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 USING THIS WORKBOOK

In light of the importance of school-community collaboration, the Ministère de l’Édu-
cation, du Loisir et du Sport du Québec (MELS) has supported the development of the 
CLC Framework for Action. It outlines a series of steps that schools, vocational and 

adult training centres and community groups can use to create a CLC. 

MELS then mandated LEARN to revise and publish the Framework, and to create other 
related materials. All LEARN publications supporting CLCs are available on the CLC 
Web site under the general series title, The CLC Resource Kit.

In order to assist schools, centres and community groups to implement the Framework, 
LEARN produced the Guidebook for Implementing a Collaborative School-Community 
Partnership to provide practical and user-friendly suggestions as to how to achieve the 
purpose of and undertake the actions foreseen for each step.

Then LEARN produced a series of Templates, which are contained in this Workbook for 
Individualized Planning. Like the Guidebook, it has been written for those assuming a 
leadership role in coordinating each of the Five Steps in the Framework.

1 
Explore

2 
Initiate

3 
Plan

4 
Implement

5 
Evaluate

This Workbook contains a facsimile of these templates that you can use to construct 
‘instruments’ for collecting data, measuring performance, etc., as well as ‘forms’ for 
recording information (e.g. a work plan). It is provided in a Word version ( ); so that 
you can create your own instruments and forms adopting or adapting the templates 
as you see fit. Each main section of the Workbook corresponds to one of the five steps 
shown above.

Instructions for using the templates are found in Templates for Collaborative Action Plan-
ning (Revised Ed.), published in a PDF version ( ), signalled by a cross-reference ( ) 
in the right margin, as shown here. These instructions include credits for any source 
materials used to develop templates contained in this Workbook, with full bibliographic 
details provided in the Reference List.

The   
Framework 
for Action

 Templates, p. #
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Templates and Templates
The following provides a list of templates and templates found in the Workbook for each 
step of the Framework.

TEMPLATES AND TEMPLATES

1 EXPLORE

1.1 Your Synthesis of Community Schools

1.2 Community Boundaries
A Vision of Your CLC

1.3 Your Readiness Quotient (RQ)

2 INITIATE

2.1 A Map of Community Needs and Assets

2.2

Partner Mission Statements
Results Areas
Guiding Principles
Harmonizing Mission Statements
Draft Mission Statement

2.3
Structuring Your CLC
Assigning Roles and Responsibilities
Allocating Resources

2.4 The Partnership Agreement

3 PLAN

3.1
Points of Convergence
Statement of Intended Results

3.2

Analyzing Proposed Services
Service Activities
Service Activities Work Plan
Monitoring Service Delivery

3.3

Analyzing Capacity-Development Needs
Capacity-Building Activities
Capacity-Building Activities Work Plan
Monitoring Capacity Building

3.4

Statement of Ethics
Evaluation Boundaries
Evaluation Work Plan
Evaluation Grid

3.5
Harmonizing Strategic Planning
The Action Plan
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TEMPLATES AND TEMPLATES

4 IMPLEMENT

4.1 NA

4.2 NA

4.3 NA

5 EVALUATE

5.1
Creating a Sample
Sample Consent Forms
Sample Instruments

5.2
Quantitative Data Analysis
Qualitative Data Analysis

5.3
Evaluation Check List
Auditing the Evaluation
Reporting to Stakeholders
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4  IMPLEMENT

1 
Explore

2 
Initiate

3 
Plan

4 
Implement

5 
Evaluate

4.1  Allocate Resources and Begin Service Delivery
(There are no templates for this step.)

4.2  Allocate Resources and Conduct Capacity 
Building

(There are no templates for this step.)

4.3  Monitor Service Delivery and Capacity Building
(There are no templates for this step.)
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5  EVALUATE

1 
Explore

2 
Initiate

3 
Plan

4 
Implement

5 
Evaluate

5.1 Collect the Data

Creating a Sample
Use this template to design either a representative or a purposive sample of one or 
more target populations.

A. Representative Sample

Target Population Sample

Group Number Number Percent

Students

Teachers

Parents

Community 
members

...

B. Purposive Sample

Group Purpose Criteria Number

Students

Teachers

Parents

Community 
members

...
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Sample Consent Forms
Adapt the following to obtain consent from anyone requested to act as a direct partici-
pant in the evaluation of the CLC.

PARENTAL CONSENT LETTER

Dear Students and Parent or Guardian:

By now, we hope you have heard about [name of CLC] which is completing its first year  
of operation. Briefly, our CLC was formed [include a brief statement about the CLC  
and its partners].

This letter is to inform you that we are conducting an evaluation of the centre's performance 
in relation to various matters that we think are important for us.

The purpose of our study is to collect, analyze and communicate information about the centre 
to staff, students, parents and the community, and to use this information for developing 
action plans for the future. Data will be gathered from documents and records as well as 
from other sources such as questionnaires completed by students, teachers and parents.

