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HOW TO USE THIS FACILITATOR GUIDE

The Participant Workbook

The Facilitator Guide for An Aboriginal Essential Skills Journey..Planting the
Seed’s for Growth has been designed to complement An Aboriginal Essential
Skills Journey...Planting the Seeds for Growth Participant Workbook.
Therefore, the two packages must be used fogether when delivering the
workshop.

Inan effort to keep the Facilitator Guide as short and easy to use as possible,
references are made to activities and information pages located in the
Participant Workbook rather than include copies of these documents in the
Facilitator Guide. This means that no document appears in both the Facilitator
Guide and in the Participant Workbook.

A page number or Appendix number is included for every document referenced
in the Facilitator Guide.

The Participant Workbook is infended to be a "workbook" in which participants
record their answers, cut out templates, and track their progress. It isa
"working” document. It is important participants undertand this.

Layout of the Facilitator Guide
The Guide is divided info 6 sections, each with its own title page.

e Opening the Workshop

e Part 1: The What's and Why's of Essential Skills
e Part 2: Essential Skills Stories

e Part 3: Essential Skills Resources

e Part 4: Assessing Essential Skills

e Closing the Workshop

In addition there are 7 Appendices:

e Appendix 1: Group Sort

e Appendix 2: Gathering at Spirit Lake

e Appendix 3: Spirit Lake Answer Keys

e Appendix 4: Essential Skills Resources

e Appendix 5: Essential Skills Common Language Review
e Appendix 6: Answer Keys (Except Spirit Lake)

e Appendix 7: Other Workshop Documents



Answer Keys

All Answer Keys are located in the Appendices (Appendix 3 and 6) rather than
in the body of the Guide. The one exception are the Measure Up activities - the
answers for these are in the Participant Workbook.

Delivery Procedures

Delivery procedures and suggestions are written in point form to make reading
easier. Bulleted points are grouped under headings (see sample next page)
which refer to the the names of documents located in the Participant
Workbook or in the Appendices of the Facilitator Guide, or to specific topics
being addressed. In other words, the Facilitator Guide is organized
chronologically according to workshop activities.

Directions for Activities

Directions for activities are detailed in the activity pages themselves. In order to
avoid needless repetition, these directions are NOT re-stated in the Facilitator
Guide. Rather, the facilitator is refered to the activity pages themselves for
step-by-step implementation procedures (see sample next page).

Thumbnails

Whenever a document is required by the facilitator (an activity page or an
information page), a thumbnail of the first page of that document appears to
the left of the relevant bullet in the Facilitator Guide. These thumbnails are
not intended to be readable but only to serve as general reminders of what
specific pages look like (see samples next page).

Purpose of a circular

Activity Rationale workshop agenda
. di d e To divide the workshop
In many cases, activities and in some cases, documents, into chunks or sections.

are accompanied by a rationale. These rationales e To provide a general

provide a background as to why the activity or overview of the
approach was chosen, and the outcomes it seeks to workshop “at a glance.”
achieve. (See example to the right.) The rationales e Touse a circular
should be shared with participants whenever (Aboriginal) approach
rather than a linear

iate.
appropriat approach.

Additional Information

In some instances, additional information has been provided such as possible
answers to questions and background facts. This added information is
presented in a different font for easy identification (see sample next page).



Bulleted Delivery

Headin
9 Procedures

Workshop Outcomes:

|

Thumbnail

Refer participants to Introduction and Outcomes (page 3 in the
Participant Workbook). Review the workshop outcomes.

It is hoped that participants will leave the workshop with:

v
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Increased awareness and knowledge of Essential Skills.

Increased awareness of Essential Skills Complexity Levels.
Increased ability to use the common language of Essential Skills.
Familiarity with a range of Essential Skills tools and resources and
knowledge of where to find more.

Awareness of Essential Skills assessment tools and approaches.
Awareness of current Essential Skills programs and best practices.
Specific ideas for next steps applications.

Additional Information

Content and Timing

The Facilitator Guide provides guidance in terms of workshop fiming and
delivery. However, activities can be deleted or adjusted to suit participant
needs and timeframes.

Facilitator Requirements:

Facilitators must be pre-approved by Douglas College to deliver this workshop
if the students wish to ladder into further Essential Skills training with
Douglas College. Please contact Douglas College, The Training Group at e-mail:
essentialskills@douglascollege.ca for further information.
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Materials and Tools Required
(To be supplied by the facilitator or hosting organization)

The Facilitator Guide explains in detail (see Preparing for the Workshop) what
supplies are required to carry out each activity in the workshop. The following
is a compilation of these individual activity material and tool lists.

Materials and Tools Quantities

stapler 1
hole punch 1
flipchart paper 1 package
glue sticks 4
Basic coloured marker pen packages 6

1 for every 2 participants ( if sharing)

pairs of scissors 1 per participant (if not sharing)

metric rulers 8

calculators 4

black marker pens 8

masking tape or sticky gum 1 roll or 2-3 packages
brad clips 1 per participant
decks of playing cards 1 per working group
ESI DVD (optional) 1

Obtain DVD from the Urban Spirit Foundation:
http://www.urbanspiritfoundation.com/store/

LCD projector, laptop and portable speakers

1 for every 2 participants (if sharing)

mputers
computer 1 per participant (if not sharing)

high speed internet connection



http://www.urbanspiritfoundation.com/store/

Handouts (Make copies of the following)

Participant Workbook 1 per participant & facilitator
Facilitator Guide 1 per facilitator
Group Sort Aboriginal ES icons 1 per participant
Spirit Lake handouts

(printed on coloured paper - one colour per 1 set per participant
station)

Spirit Lake answer keys 1-2 sets

Wall chart for Spirit Lake debriefing see page 11

A Sampling of ES Resources handout 1 per participant
Learning the Lay of the Land handout 1 per participant

ES Common Language Review cards 1 per participant
Leafless Tree drawing (flipchart paper) see page 15
Tentcards 1 per perticipant
Certificates (optional) 1 per participant
Workshop Evaluation (optional) 1 per participant







Preparing For the Workshop







TARGETED NUMBER OF PARTICIPANTS

16-24

WORKSHOP VENUE SET-UP

Work stations or tables (4 people per group unless it is a very small
group, then 2-3 people per station)

7 stations for the Gathering at Spirit Lake activities (these can be in a
separate break-out area or be the stations / tables used for the main
workshop)

A table to house supplies and handouts
A wall or structure on which to affix wall charts, papers and answer keys
A wall on which to project the ESI DVD

GENERAL RESOURCES REQUIRED (16-24 PARTICIPANTS)

Participant Supplies o 1stapler (to be shared by all participants)

1 hole punch (to be shared by all participants)

(NOTE: Participants should be asked to bring a pencil,
eraser and pen to the workshop.)

