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1.0
Purpose of Monitoring Meetings

The purpose of monitoring Literacy and Basic Skills (LBS) support organizations is to provide an opportunity for the organization to demonstrate and give evidence of its deliverables and results against contracted service commitments as outlined in its LBS agreement, its LBS Business Plan, and the LBS Program Guidelines.  The successful execution of an agreement can only be confirmed through monitoring throughout the term of the agreement.  The tools mentioned in this document have been designed to provide a consistent approach to monitoring across the LBS network. 

2.0
Principles of Monitoring
· Results Based: LBS is a results based program that focuses on activities, outputs and outcomes. Managing results involves measuring outcomes and taking action to change business practices to improve these results over time.

· Consistent/Objective Practice: All support organization monitoring meetings employ a consistent approach and methodology.  

· Strategic: Feedback to organizations during a monitoring meeting is strategic and, at the same time relates to the specific circumstance of the organization.

· Recognize Excellence: The Ministry of Training, Colleges, and Universities (MTCU) will recognize excellence through best practices and continuous improvement.

· Communication: We strive to communicate expected outcomes and standards effectively through clear, constructive verbal and written feedback. Through effective communication, organizations are encouraged to manage their own process, and to take ownership of their results.

3.0
Types of Monitoring Meetings
There are two kinds of meetings conducted by MTCU consultants:

1)  Monitoring Meeting: This is a comprehensive review of an LBS support organization’s deliverables; and financial and administrative systems.  Conducted by an MTCU consultant, the monitoring meeting addresses the items on the LBS Support Organization Self Assessment. A monitoring meeting results in a completed LBS Support Organization Summary of MTCU Funding Report (attached) sent to the LBS organization and maintained by MTCU as part of the documentation of the organization. These meetings are conducted at mid-year and at year end. 
2) Support Meeting: This meeting is conducted to check an organization’s progress towards action items identified at the monitoring meeting; and to provide support and guidance to those organizations not meeting program requirements. A monitoring report is not completed at a support meeting. A letter summarizing the results of the support meeting is sent to the organization.
4.0
Frequency of Monitoring
While the ministry reserves the right to conduct unscheduled meetings as outlined in the support organization’s agreement, each organization is typically monitored once every six months.  Support meetings can be scheduled between monitoring meetings to assess the progress the organization has made towards addressing the action items or to provide ongoing support and guidance.

· Monitoring meetings with organizations attaining ministry expectations are held every six months with more informal contacts in between.

· Support meetings with organizations not attaining ministry expectations are held as frequently as required to provide the support required and to monitor progress towards addressing the issues identified.

5.0
Prior to a Monitoring Meeting

1. The ministry will contact the support organization to arrange for a monitoring meeting with the Executive Director and Chair of the Board; and will outline the expectations for the meeting. 

2. As part of their preparation for the meeting, the LBS support organization must review this document and complete the LBS Support Organization Self-Assessment in full.  In the “Evidence and Results column” of the self-assessment, please include a note describing the impact of the action taken on or the product produced for LBS service delivery.  The comments section of the self-assessment should also be used to provide a brief explanation for the variance from expected outcomes. 
3. The support organization must also complete a 2011-2012 Summary of MTCU Funding Report.  The report (in Excel Format) can be found on the Employment Ontario Partners Gateway (EOPG) website at : http://www.tcu.gov.on.ca/eng/eopg/programs/training.html
4. The Summary of MTCU Funding Report is to be emailed to the MTCU Consultant 2 weeks prior to the visit. The Self Assessment, along with supporting evidence, must be provided during the meeting.   This means that the appropriate amount of time should be spent on preparation.
6.0
During the Monitoring Meeting
1. The support organization will chair the program meeting and lead the MTCU consultant through the evidence for the items on the self-assessment tool.
2. It is recommended that the support organization take note of the action items so that work on them can commence right away after the meeting. 

 7.0
Following the Monitoring Meeting

1. Following the meeting, your MTCU consultant will send you a monitoring feedback report within ten business days. The goal of this report is to communicate MTCU feedback based on findings and observations from the monitoring meeting as well action items to be addressed. 
2. In this report, the MTCU consultant should provide the date of a follow-up meeting, if applicable; ask for additional explanations; or request a work plan if the organization has a number of action items. The feedback report may also assign timelines for any issues to be addressed.
3. Carefully review the feedback report and respond to your MTCU consultant according to the timelines indicated in the report.
Support Organization Name:      









EOIS Site #      
SECTION 1: FINANCIAL and ADMINISTRATIVE ACCOUNTABILITY
	Self- Assessment Items
	YES
	NO
	If NO please provide details

	1.
	Financial reports are submitted on time and meet MTCU requirements.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	2.
	Financial documentation shows which expenses are linked to LBS funded activity and follow Generally Accepted Accounting Principles (GAAP).  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	3.
	Expenses are consistent with proposed budget.


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	4.
	Variances are explained.  Accounts are kept up to date.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	5.
	Financial reports and data are analysed by the organization.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	6.
	Management systems and processes are in place to support appropriate decision-making and effective management of transfer payment funds for LBS.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	7.
	Processes are in place for procuring goods and services necessary for delivery of the LBS support services. All necessary documents are on file for audit purposes. 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	8.
	Good banking practices are followed regarding Ministry funding to track any interest earned on any unused portion of payments.
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


SECTION 2:  MTCU-FUNDED LBS PROJECTS

	Self- Assessment Items
	YES
	NO
	If NO please provide details

	Complete the 3 rows below for EACH MTCU-funded LBS project for last fiscal year (e.g. R&D, EONDF, OALCF).                                  

