
Quality Service Standards
Woodstock

Timelines
We aim to greet you within 5 minutes and direct you to the appropriate department.  At 
that time, you will be advised of the waiting period for your next point of contact.

We aim to see you at your scheduled appointment time.  If you are unable to attend your 
appointment on time, please be prepared to reschedule.

To respond to your needs as quickly as possible, we aim to introduce you to alternative 
sources of information, support and referral to other community service providers as 
required.

Reliability
We aim to provide you with staff who offer timely, accurate and up to date information 
and service.  When unable to answer your inquiry, we will redirect you to the most 
appropriate resource.

Vd vhkk qdrodbs sgd hmsdqdrsr ne bkhdmsr `mc rs`ee `khjd vgdm cd`khmf vhsg ƽm`mbh`k `mc
bnmƽcdmsh`k hrrtdr-

Accessibility
Service hours for in-person and telephone assistance in Woodstock are 8:30 am to 4:00 
pm, Monday to Friday and Wednesday evenings until 7:00 pm.

Twenty-four hour information is available via the internet at www.ceswoodstock.org.

Responsiveness
Vd vhkk `ooqn`bg bkhdmsr vhsg nodmmdrr+ ƾdwhahkhsx+ e`hqmdrr+ hmsdfqhsx+ bntqsdrx+ chrbqdshnm
and empathy.

We aim to explain the counselling processes in a clear and understandable manner.

We welcome your comments regarding services.  Please forward comments to the Director at:

Community Employment Services
40 Metcalf Street

Woodstock, Ontario
N4S 3E7

Your suggestions and complaints are appreciated.  They represent our opportunity to 
improve our services and meet your needs.  We will respond to your input within three 
working days.

Our Ten Privacy Principles
Vd g`ud `kv`xr addm `mc vhkk bnmshmtd sn ad bnllhssdc sn l`hms`hmhmf sgd `bbtq`bx+ bnmƽcdmsh`khsx
and security of any information you provide to us.  As part of this commitment, we are using the 
Ten Privacy Principles to govern our actions as they relate to the use of customer information.  
Community Employment Services invites you to review the principles, which have been built upon 
the values set by the Canadian Standards Association’s Model Code for the Protection of Personal 
Information and Canada’s Personal Information Protection and Electronic Documents Act.

Principle 1 - Accountability
Community Employment Services is responsible for maintaining and protecting the customer 
hmenql`shnm tmcdq hsr bnmsqnk- Hm etkƽkkhmf sghr l`mc`sd+ vd g`ud cdrhfm`sdc `m hmchuhct`k vgn hr
accountable for our compliance with the Ten Privacy Principles.

Principle 2 - Identifying Purposes
Sgd otqonrd enq vghbg btrsnldq hmenql`shnm hr bnkkdbsdc rg`kk ad hcdmshƽdc adenqd nq `s sgd shld sgd
information is collected.

Principle 3 - Consent
The knowledge and consent of the customer are required for the collection, use or disclosure of 
customer information except where required or permitted by law.

Principle 4 - Limited Collection
The customer information collected must be limited to those details necessary for the purposes 
hcdmshƽdc ax tr- Hmenql`shnm ltrs ad bnkkdbsdc ax e`hq `mc k`vetk ld`mr-

Principle 5 - Limited Use, Disclosure and Retention
Customer information may only be used or disclosed for the purpose for which it was collected 
unless the customer has otherwise consented, or when it is required or permitted by law.  Customer 
hmenql`shnm l`x nmkx ad qds`hmdc enq sgd odqhnc ne shld qdpthqdc sn etkƽkk sgd otqonrd enq vghbg hs v`r
collected.

Principle 6 - Accuracy
Customer information must be maintained in as accurate, complete and up-to-date form as is 
mdbdrr`qx sn etkƽkk sgd otqonrdr enq vghbg hs hr sn ad trdc-

Principle 7 - Safeguarding Customer Information
Customer information must be protected by security safeguards that are appropriate to the sensitivity 
level of the information.

Principle 8 - Openness
Community Employment Services is required to make information available to customers concerning 
the policies and practices that apply to the management of their information.

Principle 9 - Customer Access
Upon request, a customer shall be informed of the existence, use and disclosure of their information 
and shall be given access to it.  Customers may verify the accuracy and completeness of their 
information and may request that it be amended, if appropriate.

Principle 10 - Handling Customer Complaints and Suggestions
Customers may direct any questions or enquiries with respect to the privacy principles outlined above 
or about our practices by contacting the designated person accountable for privacy:

Director
Community Employment Services

40 Metcalf Street
Woodstock, Ontario

N4S 3E7



Quality Service Standards
Norwich

Timelines
We aim to greet you within 5 minutes and direct you to the appropriate department.  At 
that time, you will be advised of the waiting period for your next point of contact.