Obtain DVD from the Urban Spirit Foundation:

ESI DVD (optional) http://www.urbanspiritfoundation.com/store/

o LCD projector, laptop, speakers OR TV with DVD player

Participant Workbook o 1per participant, 1 per facilitator

Facilitator Guide e 1per facilitator



http://www.urbanspiritfoundation.com/store/

ACTIVITY-SPECIFIC RESOURCES REQUIRED (16-24 PARTICIPANTS)

Activity Materials and Resources Required

Group Sort: o 1 Aboriginal ES icon per participant
(see Appendix 1)

Essential Skills Aboriginal | e Scissors (1 pair per participant or every 2 participants)
Perspectives Wheel ¢ 1brad fastener (a clip with legs that split)

Understanding Complexity | e Decks of playing cards (1 per work group)

Gathering at Spirit Lake NOTE: handouts for each station should be printed on

(see Appendix 2) coloured paper. One colour per station.
Planning the Gathering o Collated, hole punched and stapled (1 set | 4 pairs of
per workshop participant): scissors

0 Activity: Planning the Gathering

o Path Finder: Flowcharts

o "To Do" List

o Flowchart for Planning the Gathering

Getting to Spirit Lake e Collated, hole punched and stapled (1 set | 4 metric rulers
per workshop participant):
0 Activity: Getting to Spirit Lake
0 Path Finder: How to Read a Road Map
o Handout: Spirit Lake and Area Map

Buying Food e Collated, hole punched and stapled (1 set | 4 calculators
per workshop participant):
0 Activity: Buying Food
0 Path Finder: Finding the Unit Price
o Handout: Price Comparisons

Bringing Supplies ¢ Collated, hole punched and stapled (1 set | 4 pairs of
per workshop participant): scissors
0 Activity: Bringing Supplies 4 glue sticks

0 Path Finder: How to Use Organizers
o Handout: Labels
0 Handout: Tree Organizer

Scheduling Events ¢ Collated, hole punched and stapled (1 set | 4 rulers
per workshop participant):
0 Activity: Scheduling Events
o Path Finder: How to Read a Table
o Handout: Making an Agenda for the
Children’s Events




Inviting Friends e Collated, hole punched and stapled (1 set
per workshop participant):
o Activity: Inviting Friends
o Path Finder: Abbreviations and
Acronyms
0 Handout: Inviting Friends Message
0 Handout: Text Message
Abbreviations

Studying Nature e Collated, hole punched and stapled (1 set
per workshop participant):
o Activity: Studying Nature
o Path Finder: Venn Diagrams
o Handout: Spirit Lake Healing Plants
0 Handout: Venn Diagram Page

Spirit Lake Answer Keys ¢ Flowchart - Planning the Gathering

(see Appendix 3) e Spirit Lake and Area Map

¢ Price Comparisons

e Tree Organizer

1-2 copies of each e Agenda for the Children's Events

¢ Inviting Friends Message

e Venn diagram: Comparing Spirit Senthium
and Waterous Wedgewood

Spirit Lake Activity o Wall chart(see below) made from flip 8 black markers
Debriefing chart or poster paper masking tape or
sticky gum

Spirit Lake Activity Debriefing Chart

Oral |Working +
Comm. Others

Computer| Cont.

Reading | Doc. Use | Writing Num. Use Learning

Thinking

Planning the
Gathering

Getting to
Spirit Lake

Buying Food

Bringing
Supplies

Scheduling

Inviting
Friends

Studying
Nature




Activity Materials and Resources Required

Leave a Leaf

e Draw a tree frame (trunk and branches) out of flipchart
papers joined together to which participants can attach
their “leave a leaf” at the end of Day 1.

A Sampling of ES Resources
(see Appendix 4)

1 A Sampling of ES Resources handout per participant

Learning the Lay of the
Land: A Resourceful Journey
(see Appendix 4)

e Computers (1 per 1or 2 participants) and internet
o 1 Learning the Lay of the Land handout per participant

(NOTE: Check the HRSDC website address and links
24-48 hours in advance to make sure they are
working properly.)

Creating an Aboriginal
Essential Skills Model

» 6 basic packages coloured marker pens
o 1sheet flipchart paper per group

Workshop Evaluation
(see Appendix 7)

o 1 An Aboriginal Essential Skills Journey Workshop
Evaluation form per participant

ES Common Language Review
(see Appendix 5)

e 1 £S5 Common Language Review card per participant (cut
pages in half to produce 2 cards per page)
o 1 £5 Common Language Review Call Outs per facilitator

Certificate
(see Appendix 7)

e 1completion certificate per person




A WORD ON GATHERING AT SPIRIT LAKE

Spirit Lake should be set up as a "sampler” experience in which groups complete
as many stations as they are able in the time given (about 1-13 hours). In this

case, groups move around randomly choosing those stations that are open for use.

Since every activity integrates a range of Essential Skills, all groups will get a
taste of many Essential Skills in action. Below is a brief overview of the purpose
of each activity.

NOTE: Stations should be very separated (even in different rooms) if possible.

Spirit Lake p
Activity Urpose
Planning the To introduce participants to flowcharting and flowcharting conventions.
Gathering To demonstrate the importance of planning and task sequencing.
Getting to To introduce participants to road map reading including scale, legends
Spirit Lake and icons.
To target basic numeracy and decision making skills.
Buying Food To introduce participants to the idea of unit pricing (basic ratios) as a
way To compare prices.
To target basic numeracy and decision making skills.
Bringing To introduce participants to graphic organizers, concept clumping and
Supplies information hierarchies.
Scheduling To introduce participants to various table formats and how to read
Events each.
To make the connection between a schedule and a table.
To apply scheduling skills.
Inviting To infroduce participants to abbreviations and acronyms.
Friends To infroduce the concept that Computer Use applies to any
programmable technology (not just PCs and laptops).
To make reading text and writing more relevant fo younger generations
by incorporating the kinds of reading and writing they do every day.
Studying To introduce participants to concept comparison using Venn Diagrams.
Nature To target effective information clumping.




