OALCF. The term 
transition-oriented programming merges three key elements: 

1. Goal-directed learning 

¶ uǎŜǎ ǘƘŜ ƭŜŀǊƴŜǊΩǎ Ǝƻŀƭ ƻǊ purpose for coming to LBS to plan and deliver training 
ŀŎǘƛǾƛǘƛŜǎ ǎǇŜŎƛŦƛŎ ǘƻ ǘƘŀǘ Ǝƻŀƭ ŀƴŘ ǘƘŜ ƭŜŀǊƴŜǊΩǎ skill gaps relative to the goal 

2. Contextualized learning 

¶ uses authentic learning materials relative to tƘŜ ƭŜŀǊƴŜǊΩǎ Ǝƻŀƭ ŀƴŘ Ǝƻŀƭ ǇŀǘƘ 
¶ takes into account cultural and linguistic beliefs and attitudes 

3. Coordinated supports and services for the learner 

¶ help learners deal with potential barriers to learning and to reaching their goals 
¶ provide links and referrals to service providers with the mandate and expertise 

to provide financial, employment, health, academic and other social service 
supports 

¶ cƻƻǊŘƛƴŀǘŜ ΨǿǊŀǇ-ŀǊƻǳƴŘΩ ǎŜǊǾƛŎŜǎ ǘƻ ƳŜŜǘ ǘƘŜ ǊŀƴƎŜ ƻŦ ƭŜŀǊƴŜǊ ƴŜŜŘǎ ŀƴŘ 
challenges through interagency cooperation, integrated programming, 
community-wide planning and active case management 

The OALCF helps answer: 

¶ CƻǊ ǘƘŜ ƭŜŀǊƴŜǊΣ ά²Ƙȅ ŀƳ L 
ƭŜŀǊƴƛƴƎ ǘƘƛǎΚέ 

¶ CƻǊ ǘƘŜ ǇǊŀŎǘƛǘƛƻƴŜǊΣ ά²Ƙŀǘ 
Řƻ L ƴŜŜŘ ǘƻ ǘŜŀŎƘΚέ 

¶ For all stŀƪŜƘƻƭŘŜǊǎΣ ά²Ƙŀǘ 
does a person achieve in a 
ƭƛǘŜǊŀŎȅ ǇǊƻƎǊŀƳΚέ 
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For more information, see the OALCF Foundations of Transition-Oriented 
Programming. 
(www.tcu.gov.on.ca/eng/eopg/publications/oalcf_foundations_of_transition-
oriented_programming_march_2011.pdf) 

Goal Paths 

During the development of the OALCF, five distinct goal paths were identified. 
Learners in Literacy and Basic Skills generally state they are intending to move on, 
or transition, to: 

¶ Independence 
¶ Employment 
¶ Adult Secondary School Credit 
¶ Postsecondary Education  
¶ Apprenticeship 

To help practitioners support learnersΩ ǘǊŀƴǎƛǘƛƻƴ ǘƻ chosen goals, there are a 
number of OALCF tools and resources, which can be found on the Employment 
Ontario Partners' Gateway (www.eopg.ca). These documents provide guidance on 
developing goal-directed assessment, learner plans and programming, and help 
learners and practitioners to: 

¶ better understand each goal path and its eligibility and entrance requirements 
¶ determine whether or not a goal is achievable and realistic 
¶ select learning activities 
¶ determine assessment tools and methods 
¶ locate relevant resources in their community 
¶ identify other needed supports 
  

For  
more 
information on 

goal paths, check  
out these documents: 

¶ The Goal Path Descriptions 
- Introduction  
- Apprenticeship  
- Employment  
- Independence  
- Postsecondary Education  
- Secondary School Credit 

¶ Integrated Tasks by Goal Path  

¶ Foundations of Transition-Oriented Programming  

 

http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Transition-Oriented_Programming_March_2011.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Transition-Oriented_Programming_March_2011.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/oalcf_foundations_of_transition-oriented_programming_march_2011.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/oalcf_foundations_of_transition-oriented_programming_march_2011.pdf
http://www.eopg.ca/
http://www.eopg.ca/
http://www.eopg.ca/
http://syllepsis.ca/eng/eopg/publications/OALCF_Intro_to_GPD_Oct_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_GPD_Apprenticeship_Oct_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_GPD_Employment_Oct_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_GPD_Independence_Oct_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_GPD_Postsecondary_Oct_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_GPD_Secondary_School_Credit_Oct_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_integrated_tasks_Mar_11.pdf
http://syllepsis.ca/eng/eopg/publications/OALCF_Foundations_of_Transition-Oriented_Programming_March_2011.pdf
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As literacy practitioners, we do not need to know everything about every goal 
learners may choose. Instead, by referring to the OALCF documents noted in the 
pathway above, we can get a general understanding of the goal. We will also learn 
who we might contact in our communities and what questions to ask in order to 
have sufficient information to support learners in choosing and moving along their 
goal paths. 

Competencies 

Within the OALCF, the Curriculum Framework uses competencies to organize and 
articulate learning. These competencies help practitioners and learners make 
connections between literacy skills development and the real-life tasks that the 
learners will perform in their future learning, work and/or community participation. 
There are six competencies: 

A. Find and Use Information 

B. Communicate Ideas and Information 

C. Understand and Use Numbers 

D. Use Digital Technology 

E. Manage Learning 

F. Engage with Others 

Together, these six competencies represent and describe the ways learners will 
need to use their abilities. The competencies are context-free and broad enough to 
apply to all learners, ƛƴŘŜǇŜƴŘŜƴǘ ƻŦ ǘƘŜ ƭŜŀǊƴŜǊǎΩ ƎƻŀƭǎΣ Ŏǳƭture or learning 
environment. ¢ƘŜ ŎƻƳǇŜǘŜƴŎƛŜǎ ŀǊŜ ƴƻǘ ǎŜǇŀǊŀǘŜ άǎǳōƧŜŎǘέ ŀǊŜŀǎ ǘƘŀǘ are to be 
taught in isolation. Rather, the competencies work together, allowing learners to 
complete tasks that represent those they will undertake along their goal path. The 
competencies also take into account integrated thinking, interpersonal skills and 
behaviours. The Curriculum Framework notes that ά²ƛǘƘƛƴ ŀ ŎƻƳǇŜǘŜƴŎȅ-based 
approach, the interaction of skills, knowledgŜ ŀƴŘ ōŜƘŀǾƛƻǳǊǎΣ ŀǎ ǿŜƭƭ ŀǎ ƭŜŀǊƴŜǊǎΩ 
understanding of how to use their skills, contributes to learners being able to 
perform tasƪǎΦέ The Curriculum Framework can be accessed at 
www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf 

  

http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/oalcf_curriculum_framework_oct_11.pdf
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Task-Based Approach 

The OALCF takes adult literacy learning from a skills-based to a task-based 
approach. ¢ŀǎƪǎΧ  

¶ bundle skills, knowledge and behaviour 
¶ show how learning can be transferred to work, home and/or the community 
¶ provide more targeted programming  

In a task-based approach, skills and tasks work hand in hand. Learners need to see 
the relevance of skills to tasks and goals. Skills enable task completion and tasks 
enable goal completion. If their skills are insufficient for the task, learners may 
need to step back to learn more skills. 

The language of tasks helps stakeholders understand what learners will be able to 
do because of LBS training, how learners will be learning and why they will learn 
what they learn. Task-based language also helps to inform referral decisions. 

