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The next four years: 
A message from the IS team at Epilepsy Toronto 

When we first started working with the wonderful staff at Epilepsy 
Toronto, we had no idea where this journey would take us.  We quickly 
found ourselves amongst friends and were welcomed into a nurturing 
and supportive environment.  Through ongoing discussion and 
encouragement from staff, our initial project soon took on a life of its 
own and Epilepsy Toronto Information Services was born. 

In order to achieve the goals outlined in this plan, we have worked 
and will continue to work hand in hand with the Epilepsy Toronto staff 
as we pave the way for a more informed future.  The information 
highway can often be difficult to navigate: some turns may be quite 
sharp, some driveways may be hidden, some roads may be closed, 
and new roads may not appear on your map.  We intend to make this 
navigation easier.  Thanks for coming along for the ride. 

 
Bon voyage! 

Laura Chadwick and Brittany Medeiros 

2012-2015 Epilepsy Toronto IS Strategic Plan 
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Epilepsy Toronto is a non-profit agency that has 
supported people living with epilepsy for over 50 
years.  We offer free programs and services, host 
exciting events throughout the year, and provide 
lots of epilepsy information as well.  Whether you 
have epilepsy, know someone who lives with 
seizures, or are just an interested community 
member wanting to learn more, Epilepsy Toronto 
can help!  We look forward to getting to know you 
better and we hope you will connect with us soon. 

About Epilepsy 
Toronto 

Mission 
Statement 

Vision 

To promote health and well-
being for all persons with 
epilepsy and their families in the 
Toronto community through 
information, support, advocacy 
and public education.  

Values 
We value people’s right 
to live with dignity as 
full participants of their 
community. 

We believe it is a 
person’s right to be 
informed and to 
participate meaningful 
in their own health 
management. 

We believe society has 
an obligation to be 
accessible to all its 
members and opposing 
of all discrimination. 

We value self-
determination and 
choice. 

We believe that 
strength can be found in 
the ties that bind. 

Epilepsy Toronto IS Strategic Plan 2012-2015 

We envision a time when 
everyone with epilepsy in 
our city lives well with 
seizures. They take an active 
role in the management of 
their own health, draw 
strength from the agency 
family, and have every 
opportunity for full and 
barrier-free participation in 
a supportive and informed 
community at large. 
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The Epilepsy Toronto IS team was born in 
2011.  Through our services, we hope to renew 
and restore Epilepsy Toronto’s long-dormant 
resource centre.  We have also recently branched 
out to information management initiatives for the 
organization itself.  We aim to maintain our 
burgeoning relationship with Epilepsy Toronto, to 
ensure that there is no lack or overflow of 
information at the organization, and to continue 
doing our best so that they can be at their best! 

Mission 
Statement 

Vision 

To ensure Epilepsy Toronto 
staff, volunteers, and clients 
have full and easy access to 
any and all information 
necessary for achieving their 
goals. 

Values 
Education: we will teach 
and learn from the 
organization. 
 
Individuality: every 
organization is unique, 
and we will tailor our 
services accordingly. 
 
Commitment: we will 
follow through with our 
actions and make sure 
the job gets done. 
 
Excellence: we will 
provide high quality 
results each and every 
time. 
 
Customer service: we 
will remain respectful of 
and dedicated to the 
needs of the organization 
and its clients. 

Epilepsy Toronto IS Strategic Plan 2012-2015 

A resource centre that is 
indispensable to clients in terms 
of finding the best information 
possible for their individual 
needs. 

The implementation of 
exemplary information 
management practices to 
guarantee that staff can find what 
they need in order to best serve 
their community. 

An institution that runs smoothly 
and efficiently due to superior 
knowledge sharing practices. 