WORKSHOP TIMING:

The An Aboriginal Essential Skills Journey..Planting the Seeds for Growth
workshop has been designhed to take about 13 to 2 days to deliver. Facilitators
must decide how long the workshop will be (based on participant abilities and
activities chosen). It has also been developed to provide facilitators with as
much flexibility as possible to consider the needs of participants. Below is a
suggested workshop schedule that uses all the activities in the Participant
Workbook: however, it must be stressed that facilitators should be responsive

to pacing cues and suggestions from the audience.

Suggested start time: 09:00

Day 1 (6 hours 45 minutes, including breaks)
Opening the Workshop

Welcome

Opening prayer

Facilitator introduction
Participant introductions
Housekeeping and group norms
Group Sort activity

Workbook overview

Workshop content

Workshop outcomes
Participant expectations
Anticipation Guide activity
Essential Skills Check List
Essential Skills Aboriginal Perspectives Wheel

Health and Wellness Break

PART 1: The What's and Why's of Essential Skills

What are Essential Skills? activity
Essential, Technical and Workplace-Specific Skills
9 Essential Skills (English and Hul'q'umi'num)

PART 2: Essential Skills Stories

The Essential Skills Story

Canada Responds

Understanding Complexity Playing Card activity
ESI DVD viewing

Lunch

> 1 hour, 20 minutes

20 minutes

20 minutes

1 hour

45 minutes



Gathering at Spirit Lake
Spirit Lake directions
Knowing Myself activity 2 hours
Spirit Lake stations
Spirit Lake Activity Debriefing

Health and Wellness Break 20 minutes
ES Scenarios activity 30 minutes
Leave a Leaf activity 5 minutes
Day 1 Wrap-up 5 minutes

NOTE: At the end of Day 1 (wherever it should fall), ask
participants to turn to Leave a Leaf (page 43 in the Participant
Workbook). Ask participants to cut out the leaves. Ask them to
follow the directions on the page. Each participant should then
affix his/her leaves to the tree trunk and branches you have
made from flipchart paper and posted in the venue.

Day 2 opens with a brief review of the leaves as a reminder of
what was accomplished Day 1.

Day 2 (5 hours, 30 minutes, including breaks)
Welcome Back

Review of day 1 leaves from Leave a Leaf activity } 10 minutes
PART 3: Essential Skills Resources

A Skilled Aboriginal Workforce

Community-Based Essential Skills Responses activity

Essential Skills Profile Structure 1 hour
Hunting Through an Essential Skills Profile activity

A Sampling of ES Resources

Health and Wellness Break 20 minutes
Learning the Lay of the Land activity 1 hour
Lunch 45 minutes

PART 4: Assessing Essential Skills

A Word About ES Assessment
How Do Your Skills Measure Up? activity 1 hour, 15 minutes
Essential Skills Model activity



Closing the Workshop

Anfticipation Guide revisited

Outcomes review

Essential Skills Check List completion
Participant expectations review

Workshop Evaluation

Essential Skills Common Language Review activity
Certificates (optional)

Facilitator reflections

Closing prayer

> 1 hour

HALF DAY ESSENTIAL SKILLS FAMILIARIZATON SESSION

The workshop package has also been developed so that any one of the four
major parts can be delivered as an independent package. Of particular
significance would be the use of the "What's and Why's of Essential Skills.”
This section can be combined with elements from "Opening the Workshop” and
"Closing the Workshop" to produce a half day Essential Skills familiarization

session.



Opening the Workshop

17



18



OPENING THE WORKSHOP

Welcome:
e Welcome participants to the workshop.

Opening Prayer:
e Provide a prayer to open the day (facilitator or participant-led).

Facilitator Introduction:
e Introduce yourself to participants.

Participant Introductions:
e Ask participants to BRIEFLY inftroduce themselves.

Housekeeping and Group Norms:

e Review housekeeping items, including:
v washroom locations
v breaks and refreshments
v' smoking areas
v emergency exits (if applicable)
v awarding of certificates (if applicable)

e Establish group norms, including cell phone and text messaging

etiquette.

Group Sort:
m— o Tell participants they will now do a Group Sort Purpose of the Group Sort
A A to form their working groups (see Appendix 1 activity
a4 3 in this Guide for directions). e To introduce problem
k k ) o . solving, oral
S e e Place the cut out Essential Skills icons in a communication, document
K~. k bag, hat or box. use, working with others.

e To use a "game" approach

e Have each participant draw an icon from the i ,
to sort participants into

bag, hat or box.

groups.
e Ask participants to circulate around the room ¢ Tointroduce the
to find others with the same icon. Aboriginal Essential
Skills icons at the outset
e Ask participants with the same icon to sit of the workshop.

together as a group.

e  When the new groups are established and settled at their work areas,
continue with the workshop. Do not comment on the meanings of
the icons. These will be addressed in a later activity.



Workbook Overview:

Hand out the Participant Workbook. Spend a few moments orienting
participants to the contents by using the Activities and Information
Page in the Participant Workbook.

Workshop Content:

Purpose of a circular
workshop agenda

e To divide the workshop

Refer participants to Workshop Content (page  « To provide a general

3 in the Participant Workbook). Provide an overview of the
overview of the workshop using the circular workshop “at a glance.”
workshop agenda. Stress that this workshop is ¢ Touseacircular

intended to be a fun and hands-on way to learn (A:’:”QL'P‘\“') “F;Pm“‘:h
about Essential Skills. e amear
approach.

Workshop Outcomes:

Refer participants to Introduction and Outcomes (page 5 in the
Participant Workbook). Review the outcomes.

It is hoped that participants will leave the workshop with:

v
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Increased awareness and knowledge of Essential Skills.

Increased awareness of Essential Skills Complexity Levels.
Increased ability to use the common language of Essential Skills.
Familiarity with a range of Essential Skills tools and resources and
knowledge of where to find more.

