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Ontario Council of Agencies Serving Immigrants

Professional Educain and Training (PET) Project
Objective

The PET Project is to provide professional development and training for settlement service workers,
with a view to increasing skills, knowledge and capacity to deliver client services.

Through the Professional Education and Training (PET) Rsyggorted by Citizenship and

Immigration Canada, OCASI is able to offer support for individual amalige group training for staff

from settlement service agencies. This training is available to staff whose positions are funded under

the Immigrant Setement Adaptation Program (ISAB)ch as, ISAP counselldResettlement

Assistance Program (RAP), HOST, Job Search Workshops (JSW), Settlement Workers in Schools (SWIS
Library Settlement Progra.SP)as well asstaff of an agency hired to coordinat¢Psmanagers

and coordinators within the ELT and LINC programs and the Newcomer Settlement Program (NSP).

Eligibility:

Individual: Staff who are eligible under these funded categories may apply for and, if approved, be
reimbursed up to $750 upon completi of the approved course.

NOTE: Staff on maternity leave is also eligible to apply
Organization:Agencies which are funded to provide these programs may apply for and, if approved,
be reimbursed up to $2000 (for facilitator's fees) foHouse Group Tiing designed to enhance

organizational capacity and knowledge sharing

Note: PET will approve, depending on the size of the agency, up to 5 people per agency in one fiscal
year.

Note: Approved participants must inform project staff immediately if tlegg unable to undertake
the course, to enable fast reallocation of funding.

Condition

All courses must be registered for and completed within the same fiscal yeardr
before March 31 pf a fiscal yeay.
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Ontario Council of Agencies Serving Immigrants

Professional Education and Training (PET) Ribje

New Onh-line Tool

Getting Started

Reaqistration:

If you are applyingar PET you will have to register.

PET - Protessional Education Training

Start tracking your professional development activities with "My Portfolio”.
You can also apply for PET subsidies online!

Sign up now!
Ermail *
Password *
Confirm Password *
Account Type * Choose account type E

Register

Didn't receive a validation ermail? Click here to resend a copy.

FirstfilAy @2dzNJ SYFAf | RRNBFP&aa OLINBFSNIofeée @2dzNJ | Sy
character or more, then confirm yquassword.

Account Type If you are applying to take individual classes to upgrade your skills, click on the
dropdown box and highlighihdividualQ

Note Carefullylf you are applying on behalf gour agency fotn-house Group fiainingclick on the
dropdown box and highligh2 NBA I yAT I GA2y Q

Next, click on registerwatch foramessage at the very top of the page dziT R2y Qi Qf 2a$S 2
go and check your email firsAn email should now have gone to the email address you used to

register. If you didnt receive a validation email, go to the statement underneiiitag 2 NR WNB I A a 0
andclickhereto resend a copyOtherwise yowshouldget anemail similar tothe one below.
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http://pet.settlement.org/resend_activation.aspx

Ontario Council of Agencies Serving Immigrants

Thank you for gyning up for PET

Your login information is Xxxxx

Email:xxxx@.xxxx.org

Password: 0000000

Before you login to the PET System, you must verify your accayntlicking the
following link:
http://pet.settlement.org/validate.aspx?email=csorensen@dixiebloor.org&token=36918416

Follow the instruction on this email. This email will take you back to the PET website at
the registrationpage Watchfor the verification message athe top of the page.

PET

Professional Education & Training

Ermail Password Login || Mo Account? Register
Main Menu 4 | PET - Professional Education Training
Home
FAQS Start tracking your professional development activities with "My Portfolio”.
ik You can also apply for PET subsidies online!
Links Sign up now!
Training Institutions
About PET Ermail *
Contact PET Password
Confirm Password *
Account Type * Choose account type ﬁ
Register

Didn't receive a validation emai? Click here to resend a copy.

New PET Online Tool

Welcome to the new PET onlne application and professional development tracking webstte. This tool is brand new and we
are stil in the BETA or testing phase. Please send any feedback to petonline@ocasi.org.
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Ontario Council of Agencies Serving Immigrants

Fillingin your Profile

Once you have received verification, you can now log on and fill in your profile.