We are presently organizing a public forum to focus on teaching and learning in our centre, 
including a panel of students, and open to members of the school community and the media. 
Panel members will be asked to give their opinions on their experience in this school in 
relation to the topic and to participate in an exchange with fellow panellists, moderated by 
a member of the evaluation team. The moderator will provide for a brief time for questions 
from the audience which students will be invited to answer if they wish.

We hereby request your agreement to allow your child to participate as a member of this 
panel, in accordance with the attached Declaration of Consent form.

We appreciate your cooperation and ask students and parents of students who are under  
18 years of age to please sign the attached consent form and return it to the centre by [date]. 
If you have any questions, please phone me at [telephone number].

Yours very truly,

[Name],

[Title]

[Name of CLC]

 Templates, p. #
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DECLARATION OF CONSENT

Name of Student Name of Parent  
or Guardian

I am a parent or guardian of the student named above. I understand that the [name of CLC] is 
conducting an evaluation of its performance; I have read and understood the covering letter 
and [if applicable] information flyer which was attached to this form.

I consent to my son, daughter or ward participating as a panellist in a public forum on 
teaching and learning, to be held at [time, date and place]. This consent is given on the 
understanding that:

• participation is voluntary and this consent may be withdrawn at any time

• the forum will be audio taped by the centre but these tapes and the notes taken by team 
members will be treated confidentially

• he or she will not be identified in any report

Signature of Student Date

[ ] Please check here if you are 18 years of age or older.

Signature of Parent or Guardian
(For students under 18 years of age)

Date

I give my assurance that the information I receive will be used only for the purposes of the 
study, according to the terms and conditions described to you.

Signature of CLC 
representative

Date
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Sample Instruments
Use the sample instruments shown below as a basis for constructing your own instru-
ments for collecting data.

Thousand Hills CLC-Evaluating Our Performance
What Stakeholders Say

General 
Instructions

• The purpose of this instrument is to gather information about how well 
our centre is doing in relation to various topics. 

• There are no right or wrong answers and if you do not feel you can 
answer any particular question, please just check N for ‘no opinion.’ 

• Please do not write your name anywhere on this questionnaire so that 
your answers will be completely anonymous.

Background Data

Name of 
Organization

Respondent Role [ ] Student [ ] Teacher [ ] Parent [ ] [ ] 

[ ] [ ] [ ] [ ] Other:

Grade  
(Students only)

[ ] K [ ] 1 [ ] 2 [ ] 3 [ ] 4 [ ] 5 [ ] 6

[ ] SI [ ] SII [ ] SIII [ ] SIV [ ] SV 

Gender [ ] Male [ ] Female

Teaching and Learning

Below you will find a series of statements. For example: My school has a friendly atmosphere. 
We would like you to tell us how much each one reflects your experience at school by placing a 

check mark ( ) in the box under the appropriate number in the space provided, using this scale:

1=Strongly Disagree 2=Disagree 3=Agree 4=Strongly Agree N=No Opinion

# Statement Rating

1 2 3 4 N

1 My school is challenging me to do my best.

2 This school makes me feel that I belong here.

3 My school is helping me to develop a curiosity 
for learning.

4 My school is helping me to develop the ability to 
learn on my own.

5 My school is helping me to learn to get along 
with others.

 Templates, p. #
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Parental Involvement

Please check ( ) how often you participate in the activities listed below respecting 
the education of your child, using this scale:

1=Never 2=Rarely 3=Occasionally 4=Frequently N=No Opinion

# Statement Rating

1 2 3 4 N

1 Assisting your child in doing homework 

2 Checking that homework is completed

3 Responding to teacher communiqués

4 Attending parent/teacher interviews

5 Reviewing progress reports with your child

School Facilities

Please check ( ) the rating that best reflects the general condition of your school building, 
using this scale:

1=Very Poor 2=Inferior 3=Standard 4=Superior N=No Opinion

# Location Cleanliness # Maintenance

1 2 3 4 N 1 2 3 4 N

1 Classrooms 11

2 Hallways 12

3 Washrooms 13

4 Gym 14

5 Library 15

6 Entrance 16

7 Staff Room 17

8 Office 18

9 Cafeteria 19

10 Grounds 20
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Voices from the Community 

Start-Up
(10 min.)

• [Intro] Good evening, my name is … I have been asked by the Thousand Hills CLC to moderate this focus 
group. My colleague, …, is going to record our discussion and keep notes. More about this role in a 
minute but first let me explain why we are here.

• [Purpose] All of you recently attended a program for community volunteers offered by the CLC. Some of 
you completed the program and others did not. As part of an evaluation of the CLC, we would like you to 
help us identify the strengths and weaknesses of this program, how well it met your needs and what you 
think might improve it. Before we begin, let me briefly go over the ‘ground rules’ for this session.

• [Ground rules] Although we are recording this session, all material gathered here will be kept 
confidential. First names only will be used in the discussion and you will not be identified in any report.  
I will do my best to see that everyone has a chance to contribute so, because our time is restricted, some 
of you may be asked to limit your comments. Finally, rest assured that this session is not a ‘feel good’ 
exercise: we want to know what you really think and all constructive feedback is welcome.