Awareness of Essential Skills assessment tools and approaches.
Awareness of current Essential Skills programs and best practices.
Specific ideas for next steps applications.

Facilitator Requirements:

Facilitators must be pre-approved by Douglas College to deliver this
workshop if the students wish to ladder into further Essential
Skills training with Douglas College. Please contact Douglas College,
The Training Group at e-mail: essentialskills@douglascollege.ca for
further information.

into chunks or sections.

20


mailto:essentialskills@douglascollege.ca

Participant Expectations:

Provide each participant with a piece of paper (preferably cover stock
weight) that can be folded into three sections to produce a tent card.
Ask participants to write the name they want to be called on one side
of the card.

Ask participants to open the tent card and write 2 things they would
like to learn or "take away” from the workshop. Stress that
participants should consider the workshop outcomes and content
when they write their "wish list.”

Then ask participants to reassemble the tent cards. Explain that the
"wish lists" will be considered at the end of the workshop as part of
the workshop debriefing and evaluation.

NOTE: Move around the room reading these lists to ensure
expectations are reasonable and that you are able to address
participant needs during the workshop.

Anticipation Guide:

Refer participants to the Anticipation Guide (page 6 in the
Participant Workbook).

Ask participants to complete the Anticipation Guide as per the
directions.

Stress that most participants will be guessing at this point; the
Anticipation Guide is NOT A "TEST." Explain that the Guide will be
re-visited at the end of the workshop to see how much has been
learned. Also explain that the Guide will help participants focus on
the major outcomes of the workshop.

Essential Skills Check List:

Refer participants to the Essential Skills Check List (page 7 in the
Participant Workbook).

Ask participants to fill in the Check List after each activity they
complete. Inform them that this is their record of accomplishment to
verify their exposure to a variety of Essential Skills.

The Check List also serves as a reminder of how integrated these
skills are at work and in life.

21



Essential Skills - Aboriginal Perspectives:

Briefly review the reasons behind an Aboriginal-specific approach to
Essential Skills.

It has been recognized that most Essential Skills familiarization packages use
a “western” or “Euro-centric” approach. An Aboriginal Essential Skills
Journey...Planting the Seeds for Growth is an attempt to make Essential Skills
more relevant to Aboriginal Peoples by incorporating an Aboriginal world
view (Aboriginal themes, learning styles, contexts and experiences).

Refer participants Yo Why "An Aboriginal Essential Skills Journey” as
a theme? and Why 'Planting the Seeds for Growth” as a Theme?
(page 9 in the Participant Workbook).

Review the significance of the workshop name.

The journey motif is a reminder that it is only by “walking the Essential Skills
circle” that one can develop the skills necessary for living, learning and
working. Essential Skills, when approached in this integrated and holistic way,
become a powerful means of enhancing spiritual, emotional, physical and
mental well-being. The plant motif is a reminder that it is only with nurturing,
respect, patience and care that Essential Skills can grow and develop.

Essential Skills Aboriginal Perspectives Wheel:

Refer participants to Essential Skills
Aboriginal Perspectives Wheel (page 11 in
the Participant Workbook). *

Read through the directions with
participants.

Purpose of the ES Aboriginal
Perspectives Wheel

To understand the
interconnectedness of
Essential Skills and
Aboriginal perspectives.

e To demonstrate the
fluidity of Essential
Skills in terms of
Mental, Spiritual,
Emotional and Physical
well being.

Ask participants to make their spinning
wheels.

When they are finished, discuss the
following:

O The interconnectedness of Essential o
Skills and Aboriginal perspectives.

To portray Essential
Skills as a circular

0 How Essential Skills are part of all concept.
aspects of life.

0 The fluidity of Essential Skills.
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Part 1: The What's and Why's of
Essential Skills
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THE WHAT’S AND WHY’S OF ESSENTIAL SKILLS

Essential Skills Definitions:

Refer participants to What Are Essential Skills? (page 17 in the
Participant Workbook). Read the instructions at the top of the page.

Ask participants to complete the activity in their GROUPS.

When participants are finished, briefly review the Essential Skills'
definitions and corresponding icons. (The answer key can be found in
Appendix 6 in this Guide.) Have participants discuss their choices and
the reasons for their choices.

Mention that the icons were developed by a Métis artist especially
for this workshop.

Explain that the definitions used in the workshop have been adapted
to be more suitable for Aboriginal and daily life applications.

Stress that Essential Skills function in an integrated way.

Read the quotation on page 19 of the Participant Workbook with
participants. Note that Essential Skills are viewed as a human right in
this quotation.

Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook) for the What Are Essential Skills?
activity.

Essential, Technical and Workplace-Specific Skills:

Refer participants to Essential, Technical and Workplace-Specific
Skills (page 20 in the Participant Workbook). Briefly discuss the
following:
0 Essential skills are foundational and transferable and support all other
skills.
0 Technical skills are skills such as welding, keyboarding, cooking, etc.

0 Workplace-specific skills are the ability to follow employer rules and
procedures.

9 Essential Skills (English and Hul'q'umi'num):

Refer participants to 9 Essential Skills (English and Hul g uminum)
(page 21 in the Participant Workbook). Explain that the elders did
these translations to reflect the Coast Salish culture. Encourage
participants to do the same in their communities to make Essential
Skills more accessible to community members.
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Part 2: Essential Skills
Stories
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ESSENTIAL SKILLS STORIES
The Essential Skills Story:

Refer participants to The Essential Skills Story (page 25 in the
Participant Workbook).

For background information on TALS, please Google TALS and click on
the hrsdc.gc.ca link. For background information on TALSS, please
Google TALSS and click on the statcan.gc.ca link.

Review the information dealing with IALS and TALSS. Stress the
following:

o Essential Skills are the product of credible, recognized and well
respected international research.

0 Canada has played a major role in leading TALS and TALSS
research.

0 Level 3 (in a scale with 5 levels) is considered the minimum level
required to function in a knowledge economy (21°" century
information age).

0 42% of Canadians have literacy skills below Level 3.

o Higher literacy skills are associated with higher rates of
personal, economic, political and social well being.

o Improving Essential Skills empowers Aboriginal communities and
strengthens prospects for the future.

