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ould save /print

the chat.

* Whichever method was used, the responses were saved /printed as supporting
documentation for the file.
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Tips and Best Practice

Going Forwarc
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* If files are eady for online Ministry

audits.
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® Creating

¢ Some learners y documents. They will

want paper based.
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the learner.

®* Adobe Acrobat Pro DC
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® Purchasing the fu

®* Many photocopiers have a scan and email feature.

® Desktop scanning devices can be purchased. Ex. ScanSnap 300i - approx.

$300
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ways fo mc

® Password prote
help with this.

® Encryption - for the tech-savvy only.

® Purchase an encrypted USB key.

BitLocker pre-installed to

2021-11-12
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current staff

have access to le
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Digital Learner File — Ministry Requirements

What must be in a Learner File?

Rationale for decisions
made by the LBS-SP

Participant Registration
Form

Learner Plan

Evidence of Learner
Progress

Training Support
Documentation

Exit and Follow Up form

Additional intake docs: intake package (w/ Board req’d docs), learner attestation

form, transcript, CLBs

Case Notes
Assessment/Results
Learner Plan

PRF

Learner Plan/ELP

LAs listed in case
notes

Complete milestones
in learner file
Learner Plan

Bus ticket tracking
forms

Additional training
support disbursement
forms (done
annually?)

Exit and Follow Up
form



Digital Learner File — Sample File System Set Up

) Name ~ Modified v Modified By v File size v
s '\‘1 - Instructor Name 5 minutes ago Angela Parkin [Staff] 1 item
B 2. Program Team Name 5 minutes ago Angela Parkin [Staff) 0 items
T4 3 - Exits - Follow Up Required 4 minutes ago Angela Parkin [Staff] 2 items
T8 4 -Fully Exited Learners (Follow Ups Complete) About a minute ago Angela Parkin [Staff] 1item
= | :IS - Never on CaMS - No Shows etc A few seconds ago Angela Parkin [Staff) 0 items

My files > LBS > 1 - LBS Learner Files > Sample Learner Folder (First and Last Name) @1 - Instructor Name £

) Name v Modified v Modified By v File size v

s '\‘Learner Name (First. Last) 15 minutes ago Angela Parkin [Staff) 7 items

Inside the Learner File

My files > LBS > 1 - LBS Learner Files > Sample Learner Folder (First and Last Name) > 1 - Instructor Name >flLearner Name (First, Last) &

) Name~ Modified v~ Modified By File size ¥ Sharing
* T2 1-Name - Intake Documents 22 minutes 390 Angela Parkin [Staff]) 7 items £ Shared
T8 2-Name - Milestones Completed 22 runutes ago Angela Parion [Staff) 0 items &£ Shared
T2 3 - Name - Training Supports 22 minutes 390 Angela Pariin [Staff) 4 items & Shared
* b *4 - Name - Exit Documents 22 minutes 3go Angela Parkin [Stat) 2 items £ Shared
-;' S - Name - Case Notes.docx October 12 Angela Parian [Staff]) 108 K8 & Shared
@) 6-Name - ELP.docx About an hour 390 Angels Parkin [Staff] 108 K8 & Shared

.; 7 - Name - ELP - Signed G.docx About an hour ago Angela Parian [Staff]) 1088 & Shared




My files > LBS > 1 - LBS Learner Files > Sample Learner Folder (First and Last Name) >f1 - Name - Intake Documents

) Namev

W,

*1 - Name - PRF (EO Form).docx

@ 2 - Name - Intake Package.docx

@5 3 - Name - Attestation Form.docx &
@ 4 - Name - Program Assessment(s).docx
5_5] 5 - Name - OSIT Results.docx

@] 6 - Name - CLBs.docx

@ 7 - Name - Transcript.docx

Modified v

A few seconds ago

About a minute ago

A few seconds ago

About a minute ago

About a minute ago

About a minute ago

A few seconds ago

Modified By v

Angela Parkin [Staff]
Angela Parkin [Staff]
Angela Parkin [Staff]
Angela Parkin [Staff]
Angela Parkin [Staff]
Angela Parkin [Staff]