When completing your profile be sure to fill in all the fields, &dde A y
extensionnumbers and secondary telephone numbers.

i KS Otlhag

Note carefully Fll in yournamesas asked by each box, which is as follows:

First Name

Middle Namt

Last Name

—
—
—

DO NOT put anything in these boxfsew passwordConfirmpassword unless you
havedecided to make changes to yoyassword.

2010

PET Menu
User Menu
My Portfolio
My Profile

Add Past Courses/Workshops

Main Menu
Home
FAQS
Links
Training Institutions
About PET
Contact PET

*

My Profile

LB you are applying for PET funding you need to complete the information requested below. If you are not applying for PET
funding this page is optional.

T - Indicates this field is required before submitting a PET application

First/Middle/Last NameT
Addresst

Suite/Unit

Cityt

RegionT

Provincet

Postal Codet

Agency NameT

Telephone/ExtT

Secondary Telephone/Ext

Fax

Ermail

Joined Sector InT
Position TypeT
Programt

Full Time

Language Preference
New Password
Confirm Password

Update

Beverly

110 Eglinton Ave W
200

Toronto

Toronto & GTA
Ontario

M4R1AZ

QCASI
416-322-4950

238

ii_everton@hotmail.com
1994

Coordinator

ISAP

English

[ ) 4

Lawrence
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Ontario Council of Agencies Serving Immigrants

FilingIn® dzNJ t NPFAE S O2yi4QR

Whenyou havecomplete filling in your profile you mustlick on®! LJRF thiis3/essageappeas at

the very top of your pagel , 2 dzNJ LINB T A f S O # oeams thet§au havedeftdeitJIR I 1 SR €
something in your profile which is essential to PET reporting. For example, if you do not find your
region, call 416322-4950, ext. 238nd we will add it for youThisis important, and hato be done in

order for you to submit an application

1. Submiting IndividualCourse Application

At the PET menu othe left side ofyour screen click on"Submit Applicatiort
You will notice your file is shown at the top of your page, and below is @aurse Information

Adrrin Menu # || Submit Application
PET Menu
Submit Application & e the "add Course/Workshop” link below to begin your application process. You can add more than 1 course per application.

Once you have added your course(s) press the "Submit Application” button to send your information.
Submit Evaluation

Submit Reimbursemant Claim PET will approve, depending on the size of the agency, up to 5 people per agency in one fiscal year.

Search Course Evaluations Personal Information
User Menu
First/Middle/Last Name | Beverly Lawrence
My Portfolio
Agency MName OCASI
My Profile ) ]
Address 110 Eglinton Ave. w. Suite/Unit
Add Past Courses/Workshops
City Toronto
Main Menu *
Province Ontario [~ ]
Postal Code M4R1A3
4163224950
Telephone/Ext
Fax
Errail blawrence@ocasi.org
Position Type Coordinator
Full Time v
Years In Sector 16
Program ISAP
Click here to correct information.
Course Information

% Add Course/Workshop... Course/Workshop Mame Educational Institution Start Date | End Date | Fee

You currently have not added any courses/workshops

Submit Application
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Ontario Council of Agencies Serving Immigrants

AddingCourse Information

Instructions: Use the "Add Course/Workshop" link below to begin your application process. You
can add more than 1 coursepapplication.

1. Fill in the name of the courgeourse codes are not aeptable)

2. Use the drop down box to select the institutiddo through all the names carefully to ensure
that the institution of your choice is not listed there before adding a nee. &hen adding a
new one make sure the name gpelled correcty.

3. Start and End dates: Make sure your start date is different from your end(ela¢a ifit is a
one-day workshop you are attending)

4. Fee: Rt the fullcoursefee including the text book ammt, excludeHSTHSTapplicable will
be paid when reimbursed

5. Click m \UpdateCbefore pressngthe "Submit Applicationt button to send your information.

Note carefully: You should received this message via the email address yodiwisen registered:
Thank you for submitting your application. Please send a letter from your employer referencing
Application ID: XxXxxx

Note: PET will approve, depending on the size of the agency, up to 5 people per
agency in a fiscal year.