Refer participants to the TALS rating scale information (page 26 in
the Participant Workbook). Explain the following:
0 The rating scale is based on total points of 500 with 225
concentrated at Level 1.
0 Levels 4 and 5 were combined as there were not enough Level 5
participants to be statistically valid.

o There was not much change in results between TALS (1994-
1998) and IALSS (2003).

Canada Responds:

Refer participants to Canada Responds (page 27 in the Participant
Workbook).

Briefly review the Canada Responds flow diagram and corresponding
explanations. Explain that this information can be reviewed by
participants at their leisure.
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Understanding Complexity - Playing Card Activity:

e Explain that participants will now explore complexity levels by using
tasks involving cards (activity created by Dr. Donna Palmer). Hand out 1 deck
of cards to each small group.

e Explain that the activity demonstrates increasing complexity of
tasks, and the processes required to address increased complexity.

e Complete the activity as outlined below:

Level 1 Task:
0 Ask that one person in each group shuffle the deck of cards.
O Ask that another person in the group find the Ace of Hearts in the deck.
0 Discuss the process used: Locate a single piece of information (1 item)
and find a direct match.

Level 2 Task:
O Ask that one person in each group shuffle the deck of cards.

O Ask that another person in the group find the 4 Aces in the deck — the
Ace of Hearts, Ace of Diamonds, Ace of Clubs and Ace of Spades.

0 Discuss the process used: Cycle through the deck to locate and match
a few pieces of information (a few items).

Level 3 Task:
O Ask that one person in each group shuffle the deck of cards.

0 Ask that another person in the group find all the Diamonds and place
them in order from Ace (low) to King (high) on the table top.

0 Discuss the process used: Locate multiple pieces of information
(items). Integrate located information (items) to perform sequencing.
Increased time and information is required to complete this task.

Level 4 Task:
0 Ask that one person in each group shuffle the deck of cards.

0 Ask that another person in the group list the highest scoring hand for
each of the 3 most popular card games in North America.

O After a few minutes, ask the groups to help their team mate.

0 Discuss the process used: This exercise illustrates increasing
complexity of tasks. The least complex task involves a single locate.
Complexity increases with the requirement to cycle to find multiple
pieces of information. At the next level, one has to integrate the
multiple locates in order to sequence them. Then prior knowledge
must be used to generate an answer. Much more time is required.

e Debrief the activity.

Stress that locate, cycle, integrate, and generate require an increasing
amount of brain power.
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ESI DVD Viewing: (Optional)

Explain that it is now time to get acquainted with the 9 Essential
Skills in action. Show the DVD ESI 1 or ESI 2 or ESI 3 as a humorous
way to address Essential Skills. (Each DVD is about 15 minutes long
and was created by the Essential Skills Guiding Team of the
BC/Yukon AHRDA Region.)

Briefly discuss the DVD.

ESI 1: is recognized nationally as an innovative tool in providing awareness
about Essential skills. You will join the Essential Skills Investigation Agents as
they use the nine Essential skills to explore the cause of death in this
contemporary story.

ESI 2: continues to explore Essential Skills in yet another exciting story. You
will rejoin the Essential Skills Investigation Agents as they prove that
investigating the Essential Skills of the crime will lead to solving this new
mystery. This DVD’s focus is Continuous Learning.

ESI 11l is the second sequel in the ESI DVD series. In this version ESI Agents
solve a workplace accident by using their “Thinking” skills and “Working With
Others” skills and show us that Essential Skills can assist us in adapting to
change.
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Gathering at Spirit Lake - Directions:

Explain to participants that they are now going

Purpose of the Gathering at
Spirit Lake boot camp

to experience the 9 Essential Skills in integrated ¢ To introduce the idea

ways. They will do this by completing an Essential
Skills 'boot camp.” All of the activities relate to
the theme, "Gathering at Spirit Lake."

that ES are integrated
into all aspects of life.

¢ To show that ES do not
exist in isolation; they
are connected and

Inform participants: interrelated.

0]

They will move in their small groups from e Toillustrate that what
station to station completing the Essential
Skills activity at each station.

we do in life, learning,
and the workplace
requires problem solving

There will be activity packages at each and critical thinking as
station consisting of an instruction page, a “drivers."

Path Finder page and resource pages. Each  To provide a “taste" of
participant should take ONE activity all 9 ES in a “real life”

package. confext with an
Aboriginal overlay

Each group should work together to produce
results.

Answer keys will be available (on tables, posted on walls or at
other specific locations as determined by the facilitator) so
groups can check answers as they go.

NOTE: The answer keys are in Appendix 3 in this Guide.
More than 1 group can be at a station at the same time but
groups should try to avoid this whenever possible.

Each group should do as many stations as it is able in the time
provided.

Groups should not leave their work behind at stations; they
should take their "products” and activity results with them.

Spirit Lake - Knowing Myself Activity:

Explain that all Spirit Lake activities are organized in the same way.
By completing a Spirit Lake activity as a large group, participants will
become familiar with the structure.

Refer participants to Spirit Lake: Knowing Myself, ES Path Finder:
Understanding Learning Styles, and Learning Styles Inventory (page
29 in the Participant Workbook).
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Explain that the Path Finder (page 32 in the Participant Workbook)
provides background knowledge that can be taught when offering
Essential Skills training. In other words, a Path Finder is an Essential
Skills fact sheet that provides useful information that can be applied
in many situations (transferable skills).

Explain that participants must know their learning style if they are to
take full advantage of the learning activities that will be part of the
Spirit Lake gathering.

Ask participants to complete the Spirit Lake: Knowing Myself activity.

When participants have completed the activity, briefly review the £5
Path Finder: Understanding Learning Styles and the Aboriginal
designations. Ask why it is important to know how one learns.

Knowing how you learn can improve the effectiveness of Continuous Learning
and make Essential Skills development much easier.

Conduct a "hands up” survey of learning styles in the room.

Be sure to debrief by asking how knowing learning styles might impact
how one delivers training and information in the community.

Spirit Lake - Stations

Each station should be represented by a different colour. All handouts for
that station should be in that colour.

Assign each group a Spirit Lake station as a starting point. Tell
participants they should visit as many stations as they are able in the
time allotted.

Remind participants that they should remove the staples from the
activity packages in order to promote efficiency.