Task Groups 

Task Groups are used to arrange and categorize the content within larger 
competencies. They are links between the broad competency titles and the 
learners' actual abilities. For example, within Competency A. Find and Use 
Information, the task groups are: 

Task Group Example of a task 

A1 Read continuous text Read a brochure to learn about a course, 
new product or piece of equipment 

A2 Interpret documents Locate fire exits on a floor plan 

A3 Extract information from 
films, broadcasts and 
presentations 

Watch a webinar to learn about a topic 

 

Task groups do not have a set ranking. They may be worked on in any order or 
ŎƻƳōƛƴŀǘƛƻƴΣ ƻǊ ƴƻǘ ŎƻǾŜǊŜŘ ŀǘ ŀƭƭΣ ŘŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ƴŜŜŘǎ ŀƴŘ ƎƻŀƭǎΦ 
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OALCF Curriculum Framework Chart with Competencies, Task Groups and Levels 

Competency Task Group 
Indicators  

Level 1 Level 2 Level 3 

A) Find and Use 
Information  

A1 Read continuous 
text 

A1.1 Read brief texts to locate 
specific details 

A1.2 Read texts to locate and connect 
ideas and information 

A1.3 Read longer texts to connect, evaluate 
and integrate ideas and information 

A2 Interpret 
documents 

A2.1 Interpret very simple 
documents to locate specific details 

A2.2 Interpret simple documents to locate 
and connect information 

A2.3 Interpret somewhat complex documents 
to connect, evaluate and integrate information 

A3 Extract info from 
films, broadcasts & 
presentations 

Not applicable: Tasks in this task group are not rated for complexity 

B)  
Communicate 
Ideas and 
Information  

B1 Interact with 
others  

B1.1 Participate in brief 
interactions to exchange 
information with one other person 

B1.2 Initiate and maintain interactions with one 
or more persons to discuss, explain, or exchange 
information and opinions 

B1.3 Initiate and maintain lengthier 
interactions with one or more persons on a 
range of topics 

B2 Write 
continuous text 

B2.1 Write brief texts to convey simple 
ideas and factual information 

B2.2 Write texts to explain and describe 
information and ideas 

B2.3 Write longer texts to present 
information, ideas, and opinions 

B3 Complete and 
create documents 

B3.1a Make straightforward entries 
to complete very simple documents 
B3.1b Create very simple 
documents to display and organize 
a limited amount of information 

B3.2a Use layout to determine where to 
make entries in simple documents 
B3.2b Create simple documents to sort, 
display, and organize information 

B3.3a Decide what, where and how to enter 
information in somewhat complex documents 
B3.3b Create more complex documents to 
sort, display and organize information 

C) Understand 
and Use 
Numbers 

C1 Manage Money 
C1.1 Compare costs and make 
simple calculations 

C1.2 Make low-level inferences to calculate 
costs and expenses that may include rates 
such as taxes and discounts 

C1.3 Find, integrate, and analyze numerical 
information to make multi-step calculations to 
compare cost options and prepare budgets 

C2 Manage Time 
C2.1 Measure time and make 
simple comparisons and 
calculations 

C2.2 Make low-level inferences to 
calculate using time 

C2.3 Find, integrate, and analyze numerical 
information to make multi-step calculations 
using time 

C3 Use Measures 
C3.1 Measure and make simple 
comparisons and calculations 

C3.2 Use measures to make one-step 
calculations 

C3.3 Use measures to make multi-step 
calculations; use specialized measuring tools 

C4 Manage Data 
C4.1 Make simple comparisons and 
calculations 

C4.2 Make low-level inferences to 
organize, make summary calculations, and 
represent data 

C4.3 Find, integrate and analyze data; identify 
trends in data 

D) Use Digital 
Technology 

n/a  
D.1 Perform simple digital tasks 
according to a set procedure 

D.2 Perform well-defined, multi -step 
digital tasks 

D.3 Experiment and problem-solve to perform 
multi -step digital tasks 

E) Manage 
Learning 

n/a  
E.1 Set short-term goals, begin to 
use limited learning strategies, and 
begin to monitor own learning 

E.2 Set realistic short- and long-term goals, 
use a limited number of learning 
strategies, and monitor own learning 

E.3 Set realistic short- and long-term goals, 
use a variety of learning strategies, and 
monitor and evaluate own learning 

F) Engage with 
Others 

n/a  Not applicable: Tasks in this task group are not rated for complexity 
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Levels of Performance  

Level Indicators  

The Ontario Adult Literacy Curriculum Framework (OALCF) uses three 
performance levels with IndicatƻǊ ǎǘŀǘŜƳŜƴǘǎ ǘƻ ŘŜǎŎǊƛōŜ ǘƘŜ ƭŜŀǊƴŜǊǎΩ 
proficiency to carry out tasks within the Task Groups. These indicators 
provide an overview of the programming focus for that Task Group level. 
They also illustrate learner achievement in the Task Group, at the end of 
each level. The following is an example of a Level Indicator: 

¶ Competency: C Understand and Use Numbers 

¶ Task Group: C1 Manage Money 

¶ Level Indicator: C1.2 At this level, learners άMake low-level inferences to 
calculate costs and expenses that may include rates 
such as taxes and discountsΦέ 

The three levels of the OALCF use the same complexity factors as the first three 
levels of /ŀƴŀŘŀΩǎ 9ǎǎŜƴǘƛŀƭ {ƪƛƭƭǎ ό9{ύ 
(www.hrsdc.gc.ca/eng/jobs/les/definitions/index.shtml) and the three 
international adult literacy surveys, carried out in Canada by Statistics Canada 
(www.statcan.gc.ca): 

¶ The International Adult Literacy Survey (IALS)  
¶ The Adult Literacy and Life Skills Survey (ALLS)  
¶ The Program for the International Assessment of Adult Competencies (PIAAC) 

The OALCF uses two factors in interpreting a learnerΩs developing proficiency ς 
Task Descriptors and Performance Descriptors. It is important that the description 
ƻŦ ōƻǘƘ ǘƘŜ ǘŀǎƪ ŀƴŘ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǇŜǊŦƻǊƳŀƴŎŜ ōŜ ŎƻƴǎƛŘŜǊŜŘ ǘƻƎŜǘƘŜǊΦ  

OALCF Task Descriptors 

Task Descriptors help us to understand the features of the task that determine the 
task complexity. According to the OALCF, tasks are more complex when they 

¶ are not well defined 
¶ require more steps 
¶ can be completed in more than one way (have no set procedure) 
¶ contain unfamiliar elements (context, vocabulary) 
¶ involve multiple or complex documents and texts  

http://www.hrsdc.gc.ca/eng/jobs/les/definitions/index.shtml
http://www.hrsdc.gc.ca/eng/jobs/les/definitions/index.shtml
http://www.statcan.gc.ca/
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf
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For example, in the following chart, we make comparisons between the Task 
Descriptors for the three levels of Task Group B1 άInteract with Othersέ: 

Competency B Communicate Ideas and Information 

Task Group B1 Interact with Others  

Level 1 Level 2 Level 3 

B1.1  

Level Indicator ς At this 
level, learners: 

Participate in brief 
interactions to exchange 
information with one 
other person 

B1.2  

Level Indicator ς At this 
level, learners: 

Initiate and maintain 
interactions with one or 
more persons to discuss, 
explain, or exchange 
information and opinions 

B1.3  

Level Indicator ς At this 
level, learners: 

Initiate and maintain 
lengthier interactions 
with one or more persons 
on a range of topics 

Task Descriptors 

¶ Scope of task is limited 

¶ Involves one other 
person 

¶ Is brief 

¶ Addresses a familiar 
audience 

¶ Contains concrete and 
familiar content 

¶ Has a highly explicit 
purpose 

¶ Is formal 

Task Descriptors 

¶ Scope of task is clearly 
defined 

¶ Involves one or more 
persons 

¶ Can vary in length 

¶ Addresses a familiar or 
unfamiliar audience 

¶ May include unfamiliar 
elements (e.g., 
vocabulary, context, 
topic) 

¶ Has a clear, well-
defined purpose 

¶ Is formal 

Task Descriptors 

¶ Scope of task is not 
clearly defined 

¶ Involves one or more 
persons 

¶ Is longer in duration 

¶ Addresses a familiar or 
unfamiliar audience 

¶ May include unfamiliar 
elements (e.g., 
vocabulary, context, 
topic) 

¶ May require specialized 
vocabulary 

¶ Requires varied 
communication 
approaches 

 

  



 Connecting LBS Service Delivery to the OALCF: A Training Guide 

 