Lathwe¢! beyY 9YLX28SNDa [ SGGSNJI

The importance of the letter is to verify that your salary comes from either ISAP or NSP funds. Aslo, it
should state which of the programs you are working in e.g JISW/HOST/RAP/SWIEetmount in
your salary should NOT be included in this letter. A&wletter may be requested after 6 months.

Note: Sendletter to OCASI by fax or email
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Ontario Council of Agencies Serving Immigrants

Course Information
& add Course/Workshop... Course/Workshop Name Educational Institution Start Date End Date Fee

Course/Workshop Name

Organization Other ﬁ
Other

Start Date [~ End Date M

Fee

Update Cancel

Note carefully:Once your application has been approved ghould receive a similar message as the
one below via the email address you dsehen registeed:

One of the courses/workshop on application #100212 has been approved.
Here are the results of the review:

Course/Workshop: Counselling & Social Skills

Start Date: 09/12/2010

End Date: 12/12/2010

Requested Fee: $313.00

Approved Fee: $313.00

IMPORTANNOTE Approved participants must inform PET Project Coordinator
immediately if they are unable to undertake the course, to enable fast reallocation of
funding.
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Ontario Council of Agencies Serving Immigrants

Viewing Your Course Aplication Satus

Course Information

# MName Start Date ¥ | End Date Status
Solution-Focused
Select Sirnilarities Approaches to Working 12/10/2010 12/11/2010 Approved/In Progress
with Groups
Select Similarities Basic skills 1/7/2011 1/8/2011 Approved/In Progress

Submitting an Inhouse Group Trainig Application

Follow thesame instructionsibove¥ 2 NJ & dz0 YA G G A Y 3 | ywhahsuprRitinga Rdzl £ | L
workshop applicationFor more information on hmouse Group Trainingee page 18

Workshop DescriptionYou must fill a description of your workshop.
Traner Description: Write a short biography of the trainer.

Note carefully:You should received this message via the eaddress you uskwhen registered
Thank you for submitting your application. Please send a letter from your employer referencing
Application ID: XXXxx

Viewing YouiWorkshopApplication Status

Course Information

F Mame Start Date = | End Date Fee Status
Select Similarities | Qutcome Measures 6/15/2010 6/16/2010  $2,000.00 Complete
Page 1 of 1 (1 items) [1]
Show Attributes
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Ontario Council of Agencies Serving Immigrants

Viewing an organization Application

Viewing Organization Application #600014

Personal Information

First/Middle/Last Name Ahmed Hussein
Agency Thaorncliffe Neighbourhood Office
Address 18 Thorncliffe Park Dr SuitefUnit
City Toronto
Province Ontario ﬁ
Postal Code M4H 1N
Telephone o
Fax Course Name Outcome Measures
Organization Campus Logix
Email Start Date 6/15/2010
Job Position End Date 5;15;"2010
Course Fee £2,000.00
Allotrments Year to Date Approved Fee $2,000.00
Allotments Remaining for Ye As per the new modrnization of settlement program this session will help the front line
i Course Description workers to understand the reporting and evaluating settlement service outcomes for
Check for Similar Users e e]

Campus Logix founded in 2006 specialzes in capacity building within the non-profit
N sector especialy within settlernent services. Since 2006 Campus Logix has worked
Management Functions Trai iots with
ET LTI various organisations and province wide programs in initiatives ranging from evaluative
studies, program quality enrichment, program staff capacity building and agency
rmanagement capacity buiding.
Other Agencies MNfA

Course Information

#
Select | Similarities  Dutcome Measures ' 6/15/2010 | 6/16/2010  $2,000.00 Complete
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Ontario Council of Agencies Serving Immigrants

SearchCourse Ealuations

You can review evaluations to assist you in choosing which courses/workshops you would like to

apply for. Please note that tise evaluations arasersubmitted and that course fees may be
outdated.