We aim to see you at your scheduled appointment time.  If you are unable to attend your 
appointment on time, please be prepared to reschedule.

To respond to your needs as quickly as possible, we aim to introduce you to alternative 
sources of information, support and referral to other community service providers as 
required.

Reliability
We aim to provide you with staff who offer timely, accurate and up to date information 
and service.  When unable to answer your inquiry, we will redirect you to the most 
appropriate resource.

Vd vhkk qdrodbs sgd hmsdqdrsr ne bkhdmsr `mc rs`ee `khjd vgdm cd`khmf vhsg ƽm`mbh`k `mc
bnmƽcdmsh`k hrrtdr-

Accessibility
Service hours for in-person and telephone assistance in Norwich are 9:00 am to 4:00 pm, 
Monday to Friday.

Twenty-four hour information is available via the internet at www.ceswoodstock.org.

Responsiveness
Vd vhkk `ooqn`bg bkhdmsr vhsg nodmmdrr+ ƾdwhahkhsx+ e`hqmdrr+ hmsdfqhsx+ bntqsdrx+ chrbqdshnm
and empathy.

We aim to explain the counselling processes in a clear and understandable manner.

We welcome your comments regarding services.  Please forward comments to the Director at:

Norwich Learning and Employment Resource Centre
41 Main Street West

Norwich, Ontario
N0J 1P0

Your suggestions and complaints are appreciated.  They represent our opportunity to 
improve our services and meet your needs.  We will respond to your input within three 
working days.

Our Ten Privacy Principles
We have always been and will continue to be committed to maintaining the accuracy, 
bnmƽcdmsh`khsx `mc rdbtqhsx ne `mx hmenql`shnm xnt oqnuhcd sn tr- @r o`qs ne sghr bnllhsldms+
we are using the Ten Privacy Principles to govern our actions as they relate to the use of customer 
information.  Community Employment Services invites you to review the principles, which have 
been built upon the values set by the Canadian Standards Association’s Model Code for the 
Protection of Personal Information and Canada’s Personal Information Protection and Electronic 
Documents Act.

Principle 1 - Accountability
Community Employment Services is responsible for maintaining and protecting the customer 
hmenql`shnm tmcdq hsr bnmsqnk- Hm etkƽkkhmf sghr l`mc`sd+ vd g`ud cdrhfm`sdc `m hmchuhct`k vgn hr
accountable for our compliance with the Ten Privacy Principles.

Principle 2 - Identifying Purposes
Sgd otqonrd enq vghbg btrsnldq hmenql`shnm hr bnkkdbsdc rg`kk ad hcdmshƽdc adenqd nq `s sgd shld
the information is collected.

Principle 3 - Consent
The knowledge and consent of the customer are required for the collection, use or disclosure of 
customer information except where required or permitted by law.

Principle 4 - Limited Collection
The customer information collected must be limited to those details necessary for the purposes 
hcdmshƽdc ax tr- Hmenql`shnm ltrs ad bnkkdbsdc ax e`hq `mc k`vetk ld`mr-

Principle 5 - Limited Use, Disclosure and Retention
Customer information may only be used or disclosed for the purpose for which it was collected 
unless the customer has otherwise consented, or when it is required or permitted by law.  Customer 
hmenql`shnm l`x nmkx ad qds`hmdc enq sgd odqhnc ne shld qdpthqdc sn etkƽkk sgd otqonrd enq vghbg hs
was collected.

Principle 6 - Accuracy
Customer information must be maintained in as accurate, complete and up-to-date form as is 
mdbdrr`qx sn etkƽkk sgd otqonrdr enq vghbg hs hr sn ad trdc-

Principle 7 - Safeguarding Customer Information
Customer information must be protected by security safeguards that are appropriate to the 
sensitivity level of the information.

Principle 8 - Openness
Community Employment Services is required to make information available to customers 
concerning the policies and practices that apply to the management of their information.

Principle 9 - Customer Access
Upon request, a customer shall be informed of the existence, use and disclosure of their 
information and shall be given access to it.  Customers may verify the accuracy and completeness 
of their information and may request that it be amended, if appropriate.

Principle 10 - Handling Customer Complaints and Suggestions
Customers may direct any questions or enquiries with respect to the privacy principles outlined 
above or about our practices by contacting the designated person accountable for privacy:

Director
Norwich Learning and Employment Resource Centre

41 Main Street West
Norwich, Ontario

N0J 1P0



Quality Service Standards
Woodstock

Timelines
We aim to greet you within 5 minutes and direct you to the appropriate department.  At 
that time, you will be advised of the waiting period for your next point of contact.