Make answer keys available so groups can check their answers as they
go (but display keys in such a way that groups will not see the answers
to other activities they have not yet completed).

Monitor group rotations while making yourself available if there are
questions or concerns.

After the allotted time is over, ask groups to wrap-up and return to
their "home" stations. (If groups are “saturated” before the time is
up, reconvene as a large group for debriefing.)
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Distribute the activity packages remaining at each station to those
participants who did not have an opportunity to complete all stations.
Spend a few moments discussing the activities:

o Were any new Essential Skills acquired?

o Which activities did they like the most? Why?

o Which did they like the least? Why?

0 Any lessons learned?

Spirit Lake Debriefing:

Refer participants to Spirit Lake Activity
Debriefing (page 33 in the Participant
Workbook).

Ask the groups to complete the Activity
Debriefing as per the directions. Each group
should use the first station it visited.

Purpose of the Spirit Lake
Debriefing

e To reinforce the idea
that ES are integrated
and inter-dependent.

e To explore which ES are
the most common and
how this information can
be used to develop ES
approaches.

Provide one black marker pen to each group.

Post the wall chart you prepared before the
workshop began. Ask each group to record the
3 skills it used most often at the station it was assigned. These
should be recorded on the wall chart using check marks.

Analyse the results by asking the following questions:

o Which skills were used most? Which were used least?
0 How can the results of this informal survey be used by
participants in their work or communities?

For example, to make community and workplace training programs
more effective, to help with assessment tool selection.

Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook) for the Spirit Lake activities they
completed and the Spirit Lake Debriefing activity.

Essential Skills Scenarios:

ETImEEETR it

Explain that participants will now look at how Essential Skills are used
in occupations and in everyday life.

Refer participants to the 8 Essential Skills Scenarios (pages 34-41 in
the Participant Workbook).
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e Assign 1 scenario to each group. Review the
. . . Purpose of the Essential Skills
directions before the groups begin work. Scenarios

e When work is completed, ask a representative ~ ® To demonstrate how ES
from each group to read its scenario aloud and are used in everyday and
. ) : workplace-specific
report which three of the 9 Essential Skills contexts relevant to
were used most offen. Aboriginal realities.
o For ideas, refer to the suggested answers * Tomake ES "come alive”
(see Appendix 6 in this Guide). Remember: by making them practical

. and accessible.
These are suggestions ONLY. , ,
e To reinforce how inter-

e Stress how integrated the Essential Skills are related ES are “in the
and how important it is to see them as “pieces real world.”
of a whole."

e Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook) for the Essential Skills scenario they
completed.

*kkkkkkkkkkhkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhkhkkkkkkkkhkkkkhkkkkhkkkkkkkkkkkkkkkkkkkkkkkk

DAY 1 CLOSING / DAY 2 OPENING

e At the end of Day 1, refer participants to Leave a Leaf (page 43 in
the Participant Workbook).

e Ask participants to fill in both leaves as per the directions.

e Ask participants to cut out both leaves.

e Ask each participant to affix his/her leaves to the tree trunk and
branches you made from flipchart paper and posted in the venue
before the workshop began.

e Tell participants that Day 2 will open with a brief review of the
leaves as a reminder of what was accomplished Day 1.

e Remember to open Day 2 with this review.
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Part 3: Assessing
Essential Skills
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ESSENTIAL SKILLS RESOURCES

A Skilled Aboriginal Workforce - An Important Canadian Resourcel!

e Refer participants to A Skilled Aboriginal Workforce - An Important
Canadian Resource! (page 47 in the Participant Workbook). Highlight 2-3
key points (selection will depend on the group). For example:

Aboriginal Peoples are the nation’s youngest and fastest growing human
resource.

If the gaps between Aboriginal and non-Aboriginal Canadians were closed in
terms of education and employment, the country’s gross domestic product
would increase by $160 billion by 2017.

e Stress the fact that due o demographics, Aboriginal Peoples are in a
very good position to have a major impact on Canada’s social, political and
economic future. However, skills development is key to this happening.

e Explain that the need for skills development is why Essential Skills are
so important - Essential Skills facilitate the acquisition of technical and
personal life management skills.

Community-Based Essential Skills Responses:

rr o Refer participants to Community-Based Essential Skills Responses
(page 48 in the Participant Workbook).

e Ask each group, working as a team, to complete the £S5 Initiatives T
Know About in My Community page. Remind participants that
initiatives can be “official” projects or small individual undertakings.

e Ask each group, working as a team, to complete the £S Initiatives T
Would Like to See in My Community page. Remind participants that
initiatives can be "official” projects or small individual undertakings.

e Ask each group to share 1 community initiative they know about and 1
initiative they would like to see in their community. Stress the need
for brevity.

e You may wish to collect this page if you are looking for ideas for
Community ES initiatives or wishing to complete a community ES
heeds assessment.

e Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook).



Essential Skills Profile Structure:
Explain that participants will now explore an Essential Skills profile.
Remind participants that the Essential Skills profiles have been
developed by HRSDC based on interviews conducted by trained

interviewers with workers across Canada.

Also explain that Essential Skills profiles describe the frequency and
complexity of the use of Essential Skills in different occupational

groups.

Refer participants to Essential Skills Profile Structure (page 50 in

the Participant Workbook).

Explain that all the Essential Skills profiles have the same
organizational scheme (the same headings and sub-headings). Explain
that this profile structure map will make it easier to navigate and

search any Essential Skills profile.

Hunting Through An Essential Skills Profile:

Refer participants o Hunting Through an
Essential Skills Profile (page 51 in the
Participant Workbook).

Refer participants to the Trappers and
Hunters profile (page 53 in the Participant
Workbook). Spend a few minutes cross-
referencing the profile with the Essentia/
Skills Profile Structure map.

Ask participants to use the Trappers and
Hunters profile to complete the Hunting
Through an Essential Skills Profile activity.
Explain that this activity will help participants
to understand what kinds of information are in
the profile.

When participants have completed the
activity, review the answers (see Appendix 6 in
this Guide for the answer key). Address any
problems that may have arisen.

Purpose of the Hunting

Through an ES Profile activity
e To familiarize

participants with
Essential Skills profiles
and how fo navigate
through the layout and
the large amount of
information presented.