You will be able toesarch by course or workshop title, then by the facilitator or the institution that
delivered the workshop

Adrmin Menu # || Search Course Fvaluations
PET Menu ® |
<ubmit Appicstion % You can use this page to search for evaluations, You can review evaluations to assist you in choosing which courses/workshops
w you would lke to apply for. Please note that these evaluations are user-submitted and that course fees may be outdzted.
Submit Evaluation
o ) Course/Workshop Name
Submit Reimbursement Claim

Offered By Any Institution E
Course/Workshop Responsivenass | Average or Better E

Search Course Evaluations

User Menu +
Facilitator Rated Average or Better
My Portfolio g E

Hy Profe Competency Al Competencies ]

Add Past Courses/Workshops FEINEL TS
Main Menu & Course/Workshop Name Repansiveness Offered By
Home
FAQS
Links

User Recommended | Fee
No Evaluations matched your search criteria

Training Insttutions
About PET
Contact PET

Pages: 1-0(0items)
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Ontario Council of Agencies Serving Immigrants

Training Institutions

dick the [+]sigh beside the organization name to find out more about the organization of your
choice.The addresses and telephone numbers are listed for your easy access.

PET

Professional Education & Training

3:41:42 PM - Ready @‘

Logged in as: Beverly Lawrence [blawrence@ocasi.org] (Admin} My Profile | Logout

Adrnin Menu 2
Dashboard
Manage Applications
Manage Evaluations

Manage Reimbursements

Training Institutions

English

ﬁ Change Language

" Below is 3 st of training institutions and Ontario colleges and universities. For more information on a particular organization, dlick
the [+] sign beside the organization name.

Drag a column header here to group by that column

Manage Competencies Organization Address City Province Postal Code Contact Number
Manage Positions
Manage Training Organizations Algonguin College of Applied 1385 Woodroffe .
Arts and Technoloay Avenue MNepean ON K2G 1v8 1-800-565-4723
Manage News ) )
Cambrian College of Applied 1400 Barrydowne
= X B,
Manage Users @ Arts and Technology Road Sudbury On P3A 3V8 1-800-461-7145
Manage Links Carletan University é%fs Colonel By Ottawa oN K1S 586 (613) 520-3663
Reports )
_ Centennial College PO Box 631, Station e oN M1K 5EQ 1-600-2684410
Accounts and Funding A
. Conestoga College Institute of
TR S I Technology and Advanced é?.raem”” Valey Kitchener oN N2G 414 (519) 748-5220
Manage Resources Learning
. 1450 Nakina Drive
PET Menu + Confederation College of .
. - Applied Arts and Technology PO Box 388, Station  Thunder Bay oM P7C 4W1 (807) 475-6213
Submit Application F
: : P.0. Box 385, 2000
; = r . -
Subrrit Evaluation ®  Durham College Simcoe Streat North Oshawa ON L1H 717 (905) 721-3033
Submit Reimbursement Claim Fanshawe College of Applied 1460 Oxford Street | . oN NSY 5R6 (519) 4524277
Search Course Evaluations Arts and Technology East PO Box 7005
i - i
User Menu ~ Flerning College : f 599 Brealey Drive Peterborough ON K31 781 (705) 749-5530
George Brown Colege o PO Box 1015, X
My Portfolio Applied Arts and Technology  Station B Toronto on M3T 278 (416) 415-2000
My Profile

Add Past Courses/Workshops

2010

Pages: 1-3 (30 items) [ 2

: |

Page 13



Ontario Council of Agencies Serving Immigrants

Reimbursementand Evaluations
1. Evaluations

Evaluations are iseparated into2 parts: PE€valuation and the course aluation

Course EvaluationThis page will only be shown to you once you have completed the
course or workshop.