If you have more than one project, please add additional rows and report on each one of them separately.
	
	
	

	Title of Project:      
Funding Amount:      
End Date:      

	
	
	

	MTCU Project was completed by agreed end date.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Project financial and written reports were submitted by due date. 


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	Project deliverables were met.

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     


SECTION 3:  SERVICE CATEGORIES AND DELIVERABLES AS PER SECTION 2 OF THE LBS BUSINESS PLAN

	SERVICE CATEGORY 1:  Support MTCU-funded LBS service delivery organizations to deliver coordinated, quality LBS services responsive to emerging needs (identified by the community and government) within an integrated employment and training system.

	MTCU Priority Supported
	Specific Deliverables and Products (Outputs) with Completion Date
	Evidence of Results and Analysis of Evaluation Feedback provided by LBS Service Delivery Organizations and other Key Stakeholders (please attach any relevant documents)
	Support Organization comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	SERVICE CATEGORY 2:  Provide support for ministry led initiatives using a model of continuous improvement.

	MTCU Priority Supported
	Specific Deliverables and Products (Outputs) with Completion Date
	Evidence of Results and Analysis of Evaluation Feedback provided by LBS Service Delivery Organizations and other Key Stakeholders (please attach any relevant documents)
	Support Organization comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	SERVICE CATEGORY 3:  Develop and provide accessible, quality resources that support MTCU-funded service delivery organizations to deliver a quality LBS program.

	MTCU Priority Supported
	Specific Deliverables and Products (Outputs) with Completion Date
	Evidence of Results and Analysis of Evaluation Feedback provided by LBS Service Delivery Organizations and other Key Stakeholders (please attach any relevant documents)
	Support Organization comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	SERVICE CATEGORY 4:  Support professional development of MTCU-funded service delivery organizations to effectively deliver the LBS Program.

	MTCU Priority Supported
	Specific Deliverables and Products (Outputs) with Completion Date
	Evidence of Results and Analysis of Evaluation Feedback provided by LBS Service Delivery Organizations and other Key Stakeholders (please attach any relevant documents)
	Support Organization comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


	SERVICE CATEGORY 5A:  Support the production and integration of research and development results and products that are linked to and support the LBS Program.

	MTCU Priority Supported
	Specific Deliverables and Products (Outputs) with Completion Date
	Evidence of Results and Analysis of Evaluation Feedback provided by LBS Service Delivery Organizations and other Key Stakeholders (please attach any relevant documents)
	Support Organization comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


REPORT ON ACTION ITEMS FROM PREVIOUS MONITORING MEETING (if applicable)
	MTCU Priority Supported
	Specific Deliverables and Products (Outputs) with Completion Date
	Evidence of Results and Analysis of Evaluation Feedback provided by LBS Service Delivery Organizations and other Key Stakeholders (please attach any relevant documents)


	Support Organization comments

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     

	     
	     
	     
	     


SECTION 4: MONITORING CHECKLIST FOR SUPPORT TO OALCF ORGANIZATIONAL CAPACITY
BUILDING PROVIDED BY REGIONAL NETWORKS AND SUPPORT ORGANIZATIONS TO LBS SERVICE
DELIVERY ORGANIZATIONS AS PER SECTION 5 OF THE 2011-2012 LBS BUSINESS PLAN
	Monitoring Questions for Regional Networks and Support Organizations re: Supports to LBS Service Delivery Organizations


	YES 
	NO
	Describe Evidence Viewed to Support Yes/No Rating
	Comment/ Action 

	1.
	Did you conduct a needs analysis of what the service delivery organizations identified in their revised Section 5’s?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	2.
	Did you check in again with the service delivery organizations after they had participated in the spring and fall OALCF Implementation Training events?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	3.
	Did you ask what supports the service delivery organizations actually wished to receive from you, and in what format (e.g. newsletter, training, survey, etc)?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	4.
	Did you have a mechanism early in the process to identify potential mentors and coaches?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	5.
	Did you offer a draft list of service options, based on the input of the service delivery organizations and the available mentors and coaches?  

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	6.
	Did you identify the criteria you used to develop your final OALCF supports service plan?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	7.
	Did you communicate clearly your intentions, the options, your final plan, and the logistics of accessing services?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	8.
	Were you readily available throughout the process? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	9.
	Did you identify early in the process how you would evaluate your services (e.g. survey, feedback, etc)? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	10.
	Did your staff attend the implementation training to familiarize themselves with OALCF? 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	11.
	Did you communicate to service delivery organizations that they were able to access services from both regional networks and support organizations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	12.
	Did you determine what the service delivery organizations intended to access from each support organization early in the process?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	13.
	Did you establish a communications protocol at the outset and did you ensure ongoing communication throughout the delivery of services?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	14.
	Did you have a means of resolving issues?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	15.
	Did you lay out your services according to the needs of the service delivery organizations and the other services being provided?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	16.
	Did you focus your supports on those areas that you were mandated to provide?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	17.
	Did you ensure that your evaluation process was focused, in part, on the coordination of its services?


	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     

	18.
	Were you respectful of other support organizations’ services and roles?

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     
	     


	TCU Consultant comments, signature and date.

	Manager’s comments, signature and date.
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