Angela Parkin [Staff]

File size v

108 K8

108 K8

108 K8

108 KB

108 KB

108 K8

108KB

Sharing

& Shared

# Shared

&£ Shared

£ Shared

& Shared

£ Shared

& Shared

My files > LBS > 1 - LBS Learner Files > Sample Learner Folder (First and Last Name) >§3 - Name - Training Supports 5

M Namev

B} Name - Bus Ticket Tracking - 2020-2021.docx
@5 Name - Bus Ticket Tracking - 2021-2022.docx
@) Name - TS Disbursement 2020-2021.docx
@5 Name - TS Disbursement 2021-2022.docx

Modified v

October 12

October 12

October 12

October 12

Modified By v

Angela Parkin [Staff]
Angela Parkin [Staff]
Angela Parkin [Staff]

Angela Parkin [Staff]

File size v

108 KB

108 KB

108 KB

108 K8

Sharing

& Shared

£ Shared

£ Shared

£ Shared

My files > LBS > 1 -LBS Learner Files > Sample Learner Folder (First and Last Name) >I3 - Exits - Follow Up Required I

) Name v

b

2021 Follow Ups

b

2022 Follow Ups

Exited Learners

Modified v

About a minute ago

About a minute ago

Modified By v
Angela Parkin [Staff]

Angela Parkin [Staff]

File size v




My files > LBS > 1 - LBS Learner Files > Sample Learner Folder (First and Last Name) > 3 - Exits - Follow Up Required >J2022 Follow Ups
Y Name v Modified v~ Modified By v~ File size v Sharing
"A - Jan 2022 Follow Ups out 3 minute 39 Angela Parkin [Staff) 0 tems &£ Shared
"B - Feb 2022 Follow Ups A few sec Angela Parkin [Staff] 0 items & Shared
“C - March 2022 Follow Ups A few seconds ag 0 items & Shared
Follow Ups Complete (Ready to Archive)
My files > LBS > 1 - LBS Learner Files > Sample Learner Folder (First and Last Name) ‘@14 - Fully Exited Learners (Follow Ups Complete)
@ D MName ~ Modified ~ Modified By ~ File size ~ Sharing
Ta _“202‘] - Fully Exited Learners About a minute ago Angela Parkin [5taff] 1 item A Shared
Angela Parkin [Staff] 0 items # Shared

Al
A 2022 - Fully Exited Learners

My files > LBS > 1-LBS Learner Files > Sample Learner Folder (First and Last Name) > 4 - Fully Exited Learners (Follow Ups Complete) >I2021 - Fully Exited Learners x“l

Name ~

o b

_&  Full Learner File (including exit form)

A few seconds ago

Modified ~ Modified By ~ File size ~

A few seconds ago Angela Parkin [Staff] 0 items

Sharing

# Shared



Digital
Assessment

Tools




CESBA Online Skills Inventory Tool- OSIT

School board utilizes this assessment tool

20-40 minutes to complete

Self Assessment develops assessment questions

Results appear in Admin section where learner is placed under a
OALCEF Level

Learner Plan development

Summary page can be saved as PDF



Self Assessment

Question 2 - How confident are you with the following writing tasks?
T Thomk about your skoll in witing sentences, uving Cortect spelbng and peoper grammal « ROt aboul how messy yOour Srnling Of wiling 5, o youl Dypieg of Compater skl

Cominde ae ot Conlstrm

Q (o)
Writing down the name and address
of a business or place you plan to
visit -
Writing a note to someone outside of b 2
your friends and family -

o '3

Writing a shopping list for someone
that is doing your shopping for you -

Filling in a job application -

Writing a post or comment on a
public website -

Back Next



- e

Quaston & Leamer Respore
Quention 7 - Fillng in & job appication Net Conddont

CQueation 2 - Wiitng a post or Comment on @ publc websie Not Condicdant

Queston § - Sequental Ordenng 23146

Cusstan 6 - How much & anline shoppayg grow brom 2011 10 20167 10 trvan

Queston € - What s P chalenge ke onfire shoppen 10 tuy Canadan? Naot enoogh oniing shoppers

Oueston 7 - MuEgicaton

Quaston 7 — Working with cash (making change)

Quastion 7 = Teling and measuring trre (What i he 1otal meetng Wme?)