To demonstrate how an
Essential Skills profile
can be used to learn
about an occupation.

To explore complexity
levels and examples.

To identify how the
information in a profile
can be used in personal,
professional and
community contexts.

Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook) for the Hunting Through an Essential

Skills Profile activity.
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A Sampling of Essential Skills Resources:

Hand out a copy of A Sampling of Essential Skills Resources to each
participant (see Appendix 4 in this Guide). Explain that these site
addresses are intended for information only and should be explored
when participants have time.

Update resources and site addresses as necessary.

Learning the Lay of the Land: A Resourceful Journey:

Hand out a copy of Learning the Lay of the

Land: A Resourceful Journey to each Purpose of the Learning the
participant (see Appendix 4 in this Guide). Lay of t?ﬁuﬁi?;;' aA‘:t?\ﬁf;) urceful
NOTE: you should have checked the HRSDC . 5 provide a greater
links at least 48 hours in advance to ensure awareness of Essential
fhey are working_ Skills tools and

) o ) . resources available on-
Provide participants with computers and high line.
speed Internet. e To facilitate a hands-on

experience with some of
the Essential Skills tools
and resources available.

Ask participants to undertake the activity
according to the directions. Inform them that
they should do as much as they are able in the
time allotted and that they should seek
assistance from you or the people around them when necessary.
NOTE: Participants may work in pairs to complete this activity.

Circulate and assist participants. If you sense boredom or
frustration, stop the activity before time is up.

Make the answer key available if participants want to check their
answers (see Appendix 6 in this Guide). The object of the activity is
not to get the correct answers but to learn how to access Essential
Skills sites.

Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook).
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ASSESSING ESSENTIAL SKILLS

A Word About Essential Skills Assessment:

e Refer participants to A Word About Essential Skills Assessment
(page 69 in the Participant Workbook).

e Explain that this resource provides an overview of the kinds of
assessment that are being used for Essential Skills.

e Stress the following:

o Essential Skills assessment uses real workplace documents and
the real workplace tasks associated with these documents.

o Formal Essential Skills assessment uses tools that are
scientifically validated and the TALS 500 point scale. Formal
assessment is used in high stakes situations.

o Informal Essential Skills assessment is used to determine
learner gaps and starting points. It uses the HRSDC 1-5 level
scale.

o Essential Skills self-assessment is used to determine starting
points (gap analysis) and to measure learning progress.

o All assessment tools need to be approached with caution.

o Information on the limitations of a tool and of testing in and of
itself should be taken into consideration. This is especially true
for Aboriginal populations which may have had very negative
experiences in school and with festing.

o Refer participants to Essential Skills and
Literacy Assessment Tools (page 71 in the Purpose of the ES Literacy and

o Assessment Tools pages
Participant Workbook). e To inform participants

what ES assessment
tools exist.

e Explain that this is a resource document that
can be consulted when Essential Skills

e To provide direction re:

assessment is required. where ES assessment
tools can be sourced.
e Stress that this list in no way promotes one « To assist with the
assessment tool over another. It is intended selection of appropriate
only as an information resource - a starting ES assessment tools.

point for more in-depth research.
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Essential Skills Assessment - How Do Your Skills Measure Up?:

If computer access is possible, ask participants to complete a minimum of
one Measure-Up activity on-line instead of doing the activity outlined below.
(www.measureup.towes.com)

e Refer participants to Essential Skills Assessment - How Do Your
Skills Measure Up? (page 81 in the Participant Workbook).

e Explain that it is now time to try some examples of informal Essential
Skills assessments. (Examples are from Measure Up -

measureup.towes.com.)

e The activity set contains four tasks, two Document Use (Level 1 & 2)
and two Numeracy tasks (Level 2) on page 83 in the Participant
Workbook).

* Read aloud the introductory information and directions on page 81.

e Ask participants to record the steps they used to find the answers to
Tasks 1 -4. They should record these steps in the table on page 81 &
82 of the Participant Workbook.

o Refer participants to the Measure Up Activity Answer Keys (page 87
in the Participant Workbook) so they can check their answers.

e Review the steps participants used to find their answers.

e Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook) Essential Skills Assessment - How Do
Your Skills Measure Up? activity.
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Essential Skills Model Activity:

Refer participants to Creating an Aboriginal Essential Skills Model

(page 91 in the Participant Workbook). Read
through the instruction page with

participants.

Ask each small group to design a model,
symbol or metaphor that describes Essential
Skills. This model should have an Aboriginal

theme.
Some ideas:
O awigwam or teepee with 9 supporting
poles
0 9stones in a Medicine Wheel
o
0 9 bent birch boughs framing a canoe
O 9 shapes on a totem pole
O 9 petals in beaded flower
0 9 woven strands (basket or cloth)
0 9 beats ofadrum
0 9stonesin an Inukshuk

an igloo with 9 blocks in the bottom row

Purpose of the Aboriginal ES

Model activity

To introduce the idea of
a visual representation
as a problem solving tool
(a way to make complex
concepts more
understandable).

To appeal to the
Aboriginal learning style
which is very visual.

To enable Aboriginal
groups to identify with
the 9 ES by relating
them to a meaningful
symbol.

To facilitate Aboriginal

“ownership” of the 9 ES.

Ask each group to draw and label their design on flipchart paper.

After the models have been developed, call upon each group to
present its idea to the large group and explain how the 9 Essential
Skills are represented.

Thank the groups for their work.

Remind participants to fill in their Essential Skills Check List (page 7
in the Participant Workbook) for the Essential Skills Mode/ activity.
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Closing the Workshop
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CLOSING THE WORKSHOP

Anticipation Guide Re-visited:

Ask participants to refer to their Anticjpation Guide (page 6 in the
Participant Workbook).

Inform them that this Guide is an example of an informal progress
check.

Review each question and ask participants to provide the correct
answers (see Appendix 6 in this Guide for the answer key).

Point out how much participants have “grown” in terms of their
understanding of Essential Skills.

Workshop Outcomes Review:

Ask participants to refer to the Workshop Outcomes (page 5 in the
Participant Workbook).

Review the workshop outcomes with participants. For each outcome,
ask if you can consider it addressed during the workshop. (Hopefully
all will have been achieved).