Page 10 

OALCF Performance Descriptors  

¢ƘŜ tŜǊŦƻǊƳŀƴŎŜ 5ŜǎŎǊƛǇǘƻǊǎ ƛƭƭǳǎǘǊŀǘŜ Ƙƻǿ ƭŜŀǊƴŜǊǎΩ ŎŀǊǊȅ ƻǳǘ ǘŀǎƪǎ ŀǘ ǘƘŜ ŜƴŘ ƻŦ 
a level. According to the Curriculum Framework, learners who perform increasingly 
complex tasks can 

¶ make inferences of task requirements 
¶ apply background knowledge & experience to unfamiliar tasks 
¶ manage tasks with unfamiliar elements 
¶ identify a variety of ways to complete tasks 
¶ find, integrate & analyze information 
¶ experiment & problem-solve  

A Note about Competencies  and Levels 

! ƭŜŀǊƴŜǊΩǎ ŀōƛƭƛǘȅ ǘƻ ǇŜǊŦƻǊƳ ǘŀǎƪǎ Ŏŀƴ ǾŀǊȅ ŀƳƻƴƎǎǘ ǘƘŜ ŎƻƳǇŜǘŜƴŎƛŜǎ. A learner 

Ƴŀȅ ǿŜƭƭ ōŜ ŀōƭŜ ǘƻ άRead longer texts to connect, evaluate, and integrate ideas 

and informationέ ό!мΦ3 ς Competency A: Find and Use Information, Task Group A1: 

Read Continuous Text, Level 3), but need help with understanding and using 

numbers to manage data (C4) at a Level 3 ς άFind, integrate, and analyze data; 

identify trends in dataΦέ 

  

ά¢ƘŜ hƴǘŀǊƛƻ !Řǳƭǘ [ƛǘŜǊŀŎȅ /ǳǊǊƛŎǳƭǳƳ CǊŀƳŜǿƻǊƪ όh![/Cύ ǎǳǇǇƻǊǘǎ ǘƘŜ 
primary purpose of the LBS Program to help learners bridge the gaps in the 
literacy and ƴǳƳŜǊŀŎȅ ŀōƛƭƛǘƛŜǎ ǘƘŜȅ ƴŜŜŘ ŦƻǊ Ǝƻŀƭ ŀŎƘƛŜǾŜƳŜƴǘΦέ όOALCF 
Foundations of Transition-Oriented Programming, 2011) 

For the most up-to-date information on the OALCF and to access the OALCF 
tools and resources, visit: 
www.tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_resources.html  

http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf
http://www.tcu.gov.on.ca/eng/eopg/programs/lbs_oalcf_resources.html
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Employment Ontario Information Syste m ɀ Case Management 
System (EOIS-CaMS) 

EOIS-CaMS is a computer system developed to support EO service deliverers in the 
administration and management of their client cases. This includes Literacy and 
.ŀǎƛŎ {ƪƛƭƭǎ ǎŜǊǾƛŎŜ ǇǊƻǾƛŘŜǊǎΩ learner case management. The data collected from 
EOIS-CaMS helps MTCU to analyze our efficiency and effectiveness as LBS service 
providers. Reports that can be printed from EOIS-CaMS at the provider level also 
provide valuable evaluation data for program managers. For more information 
about EOIS-CaMS and how to use it, go to the EOIS-CaMS section of the 
Employment Ontario PartnersΩ Gateway (EOPG) at 
www.tcu.gov.on.ca/eng/eopg/eotransformation/eois-cams.html. You can also 
view three webinars, produced by CLO, on program management through the 
Webinars link at www.communityliteracyofontario.ca/webinars.htm 

 

Questions and Activities for Reflection  

1. Take a few minutes to scan through the Ontario Adult Literacy Curriculum 
Framework 
(www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf) to 
better understand its features. 
 

2. In the Ontario Adult Literacy Curriculum Framework, at the end of the section 
for each level in a task group, you will find example tasks learners can do at the 
end of the level. Choose an example task from each of the competencies A, B, C 
and D, in whichever task group and level you wish, then do the task or think 
through it in your mind. Afterwards, review the Performance and Task 
Descriptors to see if and how they relate to the task.  
 

3. What situations in your learning environment could you use to measure the 
last two competencies? 

o Competency E ς Manage Learning  
o Competency F ς Engage with Others  

http://www.tcu.gov.on.ca/eng/eopg/eotransformation/eois-cams.html
http://www.communityliteracyofontario.ca/webinars.htm
http://www.communityliteracyofontario.ca/webinars.htm
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf
htpp://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Curriculum_Framework_Oct_11.pdf
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OALCF Assessment Strategies 
The OALCF uses two assessment strategies ς 1) Learner Gains and 2) Goal 
Completion. These strategies determine: 
¶ if learners are increasing their skills, knowledge and behaviours 
¶ if learners are making progress and moving towards and/or achieving their 

goals 
¶ if LBS programs help learners improve targeted skills 

1)  Learner Gains  
At the time of writing this module, the first strategy ς learner gains ς and the tools 
to determine learner gains were in development.  

2) Learner Goal Completion  
The second strategy ς goal completion ς ƳŜŀǎǳǊŜǎ ǘƘŜ ƭŜŀǊƴŜǊǎΩ ǎǳŎŎŜǎǎ ŀǘ 
achieving everything that was identified on their LBS learner plans. 

Assessing Different Aspects of Literacy to Determine Goal Completion  

To truly determine goal completion within the OALCF, assessment needs to look at 
more than just the skills attained by learners. Instead, OALCF assessment also 
explores how the acquired skills will be used to complete tasks at the learning 
centre, how the learner puts the skills into everyday practice and how the learning 
has changed lives. Therefore, we need to assess four aspects of literacy learning:  

¶ skills development 
¶ task performance 
¶ social practice 
¶ change 

 

 

 

 

 

  Text from OALCF: Selected Assessment Tools 
(www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf) 

Skills

Skills are discrete 
descriptors of literacy 
and numeracy 
development, such as 
decoding, sentence 
structure, and locating 
information.

Tasks

Tasks emphasize more 
than skills, as they 
consider purpose, 
context and culture to 
reflect actual use.

Practices

Understanding literacy 
and numeracy as a 
social practice involves 
consideration of what 
people are doing, 
feeling and thinking 
when engaged with 
actual print and 
numeracy activities.

Change

People respond to 
change and make 
changes in their lives 
and the lives of others 
when they participate 
in a literacy program.

http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf
http://(www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf
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Skills development  

Skills development is fundamental to literacy learning. Therefore, assessment of 
skills and skills development is important before, during and at the end of LBS 
training. Examples of skills may range from basic skills (such as recognizing words) 
to skills learners use at the end of an OALCF Task Group Level. Some of these 
skills can a be found in the OALCF Performance Descriptors. An example 
ǿƻǳƭŘ ōŜ άAdds, subtracts, multiplies and divides whole numbers and 
decimalsέ ƛƴ ¢ŀǎƪ Group C1 Manage Money Level 1. However, significant 
research has shown that skills development out of context is rarely 
transferable to applications required for the ƭŜŀǊƴŜǊΩs goals and life. Assessing 
skill acquisition alone would not tell us if the learner could use the skills in other 
situations.  

Task Performance  

By assessing how learners use skills to complete tasks, we can consider how they 
would apply literacy learning for different purposes. The task puts the skills to work 
to complete an activity. Further to our C1.1 example for Skills Development, we 
ƳƛƎƘǘ ǳǎŜ ά/ŀƭŎǳƭŀǘŜ ŎƘŀƴƎŜ ŦǊƻƳ ŀ ǇǳǊŎƘŀǎŜέ ŀǎ ŀ ǘŀǎƪ ǘƻ ōŜ ŀǎǎŜǎǎŜŘΦ  

Tasks used to assess performance should be relative to the individual 
ƭŜŀǊƴŜǊΩs life and goal path. This approach enables us to reflect how literacy 
learning will be useful and thereby have meaning to the learner. To assess 
task performance, LBS practitioners use task-based assessment tools and, 
where possible, authentic materials. 