About Epilepsy 
Toronto Information 

Services 
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Each day an average of 42 Canadians learn they have epilepsy4 

Canadians typically wait nearly four years to be diagnosed, another year after that to see a 
neurologist, and only 30% ever see an epileptologist5 

The #1 challenge Canadians living with epilepsy face is restricted independence 
The #2 challenge is stigma, discrimination, and lack of awareness about epilepsy in Canada 
Other challenges include limited job choices and negative health impacts6 

Over 50 million people worldwide have epilepsy, and nearly 80% of these individuals 
reside in developing nations7; 300,000 individuals are thought to have epilepsy in Canada8 

and based on these numbers it can be estimated that nearly 40,000 reside in the Greater 
Toronto Area 

Only 4% of Canadians diagnosed with epilepsy report to being seizure-free9 

Medical research demonstrates that in order to maintain a high Quality of Life (QOL), 
individuals with epilepsy require more than basic seizure control10 

Understanding epilepsy 

2012-2015 Epilepsy Toronto IS Strategic Plan 

Approximately 1 in 100 
people have epilepsy2 

Of them, six have 
idiopathic epilepsy – 

epilepsy without a known 
cause or explanation3 

Definition: 
Epilepsy is a symptom of a neurological 
disorder - a physical condition - that 
from time to time produces brief 
disturbances in the normal electrical 
functions of the brain. Epilepsy is 
characterized by sudden, brief seizures 
whose nature and intensity vary from 
person to person.1 

70% 

30% 

Epilepsy usually responds to treatment 70% of the time12 

Research indicates that access to 
and use of health-related 
information and information 
resources can directly improve 
QOL and can be empowering for 
communities11.  This is where 
Epilepsy Toronto can rev its engine 
and help its community increase its 
overall QOL! 
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• Children and                
youth                         
services 

• Adult services 
• Employment Services 
• Public Education 
• Diversity Outreach 

15  
Over 1,500 

volunteers 
 

Aged 

    14-75 
 

 

Provide 

11,000 hours 

of time each year 
 What are the Information Services volunteers involved in? 

Shared drive initiative 
Resource centre improvement 

How does the Resource 
Centre function now? 

How does the shared drive currently 
function? 

Currently, the main use is to 
house materials related to 
employment services.   

A lot of space in this area is 
taken up by out dated 
books about epilepsy and 
books intended to sell for 
fundraising initiatives. 

Additional materials 
suitable for the resource 
centre are housed within 
individual offices, outside of 
patron vision and 
knowledge 

who 
operate: 

Staff 
Getting to know 
Epilepsy Toronto 
 

of employees find it difficult to locate 
information in the shared drive on a 
regular basis 

of employees find information on the 
shared drive by asking co-workers 
where is it located and half of those 
respondents would ask their co-
workers to email them the document 

of survey respondents use 
the shared drive every day 100% 

66% 

67% 
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Turning the resource 
centre into the #1  

pit stop for Torontonians 
seeking information 

about epilepsy 
 

The information highway can be difficult to navigate if you don’t find an appropriate 

pit stop along the way: your information may need a tune-up or you may need a mechanic 

to help you repair or solve a complicated problem. Unfortunately, this is often the case 

when traveling along and trying to navigate sensitive and complex medical information 

like epilepsy.  Oftentimes public libraries do not carry information that is specific enough 

for individuals living with epilepsy, while medical libraries usually contain material that is 

overwhelming and overly scientific or academic in nature for individuals who are not 

specialists in these areas. 

For this reason, we want the Epilepsy Toronto resource centre to serve as the 

number one place for Torontonians to come for all their epilepsy-related information 

resources.  Here clients can find specific information to their unique circumstance and seek 

support or guidance from Epilepsy Toronto staff members.  The Epilepsy Toronto resource 

centre is dedicated to providing Torontonians from all backgrounds with information about 

epilepsy, and we want our community to recognize and take advantage of the unique and 

specialized resources we offer. 
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Goal 3: Develop 
an online 

presence for the 
resource centre 

Goal 4: Increase 
resource centre 
presence in the 

community 

Goal 1: Create a 
dedicated physical 

space for the 
resource centre 

Goal 2: Create and 
implement basic 
resource centre 

policies 

• Negotiate resource centre space requirements 
• Design and implement a resource centre 

floorplan 
• Create a designated Kids’ Korner within the 

resource centre 

• Write an annotated bibliography for collection 
development guidance 

• Catalogue material on LibraryThing 
• Develop and implement borrowing policies 
• Write a procedural guidebook regarding 

resource centre services, policies, and practices 

• Design a new section on the Epilepsy Toronto 
website dedicated to the resource centre 