We aim to see you at your scheduled appointment time.  If you are unable to attend your 
appointment on time, please be prepared to reschedule.

To respond to your needs as quickly as possible, we aim to introduce you to alternative 
sources of information, support and referral to other community service providers as 
required.

Reliability
We aim to provide you with staff who offer timely, accurate and up to date information 
and service.  When unable to answer your inquiry, we will redirect you to the most 
appropriate resource.

Vd vhkk qdrodbs sgd hmsdqdrsr ne bkhdmsr `mc rs`ee `khjd vgdm cd`khmf vhsg ƽm`mbh`k `mc
bnmƽcdmsh`k hrrtdr-

Accessibility
Service hours for in-person and telephone assistance in Ingersoll are 8:30 am to 4:30 pm, 
Monday to Friday.

Twenty-four hour information is available via the internet at www.ceswoodstock.org.

Responsiveness
Vd vhkk `ooqn`bg bkhdmsr vhsg nodmmdrr+ ƾdwhahkhsx+ e`hqmdrr+ hmsdfqhsx+ bntqsdrx+ chrbqdshnm
and empathy.

We aim to explain the counselling processes in a clear and understandable manner.

We welcome your comments regarding services.  Please forward comments to the Director at:

Ingersoll Learning and Employment Resource Centre
37 Alma Street

Ingersoll, Ontario
N5C 1N1

Your suggestions and complaints are appreciated.  They represent our opportunity to 
improve our services and meet your needs.  We will respond to your input within three 
working days.

Our Ten Privacy Principles
We have always been and will continue to be committed to maintaining the accuracy, 
bnmƽcdmsh`khsx `mc rdbtqhsx ne `mx hmenql`shnm xnt oqnuhcd sn tr- @r o`qs ne sghr bnllhsldms+
we are using the Ten Privacy Principles to govern our actions as they relate to the use of 
customer information.  Community Employment Services invites you to review the principles, 
which have been built upon the values set by the Canadian Standards Association’s Model Code 
for the Protection of Personal Information and Canada’s Personal Information Protection and 
Electronic Documents Act.

Principle 1 - Accountability
Community Employment Services is responsible for maintaining and protecting the customer 
hmenql`shnm tmcdq hsr bnmsqnk- Hm etkƽkkhmf sghr l`mc`sd+ vd g`ud cdrhfm`sdc `m hmchuhct`k vgn hr
accountable for our compliance with the Ten Privacy Principles.

Principle 2 - Identifying Purposes
Sgd otqonrd enq vghbg btrsnldq hmenql`shnm hr bnkkdbsdc rg`kk ad hcdmshƽdc adenqd nq `s sgd shld
the information is collected.

Principle 3 - Consent
The knowledge and consent of the customer are required for the collection, use or disclosure of 
customer information except where required or permitted by law.

Principle 4 - Limited Collection
The customer information collected must be limited to those details necessary for the purposes 
hcdmshƽdc ax tr- Hmenql`shnm ltrs ad bnkkdbsdc ax e`hq `mc k`vetk ld`mr-

Principle 5 - Limited Use, Disclosure and Retention
Customer information may only be used or disclosed for the purpose for which it was collected 
unless the customer has otherwise consented, or when it is required or permitted by law.  
Btrsnldq hmenql`shnm l`x nmkx ad qds`hmdc enq sgd odqhnc ne shld qdpthqdc sn etkƽkk sgd otqonrd
for which it was collected.

Principle 6 - Accuracy
Customer information must be maintained in as accurate, complete and up-to-date form as is 
mdbdrr`qx sn etkƽkk sgd otqonrdr enq vghbg hs hr sn ad trdc-

Principle 7 - Safeguarding Customer Information
Customer information must be protected by security safeguards that are appropriate to the 
sensitivity level of the information.

Principle 8 - Openness
Community Employment Services is required to make information available to customers 
concerning the policies and practices that apply to the management of their information.

Principle 9 - Customer Access
Upon request, a customer shall be informed of the existence, use and disclosure of their 
information and shall be given access to it.  Customers may verify the accuracy and 
completeness of their information and may request that it be amended, if appropriate.

Principle 10 - Handling Customer Complaints and Suggestions
Customers may direct any questions or enquiries with respect to the privacy principles outlined 
above or about our practices by contacting the designated person accountable for privacy:

Director
Ingersoll Learning and Employment Resource Centre

37 Alma Street
Ingersoll, Ontario

N5C 1N1

INGERSOLL LEARNING AND 
EMPLOYMENT RESOURCE CENTRE