Social Practice 

To look at literacy in social practice we assess how literacy and numeracy are used 
ƛƴ ǘƘŜ ƭŜŀǊƴŜǊǎΩ ƭƛǾŜǎΦ What experiences have the learners had? How do learners 
use the skills they have acquired in their day-to-day activities? Is the literacy 
learning applicable to the lŜŀǊƴŜǊǎΩ ƭƛǾŜǎ ŀƴŘ ǘƻ ǎƻŎƛŜǘȅΚ Considering literacy 
practice involves implementing skills to complete integrated, multi-
competency tasks, this type of assessment often includes learner reflection 
and may deal with how the ƭŜŀǊƴŜǊǎΩ feel about using or being able to use 
their literacy skills to complete tasks in their lives. It may involve how much 
they value their learning. To take our examples further, we might ask the 
learners if they were able to check their change when they are shopping. We 
might ask how it makes them feel, when they know that they are getting the right 
cash back. 
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Change 

From assessing learning as a practice, we move to considering learning as an agent 
of change. Here we assess how the learners and the ƭŜŀǊƴŜǊǎΩ ƭƛǾŜǎ ƘŀǾŜ ŎƘŀƴƎŜŘ 
as a result of their learning. These changes can be individual, dealing with the 
ƭŜŀǊƴŜǊΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ŀǘǘŀƛƴƳŜƴǘΣ ŜƳǇƭƻȅƳŜƴǘ ƻǊ ƛƴŘŜǇŜƴŘŜƴŎŜΦ ¢ƘŜ ŎƘŀƴƎŜǎ Ŏŀƴ 
also affect families and even communities. Assessment of change is usually done 
through interviews or other evaluation processes. άChangeέ assessment may start 
while learners are still enrolled in LBS programs, but more often will be 
experienced at exit or during follow-up evaluation. Our example might be that 6 
months after leaving the LBS program, a learner reports getting a job which 
required counting out cash. 

For more information on aspects of OALCF literacy learning see OALCF: 
Foundations of Assessment 
(www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Assessment_March_2011.pdf%20) 
and OALCF: Selected Assessment Tools 
(www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf).  

 

Questions and Activities for Reflection  

1. Think of real-life illustrations that could exhibit each of the four aspects of 
literacy learning: 

¶ skills development 
¶ task performance 
¶ practice 
¶ change 

http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Assessment_March_2011.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Assessment_March_2011.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Foundations_of_Assessment_March_2011.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf
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Ministry of Training , Colleges and Universities 

Requirements  
MTCU has set a number of requirements that must be followed in relation to the 
Assessment service. These are laid out in the Literacy and Basic Skills Service 
Provider Guidelines. The version used during the developmment of this section was 
effective April 1, 2013 (www.tcu.gov.on.ca/eng/eopg/publications/2013-
2014_lbs_sd_guidelines.pdf); however, the Guidelines are updated from time to 
time and we recommend practitioners check for newer editions. 
 
Under the Assessment service heading of the LBS Service Provider Guidelines, ten 
assessment-related requirements are listed. These can be grouped, for discussion, 
under the headings Eligibility, Initial Interview and Assessment, Professional 
Development, OALCF Specific Assessment Tools, Learner Files, and, finally, 
Common Understanding. 

 

Eligibility  

The very first requirement is:  
¶ άconfirm an individual's eligibility for LBS serviceέ 

Before we can take on clients as learners we must assess if they are even eligible 
for our LBS program. The LBS Service Provider Guidelines also devotes a section 
(3.1) to Learner Eligibility and Suitability. ¢ƘŜǊŜ ƛǘ ǎǘŀǘŜǎ ǘƘŀǘ άLBS service providers 
must ensure each learner is: 
¶ an Ontario resident 
¶ an adult whose literacy and basic skills are assessed at intake as being less than 

Level 3 of the International Adult Literacy and Skills Survey (IALSS) or the OALCF 
¶ at least 19 years old. On an exception only basis, LBS service providers may serve 

young adults between the ages 16 to 19 who demonstrate the maturity to 
benefit from adult education. However, returning to the regular school system 
should be the priority for these learners. LBS service providers may allow age 
exceptions, not exceeding ten percent of learners enrolled in a fiscal year. In all 
individual cases, there must be a ŘƻŎǳƳŜƴǘŜŘ ǊŀǘƛƻƴŀƭŜ ƛƴ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ŦƛƭŜΦ 

¶ proficient enough in speaking and listening to benefit fully from the language 
of LBS instruction (English or French). Canadian Language Benchmarks 
(www.language.ca) Level 6 for speaking and listening is the recommended 
minimum level of proficiency required to benefit from LBS instruction. This 
eligibility requirement does not apply to a deaf learner.έ 

  

http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.language.ca/
http://www.language.ca/
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Initial Interview and Assessment  

TƘǊŜŜ ƻŦ a¢/¦Ωǎ ǊŜǉǳƛǊŜƳŜƴǘǎ ŦƻǊ [.{ !ǎǎŜǎǎƳŜƴǘ service relate to the initial 
interview and assessment process. LBS service providers must: 

¶ άdetermine an individual's primary service need and consider the most 
suitable referral if not appropriate for LBS service  

¶ administer assessment to develop a learner plan, including assessment of 
learnersΩ 

o strengths and gaps 
o learning style 
o milestone tasks 
o culminating task 
o learning activities 

¶ use assessment tools that are appropriate, meaningful and understandable to 
the learner, and are suitable for informing the learning activities outlined in 
the learner planέ 

We will cover the initial interview and assessment process in some detail in this 
ƳƻŘǳƭŜΩǎ ƴŜȄǘ ǎŜŎǘƛƻƴΣ Intake and Initial Assessment. 

Professional Development  

To meet the fifth requirement, LBS programs need to: 

¶ άensure that LBS service provider staff carrying out assessments have the 
appropriate skills and training to select, administer, interpret and track 
assessment resultsέ 

While ensuring that staff is sufficiently trained might seem like something you would 
obviously do, it is not always such an easy task. As with many sectors, the literacy field 
is facing high staff turnover. The volunteer market is also tight, with many not-for-
profits reporting severe challenges in recruiting and retaining volunteers. LBS 
programs will need to develop good succession practices, which include sufficient 
professional development options for assessors. What choices assessors have for 
professional development will vary over time; however, we offer some options below: 

CESBAΩs LBS Practitioner Training website at www.lbspractitionertraining.com/ 
offers professional support for practitioners who work with adult learners in the 
Literacy and Basic Skills (LBS) Program of Ontario  

¶ Common Assessor meetings amongst programs in a Literacy Service Providers 
(LSP) group or regional network 

¶ Ontario College Courses in Teacher of Adults: Literacy Educator Certificate 
Program is offered at several colleges and online through 
www.OntarioLearn.com 

http://www.lbspractitionertraining.com/
http://www.lbspractitionertraining.com/
http://www.ontariolearn.com/
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OALCF Specific Assessment Tools 

For more accountable and consistent assessment and reporting of learner 
improvement, the OALCF includes three measurement tools: milestones, 
culminating tasks and Learner Gains Scores. There are three specific requirements 
dealing with these tools: 

¶ άensure that Milestone and Culminating Task assessment activities are kept 
secured and are used according to the administration instructions  

¶ assess learners' achievements as they progress through and complete their 
training including Milestone tasks, the Culminating Task and the learning 
activities 

¶ ŀŘƳƛƴƛǎǘŜǊ ŀ a¢/¦ ŀǇǇǊƻǾŜŘ ƭŜŀǊƴŜǊ Ǝŀƛƴǎ ǘŜǎǘέ 

At the time of developing this Literacy Basics module, MTCU had not approved a 
learner gains test, so we will move on to the other two tools.  