• Place catalogue online 
• Update online resources 

• Promote the resource centre on the Epilepsy 
Toronto website 

• Employ social media to market the resource 
centre to a wider audience 

• Establish partnerships with supportive community 
organizations 

• Expand resource centre collection 

Goals and 
objectives 

Epilepsy Toronto IS Strategic Plan 2012-2015 
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Enhancing knowledge 
sharing within the 

Epilepsy Toronto pit 
crew 

 

When working as a Pit Crew it is of utmost importance to remember that you are part of 

a team.  We often forget this when focusing so hard on our individual tasks, we have to get 

those new tires on or that tank refueled, but without communication throughout the team how 

would we know the car is ready to go?  The same is true with every organization including 

Epilepsy Toronto.  Although every employee’s job description is different, there are ways to 

share information, knowledge, and experiences to enhance the work of every individual and 

in turn, enhance the strength of the organization. 

For this reason we want to enhance knowledge sharing at Epilepsy Toronto by setting 

new standards and protocols for shared drive usage.  With the development of an easy to 

understand file structure staff will be able to improve information access and increase file 

sharing within the office.  This will lead to greater workplace efficiency and reinforce a sense 

of community within the organization.  We see this project as growing organizational 

knowledge, we should not reinvent the wheel every time we encounter a task, but rather 

build on past experiences and information to make the work of our future selves easier! 
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Goal 3: Ensure the 
future of 

Information 
Services at 

Epilepsy Toronto 

Goal 1: 
Improve the 
staff shared 

drive 

Goal 2: Create and 
support a culture 

of knowledge 
sharing 

• Survey staff to determine current and desired 
share drive usage 

• Reorganize staff share drive 
• Create readmes and reports for staff reference 

regarding share drive material 
• Maintain share drive organization through 

monthly checkups 

• Establish a student volunteer system at the 
University of Toronto’s iSchool 

• Involve staff with IS development  
• Market IS accomplishments to garner recognition 

within the organization 
• Acquire funding 

Epilepsy Toronto IS Strategic Plan 2012-2015 

• Hold information literacy workshops 
• Hold computer literacy workshops 
• Attend staff meetings to foster progress in 

information management 

Take the purple day 
challenge on March 26: 
wear something purple 

and help promote 
epilepsy awareness! 

Goals and 
objectives 
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Resources 
Epilepsy Toronto currently does not allocate funding for the resource centre through their 
operating budget.  The resource centre therefore relies on volunteer hours and donations-in-
kind as its primary means of support.  As such, these resources are dependant on successful 
grant applications and fundraising initiatives.  Please see Appendix A for more details. 

Goal 1: Create a dedicated physical space for the resource centre 
 

• Design and implement a resource centre floorplan 
o $99.00+tax IKEA shelving (Billy Bookcase - Width: 80 cm, Depth: 28 cm, Height: 202 cm) 
o $50.00 Resource centre signage 
o $20.00  Information literacy promotional posters 

• Create a designated Kids’ Korner within the resource centre 
o $79.00+tax IKEA shelving (Billy Bookcase - Width: 80 cm, Depth: 28 cm, Height: 106 cm) 
o $50.00 Resource centre signage 
o $20.00  Information literacy promotional posters 
o $11.99+tax IKEA rug (Lekfull Stad - Diameter: 80 cm) 

Total: ~$329.99 
 
Goal 2: Create and implement basic resource centre policies 
 

• Catalogue material on LibraryThing 
o $20.00 Cataloguing supplies (spine labels, clear stickers, etc.) 

• Develop and implement borrowing policies 
o $50.00 Circulation supplies (book envelops, circulation slips, etc.) 
o $10.00 Borrowing cards (VistaPrint 250 card promotion) 

Total: ~$80.00 
 

 
Goal 4: Increase resource centre presence in the community 
 

• Expand resource centre collection 
o $500+ Update items from current print collection 
o $100+/annum New print acquisitions 

Total: ~$800.00 
 

 
 

 
GRAND TOTAL: ~$1,209.99 

Turning the Resource Centre into the Number One Pit Stop for Torontonians 
Seeking Information about Epilepsy 

* Please note that the third goal in our first strategic initiative and the entirety of our second 
strategic initiative relies heavily on volunteer hours and thus does not require a 

resources/funding section. 