Note carefully:Youmustsubmit 1 PET evaluatioper year and 1 evaluation per
course/workshop before you can beermbursed

P E I 12:01:55 PM - Ready @‘

Professional Education & Training

Logged in as: Beverly Lawrence [jj_everton@hotmail.com] (User) My Profile | Logout

PET Menu 4 || Submit Evaluation

Submit Application

Submit Evaluation Y vou must subrmit 1 PET evaluation per year and 1 evaluation per course/workshop before you can be reimbursed.

Submit Reimbursement Claim " You have not evaluated the PET Project this fiscal year. Please submit your evaluation by clicking the following

Search Course Evaluations link: *****5ubmit PET Evaluation™**=*

User Menu * Application ID Course/Workshop Name Start Date End Date Course Fee Approved Status
My Portfolio No Current Information to Display
My Profile

Add Past Courses/Workshops
Main Menu *

Home

FAQS

Links

Training Institutions

About PET

Contact PET Page 1 of 0 (0 items)

©2010 Ontario Council of Agencies Serving Immigrants (QCASI)
QCASI | Terms and Conditions | Privacy Policy
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2. Reimbursement
Reimbursement must be submitted through the PET website.
Note: Only when your course/workshop is finished will you see it listed on this page.

Instructions:At the PET Menu, click 8%{ dzo YA (i w S AavidfilzNdte3Shé SoyirseQ
information and the approved fee are already there. Put the address you would like your cheque to

be mailed tomake sure the street name $pelledcorrecty, and do not forget to put your
apartment number (where applicablesubmit the folbwing to OCASI:

1. A fee payment receipfa scannecklectronic receipt would be preferable)
2. Course completion statement (certificate of completion or grade report or statement) from
the appropriate training institution.

Adrin Manu + || Submit Reimbursement Claim

PET Menu +

1 You can use this page to submit reimbursement clims for approved PET courses/workshops. Only when the course/workshop is

Submit Appication finished will you see it lsted on this page.

Submit Evaluation
App Id Date of Request | Status

Subrmit Reimbursement Claim :

Search Course Evaluations S
User Manu +

My Portfolio

My Profie

Add Past Courses/Workshops
Main Menu +

Home

FAQS

Links
Training Institutions Page 10f0 (Dtems)
About PET

Contact PET

©2010 Ontario Councl of Agendies Serving Immigrants (OCASI)
QCASI | Terms and Conditions | Privacy Policy
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My Portfolio

Start tracking your mfessional development activities with "My Portfolio".
NOTE CAREFULLY2 dz R2Yy QU KI @S § 2youdpdrtidlio t 9 ¢ dza SNJ (G2 0 dzA f

At my portfolio page you caadd courses to create a setfaintain directory that would give more

accurate picture of your tiaing activities, such as, courses that were not taken through PET, or
workshops of personal interest that you have taken or will be attending, su¢chea®CASI

t NEFSaaAz2ylt 5S@St2LISyld /2y FSNBYOCES & @dedifdt SE] ¥ 0
settlement work.

My Portfolio

1 The "My Portfolic” page lists the courses you have taken through the PET Project or that you have added yourself.
Applying for PET Funding?

= Fill out your Profile
« Submit a PET application

You can also add past PET or non-PET courses/workshops you have taken to your Portfolio.

_9‘ = Course/Workshop that is part of a PET Application ‘ = Self-Added Course/Warkshop
Drag 3 column header here to group by that column
Course/Workshop Name Start Date End Date Fee Status

You currently have no courses/workshops in your portfolio.
Add Course/Workshop Or Submit Application

Pages: 1-0 (0 items)
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AddingPast Course's or Non-PETCoursesto your Portfolio:

The idea of addingast course/s to your Portfoliis tohave a place where you couigckall your
courses workshops, seminars, et€his will be qui¢ helpful when creating a resume, and also, would

be easy to do a compilation of your courses if there should begaestfrom your manager or
coordinator.