Milestones  

Milestones are assessment activities that are aligned to the Curriculum Framework 
and linked to goal paths. Learners complete appropriate milestones to 
demonstrate their abilities to carry out tasks related to their goals.  

aƛƭŜǎǘƻƴŜǎ ŀǊŜ ŀƴ ƛƴŘƛŎŀǘƻǊ ŦƻǊ ǘƘŜ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƳŜŀǎǳǊŜ Ψ/ƻƳǇƭŜǘƛƻƴ of Goal 
tŀǘƘΩ ƛƴ ǘƘŜ [.{ tǊƻƎǊŀƳ tŜǊŦƻǊƳŀƴŎŜ aŀƴŀƎŜƳŜƴǘ CǊŀƳŜǿƻǊƪ όtaCύ όǎŜŜ LBS 
Service Provider Guidelines). Recording milestone results on the Employment 
Ontario Information System Case Management System (EOIS-CaMS) provides 
MTCU with information about learner progress. Therefore, for a good Service 
Quality rating, it is important that milestones are completed by learners and 
recorded in EOIS-CaMS. 

LBS Performance Management Framework 

http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
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One of the values of milestones is their consistency across the LBS field. To achieve 
this consistency, milestones include administration instructions and evaluation 
criteria. LBS program staff should administer and score milestones as instructed, so 
interpretation of results will be uniform. 

Regarding the storage of milestones, the Milestones User Guide (Ontario Ministry 
of Training, Colleges and Universities, March 2012) at http:/ /oalcf-repository.ca/ is 
clear: ά¢ƻ ŜƴǎǳǊŜ ǘƘŀǘ ǘƘŜ milestones retain their integrity as an assessment tool 
and remain secure and confidential, milestones documents should be stored 
securely.έ Note: only authorized individuals may access the OALCF Milestone and 
Culminating Task Repository to download the User Guides, Indexes and the actual 
milestones and culminating tasks. If you do not have access yourself, please get a 
copy of the guides and indexes from your ǇǊƻƎǊŀƳΩǎ authorized representative. 

Completed milestones documents should be kept in learner files in locked cabinets 
and should not be reviewed by learners. Staff will also need to consider where to 
store any blank or unused milestones documents so they are not accessible for any 
purposes (including initial assessment, instruction or learning activities) other than 
ǘƘƻǎŜ ŦƻǊ ǿƘƛŎƘ ǘƘŜȅ ǿŜǊŜ ŘŜǾŜƭƻǇŜŘΦέ 

Culminating Tasks  

As with milestones, culminating tasks are assessment activities that are aligned to 
the Curriculum Framework and linked to goal paths. When they are completed by 
learners and reported in EOIS-CaMS, they also count as indicators of the 
Ψ/ƻƳǇƭŜǘƛƻƴ ƻŦ Dƻŀƭ tŀǘƘΩ ŜŦŦŜŎǘƛǾŜƴŜǎǎ ƳŜŀǎǳǊŜΦ ¢ƘŜ ǎŀƳŜ ŀǎ ǿƛǘƘ milestones, 
culminating tasks should be administered according to instructions and stored 
securely according to the User Guide for Culminating Tasks (Ontario Ministry of 
Training, Colleges and Universities, March 2012). Again, only authorized individuals 
may access the OALCF Milestone and Culminating Task Repository to download the 
User Guides, Indexes and the actual milestones and culminating tasks. 

  

http://oalcf-repository.ca/
http://oalcf-repository.ca/
http://oalcf-repository.ca/
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Learner Files  

The ninth requirement of the MTCU Assessment service expects 
LBS providers to: 

¶ άmaintain up-to-date learner files that contain all required 
assessment informationέ 

The LBS Service Provider Guidelines ς 4.2.2. Learner Files provides more detail on 

what assessment information must be kept in files:  

¶ άFirst, service providers must provide rationale for decisions made. This 
would include copies of initial assessment materials from which the 
ŀǎǎŜǎǎƻǊ ŘŜǘŜǊƳƛƴŜŘ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ŜƭƛƎƛōƛƭƛǘȅ ǘƻ ōŜ ǊŜƎƛǎǘŜǊŜŘ ƛƴ ŀƴ [.{ 
program (assessed at less than IALSS or OALCF Level 3). It would also 
involve initial and ongoing assessments of learning gaps and learning 
acquisition to develop learning plans and training options.  

¶ A completed Participant Registration form is also required. The Participant 
Registration contains all the information you gather from the learner during 
the Initial Interview and Assessment, including the assessment results. 

¶ 9ǾƛŘŜƴŎŜ ƻŦ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǇǊƻƎǊŜǎǎ Ƴǳǎǘ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ƭŜŀǊƴŜǊ ŦƛƭŜǎΦ /ƻǇƛŜǎ 
of materials/tools used for ongoing assessment, including milestones, 
should also be included in the learner files.ά 

All completed assessments should be dated and include some record of the 
outcome of the assessment, e.g., Competency/Task Group levels, successful 
completion, achieved, next steps. It may also be helpful to include the name of the 
tool used for the assessment. A label with the pertinent information that is affixed 
to assessments may be helpful. 

Many programs use a learner file checklist to ensure that all the forms and 
information required by MTCU and their own agency are in the files. Examples of 
file checklists, from the Outreach Literacy Program and Northern Connections 
Adult Learning, may be found in the Sample Forms section at the end of this 
module. 

  Intake Ç Ongoing Ç Exit Ç 

Tool: ______________ Date: _________________ 

Results: __________________________________ 

http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
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Common Understanding  

The last but by no means least important point of the MTCU Assessment service 
requirements directs us to: 

¶ άensure that assessment results can be understood by other LBS service 
providers and by key referral agencies, as agreed to through the literacy 
services planning and coordination process.έ 

Why is a common understanding of our assessment results important? Many LBS 
learners have unpredictable lives and changing housing situations. Many learners 
need further community supports to be successful in our programs and as they 
move along their goal path. Moreover, LBS training is just one step towards most 
ƭŜŀǊƴŜǊǎΩ ƎƻŀƭǎΦ ²Ŝ ƴŜŜŘ ǘƻ ŜƴǎǳǊŜ ǘƘŀǘ ƻǳǊ ǇǊƻƎǊŀƳǎ Ŏŀƴ ŎƻƳƳǳƴƛŎŀǘŜ ǿƛǘƘ ƻǳǊ 
partners (literacy, community, other education/training and employment) in a 
language the partners can understand in order to provide a smooth transition for 
learners. We discuss how to coordinate our services further in the Literacy Basics 
Information and Referral module. 

 

Questions and Activities for Refle ction  

1. Consider the list of MTCU requirements for the Assessment Service. For which 
areas do you feel you may need some professional development to help your 
program meet those requirements? 
 

2. Besides working through these modules, what other steps could you take to 
address your professional development needs? 
 

3. If you have not viewed the Milestone and/or Culminating Task User Guides and 
Indexes, take some time to review them.  
 

4. ¸ƻǳǊ ǇǊƻƎǊŀƳΩǎ a¢/¦ 9ƳǇƭƻȅƳŜƴǘ ŀƴŘ ¢ǊŀƛƴƛƴƎ /ƻƴǎǳƭǘŀƴǘ ό9¢/ύ ǿƛƭƭ ǊŜǾƛŜǿ 
learner files at least once per year. Imagine yourself looking over the learner 
files at your agency for the first time. Would you be able to see the rationale 
for the decisions made in the development of the Learner Plan? 
 

5. Do your files show learner progress through recorded assessment results? 
 

6. What does or could your organization do to make your assessment results 
more understandable to those outside your program? 
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Confidentiality  

Throughout clientsΩ ŀƴŘ ƭŜŀǊƴŜǊǎΩ ŀǎǎƻŎƛŀǘƛƻƴ ǿƛǘƘ ŀƴ [.{ ǇǊƻƎǊŀƳΣ quite a bit of 
information must be gathered. This is especially true at intake and during the initial 
assessment. It is often a difficult step for adults to join a literacy program. They 
may be embarrassed and not want others to know they are there. Some learners 
may be reluctant to give out their home address or to share an email address or 
unlisted telephone number. In order for you to serve them better, learners may 
have to share some very personal and sensitive information about themselves.  