Epilepsy Toronto IS Strategic Plan 2012-2015 
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Appendix A: Potential funding 

This appendix reflects potential funding for the resource centre based 
on future grant applications and fundraising measures.  This section will not 
balance with the Resources section as these numbers are not guaranteed 
and we will apply to more grants than may be rewarded.  However, if we 
exceed the funding necessary for the resources outlined above, the money 
will be allocated to material expansion or to a legacy fund for future student 
volunteers.  Likewise, if are not granted enough funding to cover the 
aforementioned expenses, fundraising initiatives will be increased. 

Grant applications 

Fundraising initiatives 

• $100/annum Craft sales at Epilepsy Toronto events 
• $250 Fundraising partnership with Librarians 

Without Borders University of Toronto Chapter 
• $300/annum Raffle at the iSchool 

PROVINCIAL 
• EnAbling Change Program 
• Creative Communities 

Prosperity Fund 
• Community Information 

Centres Pay Equity Program 

FEDERAL 
• Youth Internship Program 
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Appendix B: Performance Measures 

Turning the Resource Centre into the 
Number One Pit Stop for Torontonians 
Seeking Information about Epilepsy 

GOAL 1: Create a dedicated physical space for the resource centre 

Objectives Measures Y1 Y2 Y3 Y4 
Negotiate resource 
centre space 
requirements 

Measure bookshelves, furniture, and wall 
space 

✓    

Estimate space needed for current collection ✓    
Estimate space needed for projected 
collection 

✓    

Present to and negotiate with staff ✓    
Design and 
implement a resource 
centre floorplan 

Draft floor plan ✓    
Finalize and approve floorplan  ✓   
Purchase supplies    ✓ ✓ 
Physically establish new resource centre 
layout 

   ✓ 

Create a designated 
Kids’ Korner within 
the resource centre 

Draft floor plan ✓    
Finalize and approve floorplan  ✓   
Purchase supplies    ✓ ✓ 
Physically establish new resource centre 
layout 

   ✓ 

 

 

 

Performance Measures are part of out commitment to SMART goal planning 
(See Appendix D).  They will allow the IS team to track progress through the 
course of this strategic plan and allow for the formation of easy to follow path 
to completion. 
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Objectives Measures Y1 Y2 Y3 Y4 
Write an annotated 
bibliography for 
collection 
development guidance 

Research collection development resources ✓    
Compile list of freely and easily accessible 
resources 

✓    

Write annotations ✓    
Print and distribute throughout the office  ✓   
Update bibliography annually   ✓ ✓ 

Catalogue material on 
LibraryThing 

Create an account and profile on LibraryThing ✓    
Weed current collection ✓    
Catalogue collection on LibraryThing  ✓ ✓ ✓ 

Develop and 
implement borrowing 
policies 

Research most appropriate lending practices  ✓   
Design and order lending cards   ✓  
Label books and affix check-out slips   ✓  
Develop and create lending procedures and 
manual 

   ✓ 

Communicate lending policy changes to clients    ✓ 
Train necessary staff and begin lending    ✓ 

Write a procedural 
guidebook regarding 
resource centre 
services, policies, and 
practices 

Compile previous collection development and 
lending practices research 

 ✓   

Research other small library policies for 
guidance 

 ✓ ✓  

Create guidebook outline   ✓  
Create guidebook draft   ✓  
Solicit staff feedback and make necessary 
changes 

   ✓ 

Finalize and publish guidebook    ✓ 
  

GOAL 3: Develop an online presence for the resource centre 

Objectives Measures Y1 Y2 Y3 Y4 
Design a new section on 
the Epilepsy Toronto 
website dedicated to the 
resource centre 

Inquire about the process/cost of editing the 
website 

✓    

Draft content   ✓  
Oversee creation of new website section   ✓  
Update content    ✓ 

Place catalogue online Add LibraryThing catalogue link to new 
resource centre website section 

   ✓ 

Update online resources Weed current online resources  ✓   
Collect, organize, and provide access to online 
resources as they become available 