Admin Menu # || Add Past Courses/Workshops
PET Menu *

Submit Aoplication  You can use ths page to add past PET or non-PET courses/workshops you would lke to keep track of to your Portfolio,
o * Your approved PET courses from 2010/11 onwards wil be isted here automaticaly.
Submit Evaluation

L , W Add Course/Waorkshop... Course/Workshap Name StartDate | EndDate | Fee Status
Subrmi: Reimbursement Clim

Search Course Evaluations No Current: Information to Display
User Menu +

My Portfolio

My Profile

Add Past Courses/Warkshops
Main Menu +

Home

FAQS

Links

Traning Institutions Pages: 1-0 (0 tems)

About PET

Contact PET

©2010 Ontario Council of Agencies Serving Immigrants (QCASI)
(OCASI | Terms and Conditions | Privacy Policy
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FAQS

Can OCASI hold funds for me or my agency?

PET will not hold fund unless you apply. Furadsanly be allocated for those that have completed a
PET application and been approv®ET will approve, depending on the size of the agency, up to 5
people per agency in one fiscal yeliis important to apply as soon as possible as there are always
more applications than we can approve.

Who Can Apply?

Eligible to participate in Individual Training are staff including frontline workers, managers,
coordinators, and executive directors who are directly funded by the Immigrant Settlement and
Adaptation Prgram (ISAP) and the Newcomer Settlement Program (NSP) such as:

Job Search Workshops (JSW)

HOST

Library Settlement Program (LSP)

Resettlement Assistance Program (RAP)

Settlement Workers in Schools (SWIS)

ISAP Counsellors

Coordinators who are staff of an IBAgency hired to coordinate LIPs

=A =/ =4 =4 -4 A -2

Coordinators and Managers in the following programs are also eligible to receive support:

1 Enhanced Language Training (ELT)
T Language Instruction for Newcomers to Canada (LINC)

How to Apply?

Course Selection Process

Coursego be undertaken by participants will be approved by OCASI on an individual basis.
Settlement staffivho would liketo apply for funding under the PET projéxséncouraged to search for
and select partime courses of their choice, delivered through vas@ducational institutions across
Ontario, including, but not limited to community Colleges, Universities, Boards of Education, and
Private Institutions.
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Ontario Council of Agencies Serving Immigrants

Application Process for Individual Applicants
ToRegister
1. Interested participants should read PBformation and follow application procedure outlined
in this document.
2. AnSYLJ 28SNNa f SGGSNI O2y TANY WY BEere§uedtdd 2 @ YSy

3. Applicants must undertake the course upon receipt of approval from OCASI.

Note: Approved participants st inform project staff immediately if they are unable to undertake
the course, to enable fast reallocation of funding.

Reimbursemenfor Individual Course/s

All eligible participants are entitled to a reimbursement of the course fee up to a maximund@f $7
for individual trainingTo be reimbursed, participants musibmitto OCASI

1. An originalfee payment receipfelectronically)
2. Acourse completiordocument(certificate of completion or grade report or statement) from
the appropriate training institutio.

At the PET project website

1. Complete PET project and course evaluation forms
2. Complete reimbursement claim form

Condition
All courses must be registered for and completedor before March 31pf every fiscal year
In-house GroupTraining

Under the EET project, an eligible agency may apply for up to $2000 to undertakeuse Group

training. The funding for Hrouse training DOES NOT cover accommodation, transportation, meals or

refreshments.

2010 Page 19
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Ontario Council of Agencies Serving Immigrants

Why OCASI EncouragesHiouse Group Training

While 287 settlement workers benefited from individual training in the fiscal y2@09201Q in the
same yeara total of 263settlement staff benefited from hiHouse Group Training organized by 13
ISARagencies under the PET project.