Maintaining confidentiality and correctly handling and storing personal, private 
information is essential. Learners should be able to trust that you will not share 
this information with others. If a learner cannot trust your literacy program, then it 
will be difficult to develop a productive learning environment. You must be able to 
reassure them that their personal information will only be used to develop their 
learner plan, to help them with their learning goals and to contact them in the case 
of absence or for follow-up purposes. 

There will also be learners who provide more information than you require. Try to 
limit them to sharing only the information necessary to maintain contact and 
develop their learner plan. Take some time to talk about personal and private 
information and why it should not be shared. 

Confidentiality and Personal/Private Information Policies  

aŀƛƴǘŀƛƴƛƴƎ ŎŀǊŜŦǳƭ ŎƻƴǘǊƻƭǎ ƻǾŜǊ ǇǊƛǾŀǘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎƴΩǘ Ƨǳǎǘ ǘƘŜ ǊƛƎƘǘ ǘƘƛƴƎ ǘƻ 
do; it is part of your LBS contract with MTCU and ƛǘΩǎ ŀƭǎƻ ǘƘŜ ƭŀǿ όtŜǊǎƻƴŀƭ 
Information Protection and Electronic Documents Act ς PIPEDA). As with most 
issues, it is important for your organization to have a policy in place. 

Here are several examples of good practice that can help your agency maintain the 
confidentiality of learner information: 

¶ Keep copies of learner plans and learner files in a locked filing cabinet. Put files 
away when not in use.  

¶ Destroy rough copies or jotted down notes as soon as the information has been 
ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ŦƛƭŜΦ ό{ƘǊŜŘŘŜǊǎ ŀǊŜ ǿƻƴŘŜǊŦǳƭΣ ƛƴŜȄpensive tools!)  

¶ Ensure that computer records are password-protected.  
¶ IŀǾŜ ŀ άƴŜŜŘ ǘƻ ƪƴƻǿ ƻƴƭȅέ ǇƻƭƛŎȅΦ 5ƻƴΩǘ ƎƛǾŜ information, access to files or 
ǇŀǎǎǿƻǊŘǎ ǘƻ ǇŜƻǇƭŜ ǿƘƻ ŘƻƴΩǘ ǊŜŀƭƭȅ ƴŜŜŘ ǘƘŜƳΦ 5ƻƴΩǘ ƭƻƻƪ ŀǘ ƻǊ ƪŜŜǇ 
information or files that ȅƻǳ ŘƻƴΩǘ need. 
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To assist organizations in meeting their privacy obligations, MTCU has developed 
ǎƻƳŜ ǘƻƻƭǎΣ ǿƘƛŎƘ Ŏŀƴ ōŜ ŦƻǳƴŘ ƻƴ ǘƘŜ 9ƳǇƭƻȅƳŜƴǘ hƴǘŀǊƛƻ tŀǊǘƴŜǊǎΩ DŀǘŜǿŀȅ 
(EOPG).  

¶ This Privacy Tip Sheet (February 2012) 
(www.tcu.gov.on.ca/eng/eopg/publications/sp_privacy_tipsheet.pdf) details 
the privacy obligations of LBS organizations and includes tips on safeguarding 
ŎƭƛŜƴǘǎΩ ǇŜǊǎƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴΦ  

¶ This Questions & Answers on Privacy and Access to Information (April 2012) 
(www.tcu.gov.on.ca/eng/eopg/publications/lbs_oalcf_q_and_a_3.pdf) is based 
on actual questions submitted to the Ministry and has some practical 
information for protecting client data. 
 

Questions and Activit ies for Reflection  

1. Does your agency have policies and procedures for confidentiality? If so, do 
they reflect current legislation? If not, what would you include in a privacy 
policy for your program? 

2. What steps could you take to ensure that learner information remains 
confidential?  

3. How do you ensure that your ONe-key password and your EOIS-CaMS Private 
Identification Number remain secure? 

4. What would you say or do to reassure a learner who is reluctant to give you his 
or her home address, telephone number or email address? 

http://www.tcu.gov.on.ca/eng/eopg/publications/sp_privacy_tipsheet.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/sp_privacy_tipsheet.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/lbs_oalcf_q_and_a_3.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/lbs_oalcf_q_and_a_3.pdf
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Methods of Assessing 

Assessment is not an isolated event that takes place only at intake. From the time 
clients enter our doors, through their time spent as learners, until they exit and 
move on to the next stage of their goal path, we observe and assess their actions 
and reactions. We make decisions based on our assessment observations and we 
help the learners make decisions, too.  

Informal Assessment  

Much of our assessment happens at an everyday, casual level using tools that are 
often unique to the program and the learner. This can be referred to as "informal" 
assessment. Informal assessment is part of the ongoing relationship between 
literacy staff, volunteers and learners. It helps to indicate what the next steps are 
in the learning process. However, when seeking a common understanding of 
assessment results for all stakeholders, we need more formalized tools. 

Formal Assessment  

Formal tools are more widely recognized than those developed in your local 
literacy program. Formal tools have usually been developed by experts and have 
undergone careful validation processes to ensure that they are accurate and 
provide consistent results. 

Using Formal vs. Informal Assessment  

So, if the formality of assessment tools varies, how do we 
decide when to use a formal or informal type of tool? It 
comes down to the importance of the assessment or the 
consequences placed on the outcome. For low-stakes 
decisions (for example, if the purpose of the assessment was deciding what 
activities the learner should work on next or whether a learner is ready to move on 
to learning activities at a higher level in the program), then informal assessment 
tools are usually sufficient. In these cases, informal assessment is often less 
stressful for some learners. In situations where the assessment results may be 
ǎƛƎƴƛŦƛŎŀƴǘ ǘƻ ŀ ǎǘŀƪŜƘƻƭŘŜǊ όŦƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ƴŜȄǘ ǎǘŜǇ ƛǎ ǎŜŎƻƴŘŀǊȅ ƻǊ 
postsecondary school or employment), a formal assessment would be preferable. 
In these cases, ensuring that learners are ready to move on to the next step is 
important for both the learners and the institution or employer.  

Informal

Formal

IƛƎƘ ǎǘŀƪŜǎ 

[ƻǿ ǎǘŀƪŜǎ 
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Formal Assessment Tools  

The OALCF does not endorse a single, specific method of assessing literacy 
learning. Instead, it encourages LBS agencies to use a variety of tools and methods 
appropriate to learners' interests, needs and goal paths. During the development 
of the OALCF, in February 2011, a sampling of 25 appropriate, formal assessment 
tools was provided in the MTCU publication Ontario Adult Literacy Curriculum 
Framework Selected Assessment Tools (www.tcu.gov.on.ca/eng/eopg/publications/2013-
2014_lbs_sd_guidelines.pdf). Each resource listing provides a description of the tool, 
how to use the tool, its range of formality and where to get it.  

Standardized tests are always given and scored in the same way. Test results for 
each learner are compared to the performance of a group that has been declared 
the norm. Because of the stringency required in their development and 
administration in order to maintain consistent and valid results, standardized 
assessment tools are often expensive to purchase or use. They may require 
training and licensing or certification to administer. For these reasons, 
standardized tests were not included in the OALCF Selected Assessment Tools list. 
This does not mean that standardized tests are not to be used for LBS assessment. 
In fact, several are listed as possible assessment tools on the LBS Participant 
Registration form (refer to the Sample Forms section). Some examples of 
standardized tests commonly used in LBS programs are: 

¶ CAAT (Canadian Adult Achievement Test) 
¶ CAMERA (Communications and Math 

Employment Readiness Assessment 
¶ PDQ (Prose, Document, Quantitative) 
¶ TOWES (Test of Workplace Essential Skills) 

  

άbƻ ǎƛƴƎƭŜ ƳŜǘƘƻŘ ƻǊ ǘƻƻƭ Ŏŀƴ 
be relied upon to provide 
comprehensive information 
ŀōƻǳǘ ƭŜŀǊƴƛƴƎΣέόh![/C 
Selected Assessment Tools, 
March 2011.) 