 ✓ ✓ ✓ 

Transfer online resources to new resource 
centre section 

   ✓ 

GOAL 2: Create and implement basic library policies 

Epilepsy Toronto IS Strategic Plan 2012-2015 
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GOAL 4: Increase resource centre presence in the community 

Objectives Measures Y1 Y2 Y3 Y4 
Promote the resource 
centre on the Epilepsy 
Toronto website 

Draft advertisement   ✓  
Obtain staff approval    ✓ 
Upload advertisement    ✓ 

Employ social media to 
market the resource 
centre to a wider 
audience 

Research current social media standards at 
Epilepsy Toronto and sign up for any necessary 
accounts 

   ✓ 

Draft content    ✓ 
Publish content    ✓ 
Update and create new posts monthly to remain 
current 

   ✓ 

Establish partnerships 
with supportive 
community 
organizations 

Research viable partners ✓ ✓ ✓ ✓ 
Contact potential partners for initial meetings   ✓ ✓ 
Develop a mutually beneficial partnership plan    ✓ 
Maintain relationships through continued 
contact 

   ✓ 

Expand resource centre 
collection 

Research foundational and new epilepsy-related 
reading material both in print and online 

✓ ✓ ✓ ✓ 

Raise funds for collection development  ✓ ✓ ✓ 
Purchase material  ✓ ✓ ✓ 

Epilepsy Toronto IS Strategic Plan 2012-2015 
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Enhancing Knowledge Sharing within 
the Epilepsy Toronto Pit Crew 

GOAL 1: Improve the staff share drive 

Objectives Measures Y1 Y2 Y3 Y4 
Survey staff to 
determine current and 
desired share drive 
usage 

Create and distribute survey ✓    
Interpret results ✓    
Collaborate with staff to develop a new file 
structure 

✓    

Draft a file structure based on response ✓    
Reorganize staff share 
drive 

Evaluate current drive contents ✓    
Delete unnecessary documents  ✓   
Reorganize files and folders and determine new 
location for contents 

 ✓   

Create report for staff 
reference regarding 
share drive material 

Draft explanation of foundational theories, new 
file structure, and sharing procedures 

 ✓   

Solicit feedback on report clarity  ✓   
Finalize and publish report  ✓   

Maintain share drive 
organization through 
monthly check-ups 

Hold informal Q&A sessions regarding new 
shared drive procedures 

 ✓ ✓ ✓ 

Browse shared drive monthly to determine level 
of organization and adherence to procedures 

 ✓ ✓ ✓ 

Develop necessary structure improvements   ✓ ✓ ✓ 
Continually update staff of new developments  ✓ ✓ ✓ 

 

GOAL 2: Create and support a culture of knowledge sharing 

Objectives Measures Y1 Y2 Y3 Y4 
Hold information 
literacy workshops 

Draft lesson plan  ✓   
Determine schedule   ✓ ✓ 
Facilitate workshop   ✓ ✓ 
Solicit feedback and make necessary 
improvements 

  ✓ ✓ 

Hold computer literacy 
workshops 

Draft lesson plan  ✓   
Determine schedule   ✓ ✓ 
Facilitate workshop   ✓ ✓ 
Solicit feedback and make necessary 
improvements 

  ✓ ✓ 

Attend staff meetings to 
foster progress in 
information 
management 

Develop new speaking points for each meeting  ✓ ✓ ✓ 
Report on IS developments  ✓ ✓ ✓ 
Solicit feedback on IS projects  ✓ ✓ ✓ 
Reinforce importance of IS projects and provide 
encouragement for staff 

 ✓ ✓ ✓ 
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GOAL 3: Ensure the future of Information Services at Epilepsy Toronto 

Objectives Measures Y1 Y2 Y3 Y4 
Establish a student 
volunteer system at the 
University of Toronto’s 
iSchool 

Create a volunteer posting on the iSchool Job 
Site 

 ✓ ✓ ✓ 

Create a volunteer posting on the Epilepsy 
Toronto site 

 ✓ ✓ ✓ 

Interview potential volunteers and create a team  ✓ ✓ ✓ 

Staff a table at the iSchool Clubs and 
Associations Day in Fall 2013 

 ✓ ✓ ✓ 

Establish and maintain contact with iSchool 
Careers Officer 

 ✓ ✓ ✓ 

Involve staff with IS 
development 

Survey staff to gauge interest levels ✓ ✓ ✓ ✓ 
Solicit suggestions for current and future 
projects 