OCASI encouragestouse Grop Training because:

1 The training costs less, since participants from several agencies can attend for the same cost
1 The training is tailored

1 It enhances collaboration among agencies, as the training can be organized by one or more
agencies for staff from group of agencies, enabling staff from the smaller agencies in
different regions to participate

1 It enables exchange of ideas between agency staff who do similar jobs in different agencies
1 Training needs are analyzed by the participating agencies, whtalisemotivation and buyn

1 Staff involved more directly in the work to which the training applies thnaking the training
even more relevant.

OCASI Application Review Process

In-House Group Training applications go through the OCASI review procéssRiyTt Coordinator

and the PET Managedtach application is reviewed on the merits of each proposed program.
However, reviewers look favourably on proposals that successfully argue the urgency or critical
nature of the problem to be addressed by the traigj and those that have broad reach, involving
more participants either from one or more organizations. In this respect, joint training sessions with
staff from other agencies as a means of maximizing value and minimizing cost are encouraged.

OCAS&ncourayes proposals with the following qualities:

Clearly defined program purpose
Evidence of sufficient institutional support
Sufficient number of trainees to ensure value for money

Demonstration that the proposed trainer(s) have provided high quality serincgmilar work

= =/ =2 A =

Having a plan to coordinate training and sharing of training resources among agencies.
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Ontario Council of Agencies Serving Immigrants

Workshop TopicSelection Criteria

Agencies are encouraged to search #ord to propose their own Hmouse workshops. Following

many requests that caento OCASI PET staff regarding ideas tbtduse training themes and

possible trainers, a Directory of PotentialHiouse training workshops and potential Trainers is being
updatedas a resource to facilitate of uptake offHouse training opportunitie$SAP agencies are
requested to contribute to the development of this resource by providing PET project staff with
information on potential workshops offered by their agency or by effedaeditatorsthey might

have used in the past.

Guidelines for IRHouse Group Training

Agencies are requested to ensure that there is value for money when planrthguise Group
Training. OCASI advises agencies to continue exhibiting the following positive features that emerged
from previous IAHouse Group Training:

1 In-House Group Training being undertaken in all regions in the province and not just in
Toronto

Proactive analysis of training needs and planning-¢tdnse Group Training
As much as possible having staff from more than one agency attend each workshop
Applyingagencies ensuring absolute value for money when organizing training.

= =_ =4 =4

The proposed training being planned and taking place over a period, rather than being
undertaken as a single orgay event

T Ensuring that PET training support DOES NOT cover accommotaisportation and meals
or refreshments

1 Ensuring that trainers show demonstrated ability to tailor the training to the needs of the
sector rather than provide purely theoretical perspectives

T Agencies inviting staff from other OCASI member agenciesspitbialized expertise to
undertake training

1 Implementing a course evaluation and planning a future impact evaluation process as part of
the planned training activity
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OCASI Expectations of Potential Trainers

The following are expected:

1 Potential raining must fit within the OCASI identified skills areas for the sector (See Criteria
for course selection)

1 Potential Trainers must ensure high quality of training within the sector

1 Payment to facilitators is by the applying agency and not by OCASI. OCAS8tseatbe
applying agency only after completion of the course

1 OCASI does not go into any individual contracts with any trainers or training institutions, but
will guide agencies on trainer selection/recruitment, when requested, and will, where
possible, asist in negotiating a fee discount

In-House Workshop Evaluations

The Irhouse workshop Evaluation Form is in ET Ment8ubmit Evaluatio@section. All
participants inthe trainingmust be requested to completecourse evaluation fornf-rom this, the
event organizer must fill and submit both the PET evaluation and the workshop evaluation.

Reimbursementor In-house Group Training

It is the responsibility of the applying agency to contract and pay the trgiaadsto claim a
reimbursement from OCASL.G A& y20 h/!{LQa NBalLRyaArAoAfAde

To be reimbursed, agencies must submit all of the documentation below:

1. PET INHOUSE REIMBURSEMENT CLAIM FEB&NU becompletedat the PET websitey
the in-house training workshop organizer
2. Atthe PET website, @mpletedPETand the IN-HOUSE WORKSHOP EVALUATION F@RMS
be completed byhe workshop organizer
An originalfee paymentRECEIPand/or cheque stub from applying agency
A completionletter from the trainer/facilitator

> w
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