Range of formality: Informal - Formal 

From OALCF Selected Assessment Tools, MTCU 2011 

http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/OALCF_Selected_Assessment_Tools_Mar_11.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
http://www.tcu.gov.on.ca/eng/eopg/publications/2013-2014_lbs_sd_guidelines.pdf
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In 2012, Lorri Sauvé completed a Collective List of Assessment Tools for Literacy 
Link South Central (LLSC), QUILL Learning Network and Literacy Northwest. This 
ǇǳōƭƛŎŀǘƛƻƴ Ƙŀǎ ǳǎŜŦǳƭ ŎƘŀǊǘǎ ƴƻǘƛƴƎ ǘƘŜ ǘƻƻƭǎΩΥ 

¶ purpose (type of assessment) 
¶ related goal path (Employment, Apprenticeship, Secondary School Credit, 

Postsecondary and/or Independence) 
¶ suitability for assessing lower-level learners 

Below are two samples of the charts. The Collective List also provides a description 
of each tool including what is unique about it. This resource is a free downloadable 
resource from the Canadian Literacy and Learning Network (CLLN) 
(www.literacy.ca) at www.literacy.ca/content/uploads/2012/06/Assessment-Matrix-all-
tools-individuallyJune2012.pdf 

  

Collective List of Assessment Tools, Lorri Sauvé 2012 
for Literacy Link South Central, QUILL Learning Network and Literacy Northwest 

http://www.literacy.ca/
http://www.literacy.ca/
http://www.literacy.ca/content/uploads/2012/06/Assessment-Matrix-all-tools-individuallyJune2012.pdf
http://www.literacy.ca/content/uploads/2012/06/Assessment-Matrix-all-tools-individuallyJune2012.pdf
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Since the publication of the OALCF Selected Assessment Tools and the Collective 
List of Assessment Tools, many organizations have articulated their tools to the 
OALCF. hƴŜ ŜȄŀƳǇƭŜ ƻŦ ǘƘƛǎ ƛǎ [ƛǘŜǊŀŎȅ [ƛƴƪ 9ŀǎǘŜǊƴ hƴǘŀǊƛƻΩǎ όwww.LLEO.ca) 
project, Aligning Literacy Link Eastern Ontario's Assessment Tools (ALAT). This 
project articulated their previously published assessment tasks/activities to OALCF 
Competencies and Levels. Below are links to the ALAT tools. 

¶ Aligning LLEO's Assessment Tools User Guide (http://lleo.ca/pdf/alat/Aligning-
LLEO's-Assessment-Tools-User-Guide.pdf) 

¶ CABS Online Alignment (http://lleo.ca/pdf/alat/CABS-Online-Alignment.pdf) 
¶ CABS CAES Alignment (http://lleo.ca/pdf/alat/CABS-CAES-Alignment.pdf) 
¶ WESA Alignment (http://lleo.ca/pdf/alat/WESA-Alignment.pdf) 

Although not specifically intended for OALCF use, assessment tools that are 
articulated to the Essential Skills may also be useful in LBS programs, especially for 
learners on the Employment and Apprenticeship goal paths. ModusΣ /ƻǇƛŀƴΩǎ 
(previously, the National Adult Literacy Database) online directory of Essential 
Skills assessment tools, found at http://modus.nald.ca, is an excellent way to find a 
variety of useful tools. It is searchable and interactive. You can even provide 
comments and ratings for the tools, if you sign up for a free membership. 

Through professional development and your local Literacy Services Planning and 
Coordination (LSPC) committee, you may find other formal assessment tools that 
are suitable for OALCF assessment for your community, your program, and, of 
course, learners. 

Authentic Assessment  

Authentic assessment uses real-world or authentic documents and tasks for 
ŀǎǎŜǎǎƳŜƴǘΦ ¢ƘŜ ƭŜŀǊƴŜǊǎΩ ŀōƛƭƛǘƛŜs are demonstrated using actual work, training or 
life-related tasks simulating how a person would use the documents or complete a 
job task. This type of assessment can be particularly useful for ongoing 
assessment. Authentic assessment is often incorporated into integrated tasks.  

  

http://www.lleo.ca/
http://lleo.ca/pdf/alat/Aligning-LLEO's-Assessment-Tools-User-Guide.pdf
http://lleo.ca/pdf/alat/Aligning-LLEO's-Assessment-Tools-User-Guide.pdf
http://lleo.ca/pdf/alat/Aligning-LLEO's-Assessment-Tools-User-Guide.pdf
http://lleo.ca/pdf/alat/CABS-Online-Alignment.pdf
http://lleo.ca/pdf/alat/CABS-Online-Alignment.pdf
http://lleo.ca/pdf/alat/CABS-CAES-Alignment.pdf
http://lleo.ca/pdf/alat/CABS-CAES-Alignment.pdf
http://lleo.ca/pdf/alat/WESA-Alignment.pdf
http://lleo.ca/pdf/alat/WESA-Alignment.pdf
http://modus.nald.ca/
http://modus.nald.ca/
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!ǳǘƘŜƴǘƛŎ ŀǎǎŜǎǎƳŜƴǘ ǊŜǎƻǳǊŎŜǎ ǎƘƻǳƭŘ ōŜ ǊŜƭŜǾŀƴǘ ǘƻ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ƎƻŀƭΦ {ŜŜ ǘƘŜ 
chart below for examples. 

Goal Goal Path Example Assessment Activities 

Enter the workforce or 
re-enter the workforce 
in a different job 

Employment ¶ Completing a variety of job 
application forms 

¶ Doing occupation-based tasks 
that require math, finding 
information and 
communicating 

Do my own banking Independence ¶ Filling out cheques or deposit 
slips 

¶ Completing forms to apply for 
an account or debit card 

¶ Reporting a lost debit card by 
phone or in person 

Improve reading and 
filling in documents at 
work 

Employment ¶ Using manuals, charts or 
diagrams to locate information 
(including on computers or 
other screens) 

¶ Completing report sheets or 
payroll stubs 

Prepare for further 
schooling  

Credit or 
Postsecondary 

¶ Completing example tests 
¶ Reading sample text books to 

find information and answer 
questions 

You can find authentic documents to use for assessment purposes by visiting 
employers, by clipping articles from newspapers or magazines, or by picking up 
ŦƻǊƳǎ ŀƴŘ ǇŀƳǇƘƭŜǘǎ ŦǊƻƳ ŘƻŎǘƻǊǎΩ ŀƴŘ ƭŀǿȅŜǊǎΩ ƻŦŦƛŎŜǎΦ DŀǘƘŜǊƛƴƎ ŀǳǘƘŜƴǘƛŎ 
materials for a variety of learners can be very time-consuming for individual 
practitioners. Two free websites that can help with this are: 

¶ How do your skills Measure Up? (http://measureup.towes.com/) provides more 
than 200 activities based on Canadian workplace documents linked to the 
Essential Skills of Reading Text, Document Use, and Numeracy.  

¶ Task-Based Activities for LBS (http://taskbasedactivitiesforlbs.ca/ ) is a database 
of activities aligned to the Ontario Adult Literacy Curriculum Framework 
(OALCF) by LBS practitioners. 

http://measureup.towes.com/
http://measureup.towes.com/
http://taskbasedactivitiesforlbs.ca/
http://taskbasedactivitiesforlbs.ca/
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Questions and Activities for Reflection  

1. Why would you use different assessment tools depending on the learner's 
goal or literacy level?  

2. Make a chart of the assessment tools you presently use. Include the tool 
name and the competencies, levels and goal paths for which it is most 
suitable. Now rate them using the informal ς formal range. Where do most of 
your tools fall on the range? 

3. Visit OALCF Selected Assessment Tools, Collective List of Assessment Tools or 
ModusΣ /ƻǇƛŀƴΩǎ ƻƴƭƛƴŜ ŘƛǊŜŎǘƻǊȅ ƻŦ 9ǎǎŜƴǘƛŀƭ {ƪƛƭƭǎ ŀǎǎŜǎǎƳŜƴǘ ǘƻƻƭǎΦ 
Investigate at least three tools you have not previously used. 