✓ ✓ ✓ ✓ 

Support staff participation in IS development ✓ ✓ ✓ ✓ 
Market IS 
accomplishments to 
garner recognition 
within the organization 

Communicate accomplishments through staff 
meetings 

✓ ✓ ✓ ✓ 

Include recent accomplishments in email 
updates 

  ✓ ✓ 

Collect survey results from before and after IS 
projects to demonstrate improvements 

  ✓ ✓ 

Acquire funding Research potential grants and fundraising 
initiatives 

 ✓   

Apply for applicable grants  ✓   

Hold fundraisers   ✓ ✓ 

Re-apply for grants and research new grants   ✓ ✓ 
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Appendix C: Communications Strategy 

Goals and objectives: 
1. Raise awareness of the resource centre to clients and potential clients 

within the community. 
2. Communicate the benefits of knowledge sharing to staff. 
3. Communicate with community partners about potential collaborative 

opportunities. 

Audience Communications priority Tactics 

Clients Attract more clients and 
potential clients to the resource 
centre 

- Advertise the resource centre on the  
  Epilepsy Toronto website and through  
  social media 
- Advertise throughout the office 
- Add blurbs to the Epilepsy Toronto  
  newsletter 

Create a relationship between 
clients and the resource centre 

- Provide current clients with a borrowing  
  card 
- Solicit client feedback through surveys 
- Set aside time to talk to clients at the office 

Staff Demonstrate value in 
knowledge sharing 

- Design and host information workshops 
- Compare and distribute before and after  
  statistics regarding shared drive  
  reorganization 
- Solicit staff feedback 

Reinforce information 
management best practices 

- Creation and distribution of reports 
- Set up Information Services discussion  
  forum 
- Regular progress reports via email 

Potential 
partners 

Demonstrate value of resource 
centre 

- Record and compile usage/collection  
  development statistics 
- Solicit client and staff testimonies 

Build community partnerships - Initiate meetings with like-minded  
  community organizations 
- Develop commons goals 
- Stay in touch to maintain a long-term  
  relationship with the organization in   
  question 
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 In order to begin goal setting and the creation of a strategic plan, it is necessary to 
understand the current environment we are working in by conducting an environmental 
assessment.   A SWOT analysis is the, “assessment of the organization’s internal strengths and 
weaknesses and external opportunities and threats.  The analysis assists in the identification and 
prioritization of action priorities” (Rogers, 2001, pg 220-1).  This method of analysis helps to make 
educated decisions when going forward with the strategic planning process.  

In
te

rn
al

 S Strengths 

• Passion and commitment to cause 
• Enthusiasm for change 
• Strong patron connections 
• Ability to develop a strong epilepsy resource collection 

W Weaknesses 

• Low information literacy in staff 
• No money for project 
• Slow change 
• Previous resource centre failure 

E
xt

er
n

al
 

O Opportunities 

• Patron enthusiasm 
• Connecting to new patrons online 
•  Growing our presence in the community by growing 

online  

T Threats •  Broader collection at TPL 
• Obtaining external grants/sponsorships 

 
 

Another tool to assist in making educated decisions for this strategic plan is, “A commonly 
known acronym for developing goals and plans, SMART, identifies five characteristics of an 
effective goal” (The Pennsylvania State University. “Strategic Indicators: Measuring and 
Improving University Performance.” The current edition is available at : 
http://www.psu.edu/president/pia/indicators/index.htm.) 

S specific 
M measurable 
A achievable or agreed-upon 
R realistic or relevant 
T time-based 

 
It is important to create effectives and SMART goals as, “Performance measures and indicators 
are tools for organizational learning, communication, strategic change, and 
improvement.” (ibid) To this end we have created goals with SMART in mind as can be 
seen by our ‘Strategic Initiatives’, action priorities, and ‘Performance Measures’. 

Appendix D: Theoretical process 
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