• [Participant intro] Let’s go quickly around the table so you can each introduce yourself-just your first 
name and a brief word about yourself.

Discussion
(90 min.)

Guiding Questions Probes*

• Why did you sign up for this program? • Identification of different motivations, individual 
circumstances

• Can you briefly describe your experience in 
this program: what was it like for you?

• Different aspects of the program; delivery, materials; 
interactions with instructor and peers

• Can you briefly explain why the program 
met or did not meet your expectations?

• Any mismatch between individual and program 
expectations; reasons for dropping out (personal versus 
program)

• What would you say were the major 
strengths and weakness of the program?

• Search for any patterns relating to participants or 
program; how weaknesses could be improved

• Have you had a chance to make use of what 
you learned?

• Strength of linkages between program and anticipated 
outcomes; how program helped or did not help in real-
life situation

Wrap-Up
(20 min.)

• In closing, is there anything that anyone would like to add? Thank you for your cooperation and input; it 
has been very helpful. We are planning to complete our report by [date] which will be available on our 
Web site: …   

*  Probes necessarily include follow-up on unexpected input from the general discussion.
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5.2 Analyze the Data

Quantitative Data Analysis
Use this template to design the data file structure and various displays of quantitative 
data, and then to analyze these data.

SAMPLE DATA FILE STRUCTURE

Res B1 B2 Q1 Q2 Q3 Q4 Q5

1 1 1 3 3 3 3

2 1 1 3 3 3

3 1 1 3 3 3 3

4 1 1 3 3 3 4

5 1 2 3 4 3 4 2

6 2 2 2 3 3 4 2

7 2 1 3 2 3 3 2

8 2 2 3 3 3 4 3

9 2 1 3 3 3 2

10 2 2 3 3 3 3 3

11 3 2 4 4 4 4 3

12 3 2 4 3 4 3

13 3 2 4 4 3 3

14 3 2 2 3 3 3 3

15 3 2 3 3 2 3 2

FREQUENCY DISTRIBUTION OF RESPONSES BY ITEM

Item
Response Categories

Total
1 2 3 4

Q1 0 2 10 3 15

Q2 0 1 11 3 15

Q3 0 1 8 2 11

Q4 0 0 7 4 11

Q5 0 5 9 1 15

Total 0 9 45 13 67

 Templates, p. #

The Community Learning Centre 49



FREQUENCY DISTRIBUTION OF ALL RESPONSES COMBINED

1 2 3 4

10

20

30

40

50

PERCENTAGE DISTRIBUTION OF RESPONSES BY ITEM

Item
Response Categories 

Total
1 2 3 4

Q1 0 % 13 % 67 % 20 % 100 %

Q2 0 % 7 % 73 % 20 % 100 %

Q3 0 % 9 % 73 % 18 % 100 %

Q4 0 % 0 % 64 % 36 % 100 %

Q5 0 % 33 % 60 % 7 % 100 %

Total 0 % 13 % 67 % 19 % 100 %

DISTRIBUTION OF MEAN RESPONSES

Item
Respondent Groups

All
Students Teachers Parents

1 3.00 2.80 3.40 3.07

2 3.20 2.80 3.40 3.13

3 3.00 3.00 3.20 3.09

4 3.33 3.40 3.33 3.36

5 3.00 2.40 2.80 2.73

DATA COLLECTION POPULATION, SAMPLE AND RESPONSES

Respondents
Number

Percent
Total Sample Response

Students 589 589 423 72%

Teachers 32 32 21 65%

Parents 500 500 381 76%

Total 1 121 1 121 825 74%
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Qualitative Data Analysis
Use this template to design the data file structure and displays of qualitative data, and 
then to analyze these data.

SAMPLE QUALITATIVE DATA FILE STRUCTURE

N Q# Response

1 1

1 2

1 3

2 1

2 2

2 3

3 1

3 2

3 3

DATA SORTED BY ITEM

N Q# Response

1 1

2 1

3 1

1 2

2 2

3 2

1 3

2 3

3 3

 Templates, p. #
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RECORDING INTERVIEW DATA

Respondent Id:
Background characteristics:

Questions and Answers

Question 1 : …
Response

Question 2 : …
Response

OR

Verbatim Transcript

Int: …
Res: …

Int: …
Res: …

CODING AND SORTING QUALITATIVE DATA

N B1 … B5 Q# Des Inf Summary

1 1 Lib Pos

2 1 Lib Pos

1 1 Lib Nég

3 1 Lib Nég

1 1 Com Pos

2 1 Com Pos

2 1 Com Nég

SAMPLE DISPLAY OF CODED QUALITATIVE DATA

Descriptive  
Categories

Respondent Opinions

Positive Negative

Library •  …
•  …
•  …

•  …
•  …
•  …

Computer Lab •  …
•  …
•  …

•  …
•  …
•  …
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