4. Consider a learner you have worked with or imagine a learner profile 
(examples ς learner wants to be a room painter and needs to improve Find & 
Use Information, or learner wants to know how to eat healthier and wants to 
improve Find & Use Information). What authentic task(s) and authentic 
document(s) could you develop for the learner? 

5. Talk your answers over with another literacy practitioner in your program or 
community. 
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Intake and Initial Assessment  

The intake process and initial assessment provide us with the information we need 
to make a number of decisions: 

¶ Is your program the right one for the learner, given his or her current skills, 
stated goal and commitment to learning? 

¶ Does the learner meet eligibility criteria set out by the Ministry of Training, 
Colleges and Universities (MTCU), your literacy services plan (LSP) or other 
stakeholder requirements? 

¶ Do you have the information you need to begin to develop a learner plan? 

¶ /ŀƴ ȅƻǳ ƳŜŜǘ ǘƘƛǎ ƭŜŀǊƴŜǊΩǎ ƴŜŜŘǎ ōŀǎŜŘ ƻƴ ȅƻǳǊ ǇǊƻƎǊŀƳΩǎ ǎǘǊǳŎǘǳǊŜΣ ŎŀǇŀŎƛǘȅ 
and mission ŀƴŘ ȅƻǳǊ ŎƻƳƳǳƴƛǘȅΩǎ ƭƛǘŜǊŀŎȅ ǎŜǊǾƛŎŜǎ Ǉƭŀƴ? 

Initial Interview and Assessment Tips  

The initial interview and assessment are basically information gathering sessions. 
Some programs do the interview in a separate appointment, leaving the 
assessment for a later meeting. Some programs start with the first page of the LBS 
Participant Registration Form or other agency-developed intake interview forms. A 
sample of an agency-developed pre-assessment form (from North Bay Literacy 
Council) and a copy of the LBS Participant Registration form can be found in the 
Sample Forms section at the end of this module. These forms can be helpful in 
gathering all the required information to set up a new learner profile. Note: as an 
assessment for LBS eligibility (assessed as being less than Level 3 of IALSS or 
OALCF) needs to be completed before registration, the LBS Participant Registration 
form is not required and should not be signed until after the initial eligibility 
assessment is completed. 

  

Idea: When using initial interview/intake or Participant 
Registration forms, having the prospective learner complete 
some or all of the forms can provide you with a writing 
assessment! However, if the learner is having difficulty filling 
out the forms, be prepared to conduct an oral interview. 
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Here are some tips to help you get the information you need during the initial 
interview and assessment, without causing your client (potential learner) too much 
stress: 

¶ Work with the client in an area that is private, comfortable and away from 
interruptions.  

¶ 5ƻƴΩǘ ƧǳƳǇ ǊƛƎƘǘ ƛƴǘƻ ǘƘŜ ŀǎǎŜǎǎƳŜƴǘ. Taking the time to chat or offer 
refreshments will help the client relax. 

¶ Clearly explain the process:  
o how long each step in the intake/assessment process will take 
o wƘŀǘ ȅƻǳ Ŏŀƴ ƻǊ ŎŀƴΩǘ ƘŜƭǇ ǿƛǘƘ 
o what the learner needs to do on his/her own 
o what other options are available (for example, you might identify at the 

outset of the telephone call or interview that the person is looking for a 
different type of program than you offer.)  

¶ Start with a "fact-gathering" interview (name, address, eligibility criteria and so 
on) before moving into skills assessment.  

¶ Choose the appropriate assessment material based on the information the 
learner provided in the interview. Wherever possible, assessments should be: 
o Contextual  ς [ŜǘΩǎ ǎŀȅΣ ŦƻǊ example, the learner's goal is independence. 

You might choose an assessment task that includes grocery shopping or 
reading a community event poster.  

o Level appropriate  ς Assessment should determine what the learner can 
comfortably do, rather than focus solely on their shortfalls. It should be 
encouraging rather than overwhelming. During your initial interview, listen 
to what the client says and watch how he or she fills out any forms you 
provide. Allow learners to communicate what they already can do and 
what they know. Often you can get clues to the level of difficulty at which 

you should start assessing the learner through the interview. Although 
you may have a standard assessment package or kit, you probably will 
not use everything in it. Some programs use a "quick screen" tool to help 
them roughly gauge the prospective learner's level. After the quick 
screen has been administered, you can choose the appropriate tools to 

more specifically identify skills knowledge and gaps. Some examples of 
quick screen tools used by many LBS programs are t¢tΩǎ /!a9w! 
Placement Tool (www.ptp.ca/publications/camera/)and the ESKARGO 
OALCF Initial Skills Assessment Tool 
(http://lbspractitionertraining.com/component/content/article/349-
eskargo-and-oalcf-implementation-strategy-resource) from the 
LBSPractitionerTraining.com website. We've included [[9hΩǎ /ƻƳƳƻƴ 
Assessment of Basic Skills (CABS) quick screen in the Sample Forms section 
at the end of this module.  

http://www.ptp.ca/publications/camera/
http://www.ptp.ca/publications/camera/
http://lbspractitionertraining.com/component/content/article/349-eskargo-and-oalcf-implementation-strategy-resource
http://lbspractitionertraining.com/component/content/article/349-eskargo-and-oalcf-implementation-strategy-resource
http://lbspractitionertraining.com/component/content/article/349-eskargo-and-oalcf-implementation-strategy-resource
http://lbspractitionertraining.com/component/content/article/349-eskargo-and-oalcf-implementation-strategy-resource
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o Task-based ς Remember that during the assessment that the client is also 
assessing your program. Assessment activities should not be skills 
ŀǎǎŜǎǎƳŜƴǘǎ ƻƴƭȅΣ ǿƘƛŎƘ Ŏŀƴ ǎŜŜƳ άǎŎƘƻƻƭ-ƭƛƪŜέ ŀƴŘ not connected to client 
needs. Instead, use tasks relevant ǘƻ ǘƘŜ ŎƭƛŜƴǘΩǎ ǎǘŀǘŜŘ ƛƴǘŜǊŜǎǘǎ ŀƴŘ Ǝƻŀƭ 
path.  

o Common Assessment ς When possible, use assessment tools that are 
understood by the Ontario LBS community and key referral partners. Using 
language and tools that are commonly understood helps build a 
coordinated support service for the learner and makes assessment results 
transferable. For examples of assessment tools commonly used in Ontario 
LBS programs and assessments that have been articulated to the OALCF 
and Essential Skills, see the Resource List at the end of this module. 

¶ Explain the purpose of the assessment tasks you select. This can help reduce 
"test anxiety" and show the learner how 
the task relates to his or her goal.  

¶ Be sure to provide opportunities for the 
client to ask questions.  

¶ During the initial interview and 
assessment help the learner answer, or at 
least start to think about, these questions: 
o What are my goals?  
o What  is my goal path? 
o What skills, knowledge and abilities do 

I already have? 
o What  do I need to learn and do to 

transition to the next step towards 
achieving my goals?  

Assessing the Goal and Goal Path 

During the inƛǘƛŀƭ ŀǎǎŜǎǎƳŜƴǘ ǿŜΣ ƻŦ ŎƻǳǊǎŜΣ ŀǎǎŜǎǎ ǘƘŜ ƭŜŀǊƴŜǊΩǎ ǎƪƛƭƭǎΣ ƪƴƻǿƭŜŘƎŜ 
and abilities. As we have mentioned, the intake and initial assessment process also 
involves determining the learnersΩ goals and their LBS Goal Path. Once these have 
been identified, practitioners need to look into the requirements of the goal path 
and goal. For example, we should find out: 

¶ the type of tasks people with this goal need to perform  
¶ which OALCF Competencies and Task Groups they will need to do to 

successfully complete these tasks and at what competency level  
¶ what other prerequisites are necessary for this goal, such as further education 

or training 
¶ are there other considerations or supports that might be needed to reach the 

goal, for instance, relocation, financial supports or accessibility supports  

Initial 
Assessment

Goal path 
transition 

requirements

Skills 
knowledge 

abilities

Goals












































































