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Welcome!

This manual provides information about the EXCEL Certificate Program, including:
* Program Information

* Feesand Course Pricing

* Course Access

* Contacting Your Course Tutor

* Assignments If you have any questions about anything

o EXCEL Certificate outlined in this manual, please contact
e Policies the EXCEL Program Coordinator:
excel@olservice.ca
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What is the EXCEL Certificate Program?

The EXCEL Certificate Program is:

* Asynchronous, on-demand adult learning for public library workers;

* Aflexible and practical opportunity to develop core skills in all areas of public library service in Ontario;
* Supported by course tutors with subject matter expertise; and

* Coordinated and maintained by Ontario Library Service.
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Program Overview

The EXCEL Certificate Program is delivered via the LearnHQ platform, which allows students to:

* Enroll in any course, at any time

* Self-direct through the course experience

* Connect with tutors for support and feedback at any time

* Retain access to course content for one year from the date of enrollment
* Receive assignment feedback and completion status information
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https://learnhq.ca/#/login

Program Structure

EXCEL is made up of mandatory and elective courses. The EXCEL Program Certificate requires
completion of all six (6) mandatory courses and four (4) elective courses.

Students can either:
* take individual courses based upon need or interest, OR
* take all courses required to reach completion of the EXCEL Certificate

See the Ontario Library Service website and LearnHQ for more information.
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https://www.olservice.ca/consulting-training/excel
https://learnhq.ca/#/catalog/199b1897-573a-4f76-985f-8cae305a3499

Fees and Course Pricing

Registration and payment is completed through the LearnHQ portal. Each course is priced
individually with details listed in LearnHQ.

Special Note:

Those working in a First Nation Public Library in Ontario have free access to the EXCEL
Certificate Program and its courses. Please contact excel@olservice.ca to learn more and begin
the enroliment process.
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Course Access

Once you are enrolled in a course, you can start at any time. Access to course content is
available for one (1) year from the date of enroliment.

To access course content:
Login to LearnHQ

Select the course you want to start or resume from the “My Courses™ tile of your account dashboard

Begin by reviewing the Course Overview module (also where you’ll find the course tutor contact information)

Proceed through the course material at your own pace
* Check out the “Resources™ tab of the course for additional materials and assignment information
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Contacting Your Course Tutor

Upon enroliment, you will have access to a course tutor:

* Each course has a dedicated tutor with subject matter expertise — they are available to answer questions
about the course content and to provide mentorship and assistance.

* Tutor contact information is provided as part of the Course Overview Module of each course.

* Most communication with tutors happens through email. Tutors are not expected to engage in telephone or
virtual meeting contact with students. If you have a need to speak to your tutor via telephone or virtual
meeting, you must set this up in advance by emailing your tutor to make a special request.
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Assignments

To complete each course, you must submit and pass the final assignment.
The assignment will be marked as either Approved (Pass) or Declined (Fail) by your tutor.

Instructions on how to submit and re-submit assignments are provided in the Course Overview Module of each
course.

Whether your assignment is Approved or Denied, you tutor will provide feedback on the assignment, which will
be found under the "Uploads' tab of each course.
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Assignment Tips and Tricks

* Avoid special characters (commas or apostrophes) in assignment file names.

* |f your assignment is Declined by the course tutor, you can make changes based on their
feedback and re-submit as many times as needed to reach Approved status.

* Course completion certificates are found in the “Transcripts™ section of your LearnHQ
account.

* Reference the assignment evaluation rubric in advance of submission. Find the rubric in the
course “Resources™.
* Ask for help when needed:

* Email your course tutor at any time to ask a question or discuss the course content / assignment.
* Email the EXCEL Program Coordinator (excel@olservice.ca) at any time with questions or concerns.
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Program Certificate

To be eligible for the EXCEL Program Certificate, the following requirements must be met:

* Completion of 10 courses
* Six (6) mandatory courses and four (4) elective courses

e All'10 courses must be completed within a five (5) year period from the date of enroliment in
the first course.
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Program Certificate

Upon completing all necessary requirements in the EXCEL Certificate Program, enroll in the
"Request Your EXCEL Certificate" course in LearnHQ:
* (Click on the "Start" button and confirm the request for your certificate.

* The EXCEL Program Coordinator will review your request and transcript to confirm completion of the
program requirements. This review is completed on a monthly basis.

* Upon receiving an email confirmation that you have completed the certificate request course, that
course will then appear in your LearnHQ transcript. By selecting this course in your transcript, you will
be able to access an electronic copy of your certificate for download (a paper copy can be issued by mail
upon request to the EXCEL Program Coordinator, excel@olservice.ca). You can access your transcript by
clicking on the “Transcript’ tile of your LearnHQ dashboard.
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Policies — Enrolilment and Fees

* Enrollment for all EXCEL courses is done within LearnHQ. This Learning Management System (LMS) is hosted by Ontario Library
Service and requires the creation of a free LearnHQ account to access content and enroll in courses.

* Fees for EXCEL courses are non-refundable. In case of an accidental enrollment, students should contact the EXCEL Program
Coordinator (excel@olservice.ca) as soon as possible.

* Payment for enrollment is completed online through the LearnHQ portal. All major credit cards are accepted.
* Enrollment is non-transferable. The account holder who enrolled is the only person who can access the course.

* Group enrollment options are available. Contact the EXCEL Program Coordinator for more information.
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Policies — Course Access and Extensions

* Students will have access to course content for one (1) year from the date of enroliment.

* Course extensions beyond the one-year mark will be granted on a case-by-case basis by the EXCEL Program
Coordinator (excel@olservice.ca).

* Copyright of all course materials is held by Ontario Library Service. Course content cannot be shared or reproduced
without prior authorization from Ontario Library Service.

* Students enrolling in this program must have basic computer and Internet skills. All course content is delivered online
and accessed through the LearnHQ platform. Course content will not be provided in paper format (except for non-
interactive, accessible pdfs of course content being available upon request or in the Resources section of each course).

* Students who wish to withdraw from an EXCEL course, must notify the course tutor and the Excel Program Coordinator
(excel@olservice.ca) in writing. Students who choose to withdraw from a course will no longer have access to course
content. Course fees will not be refunded in the event of a withdrawal.
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Policies - Course Work and Assignments

* Assignments must be submitted in the format specified in the assignment instructions and must be professional in
presentation. Tutors may ask students to re-submit an assignment if the quality, format, or presentation is deemed to
be unsatisfactory.

* Assignments are marked either Accept (pass) or Decline (fail). In order to receive a passing grade, students must fulfil
the requirements outlined in the assignment instructions to a degree deemed satisfactory by the tutor. Letter grades or
percentages will not be assigned to completed assignments.

* Declined assignments can be rewritten and resubmitted to the course tutor within the LearnHQ platform, so long as the
assignment resubmission takes place within the one-year course completion deadline and takes into consideration the
resubmission feedback and guidance provided by the course tutor.

* Students must complete the final course evaluation feedback survey to achieve course completion status.
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Policies - Program Certificate

All program requirements must be completed in full within five (5) years of enroliment in the first course

Students must enroll in the “Request your EXCEL Certificate™ course to be eligible

Certificate requests are reviewed and confirmed by the EXCEL Program Coordinator monthly

Access to the EXCEL Certificate will be available through the student’s transcript in their LearnHQ account
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