Cusstion 7 - Telling and meascriong time (How long is $e Break?)

Cuestion 7 - Telling and measarng troe (What is the expeciod arrval time o Bus §3527)

Quaston 7 - Readey chans and graphs




Skill Plan- Measure Up

http://www.skillplan.ca/measure-up/
Essential Skills

Reading Text

Document Use

Numeracy

Assessor can choose the Level of Assessment
Score Sheet can be saved as PDF

Practice

Explore Careers

Workbooks



http://www.skillplan.ca/measure-up/

Self Assessment for Reading Text and Level 1-2

Rewding Tet Love 1 One ard Twe Resdryg Tid Lver One ard Twe
Ticd 1 =2

Hark Tellers sead momonabout changes Lo rades. Sormctimes they exphi
inform adi e Lo cudoe ora
Lok s the memo. RATE CHANGE

Whed ix the new zule St Finanos Carracki i senouncing foe saene ol it

Carsadia Sievings Bood lower?
Memo

Wht acticn welll fae bink ake? “RINECT. RATECHANGE
*TRINT DATT 0GTA0) TME: 3046

Frasce Uewads how ssaoaaced rade bacrones S aoene of e atiag Canads
s Boad Jamaw. “Hatow mill ke mcrewsed 10 *.00 per cnwt por savam fu s
thrwex ceth penod eadeg Ay M, 2000

Eltactive Juse 05, 2000 we will be aduantng ow Casads Sonvigs OIC sdes S0 B0
the schoed poliey mansd Look atthe f ‘-:'-‘-‘::l':!:‘:ﬁ:x:.cmmwax. Harte Mishary on the

FOR YIOLENCE
Chack wth your sspervees 1 you meed aseeusco (nndeg S rade ey,

Cirde o umderline the peagraph thal sdentafies kacking se viokest s=d
sgareaive behuvice

Lasd dree scticms the school takies when stadonts it ina viokst o
RHrCaine Wity

How G sadesl mvoleed n




Essential Skill Indicator

https://www.canada.ca/en/services/jobs/training/initiatives/skills-success/tool
s/online-indicator.html

Self assessment tool that aligns with original Essential Skills Framework
Pre-Test and Post-Test available

Levels 1-3 available to choose from

Numeracy

Document Use

Reading



https://www.canada.ca/en/services/jobs/training/initiatives/skills-success/tools/online-indicator.html
https://www.canada.ca/en/services/jobs/training/initiatives/skills-success/tools/online-indicator.html

Numeracy- Level 1 Pre-Test Example

| Numeracy - Level 1: Question 1 of 6

Special Instructions

1. All questions are optional.
2. Please make sure to use the buttons provided on the page rather than the browser buttons to navigate this website. Using the browser buttons may cause undesirable results.

Note that you need to have JavaScript enable to properly use this questionnaire, otherwise you won't benefit from all the feature.

1. Servers calculate the cost of items ordered on restaurant bills.

Look at the bill below.

Dimitri's Deli

Item Price

Iced Tea : | $3.50

Coffee: $4.00
Bagel: $3.00
Muffin : | $2.50

Subtotal $

What is the subtotal?



Where to Find Additional Assessment Tools

Literacy NorthWest- https://Ibsresourcesandforum.contactnorth.ca/
Northstar Digital Literacy- https://www.digitalliteracyassessment.org/

ONLC- SKARGO self assessments
https://onlc.ca/resources/eskargo-resources/



https://lbsresourcesandforum.contactnorth.ca/
https://www.digitalliteracyassessment.org/
https://onlc.ca/resources/eskargo-resources/