It is hoped that participants will leave the workshop with:

v" Increased awareness and knowledge of Essential Skills.

Increased awareness of Essential Skills Complexity Levels.
Increased ability to use the common language of Essential Skills.
Familiarity with a range of Essential Skills tools and resources and
knowledge of where to find more.

Awareness of Essential Skills assessment tools and approaches.
Awareness of current Essential Skills programs and best practices.
v' Specific ideas for next steps applications.

ANENEN

ASRN

Essential Skills Check List Completion:

Ask participants to complete their Essential Skills Check List (page 7
in the Participant Workbook).

Stress the number of skills participants have used in the workshop.

Participant Expectations Review:

Ask participants to open their tent cards and see if their “wish lists"
were addressed. Discuss any concerns.
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Workshop Evaluation (optional):

Explain o participants that they are going to complete a workshop
evaluation before the final workshop activities occur. This will allow
them to take the time necessary to offer considered responses.

Ask participants to complete the Workshop Evaluation (see Appendix 7).

Collect the evaluations.

ES Common Language Review:

Tell participants that they will now review the
meanings of the Essential Skills terms they
have heard in the workshop. Provide each

Purpose of the Common
Language Review activity

¢ To make the point that

participant with an £S5 Common Language ES has its own

Review card (see Appendix 5 in this Guide). vocabulary.

You will require the £5 Common Language * To reinforce

Review Call-Outs in order to conduct the understanding and recall

review (see Appendix 5 in this Guide). of significant ES
terminology.

Explain that you will read an Essential Skills e To review what has been

definition and those participants with the learned during the

corresponding term on their card should cross workshop.

it of f. The first person to cross off all terms
on his or her card should yell out "Essential Skills."

Awarding of Certificates (optional):

Hand out participation certificates if you are using them (see
Appendix 7).

Closing:

Thank everyone for attending.
Share your thoughts and reflections.

Provide contact information for those who may want to pursue issues
arising from the workshop (optional).

Ask for a volunteer to end the workshop with a prayer.
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GROUP SORT ACTIVITY

Directions for facilitator:

1. The icons are used to sort participants into working groups. Ideally, working
groups should consist of 4 members each.

2. To select the number of icons required, use the following guidelines:

e For groups of 4 people, you will require 4 copies of each icon until you
reach the total number of participants. For example, 24 participants
will require 4 copies of 6 different icons (24 in total). For 16
participants, you will require 4 copies of 4 different icons.

e For groups of 3 people, 3 copies of each icon will be required until you
reach the total number of participants. For example, 15 participants
would require 3 copies of 5 different icons.

e For groups of two people, 2 copies of each icon will be required until you
reach the total number of participants. For example, 8 participants
would require 2 copies of 4 different icons. (Groups of 2 people are
especially suitable for very small workshop numbers.)

Choose the icons which are most appropriate for the target audience.
Cut out the printed icons you require (see Appendix 1).

Place all icons in a hat, bag or box and ask each participant to take one.

A

Ask participants to circulate around the room and find all other participants
with the same icon.

7. Once groups have been formed, explain to participants that these are their new
working groups.

8. Ask each working group to select a workspace and sit together.

Alternatively:

If you wish to control the composition of each group, assign each participant an icon
you have chosen for that participant. This allows you to mix-up groups and encourage
networking.
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Appendix 2: Gathering at

Spirit Lake
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SPIRIT LAKE: PLANNING THE GATHERING

p
The Story W

Your group is in charge of planning the gathering at Spirit Lake. This is your
first meeting. You need to make a flowchart of things that must be done,
from start to finish. Information you need:

e There are 8 steps that must be completed (a "to do” list).

e The "to do" list is not in the right order.

e Read the "to do” list carefully - there are word clues to help you put
the steps in the right order.

p
What to do W

® Read the Essential Skills Path Finder, Flowcharts.
® (Cut out the 8 planning steps listed in the Handout, "To Do” List.
® Put the steps in the right order. HINT: Find the first step and the

last step. Then order the other 6 steps.
® Shorten each planning step in the "To do" List to 3-6 words.

® Write the shortened steps in the blank flowchart in the handout,
Flowchart for Planning the Gathering. Do NOT glue anything!

p
What you need)

Per person:
|| Essential Skills Path Finder: Flowcharts
| Handout: "To Do”List
|| Handout: Flowchart for Planning the Gathering

[ ] A pen or pencil and eraser

|| Scissors
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ES Path Finder: Flowcharts

What is a flowchart?

A flowchart shows the steps in a process "at a glance.” The steps should be easy to
read. A flowchart starts at the top of the page and works its way down the page. It can
‘flow' side to side down the page or travel directly downwards.

What kind of writing is in a flowchart?

The writing in a flowchart is VERY short and to the point. Abbreviations may be used fo
save space. A flowchart tit/e tells the reader what process the flowchart is describing.

How do you read a basic flowchart?

Start / Stop Q
A circle or rounded box usually means the start or end of a process. The "start” is

an action which kicks off the process. The "stop” is the final action or outcome.

)

Step / Task
A box means a step or a task. Different shaped boxes can mean sub-steps.

Process Flow

Arrows show the direction of the process. Only one arrow leads to the next step.
Several arrows can go to the same box. The boxes in a flowchart are things to do
and the arrows direct the action.

Decision Point
This means a question is asked and a decision must be made. There are different
processes depending on the answer. Usually the possible answers are Yes or No.

SN

Lamp doesn’t work
How can flowcharts help you? [ ]

They can:
e help you remember how to do something.

Lamp plugged
in?

Plug in lamp.

e help you learn how o do something.
e show you an entire process at one time (the "big picture”).
e help you learn abbreviations and vocabulary.

Bulb burned
out?

e help you make decisions. Replace bulb.

e break complex processes into easy to follow steps.

[ Buy new lamp. ]

Basic flowchart example
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Flowchart for Planning the Gathering
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SPIRIT LAKE: GETTING TO SPIRIT LAKE

Informatio
e Youl

e You need to pick up your friend from Pierce Airport.
e You only drive on major routes or divided highways.
e You will need gasoline before you reach the airport.

p
The Story W

Your community is planning a gathering at Spirit Lake Park on Spirit Lake
(marked with an X on the map). What route will you take to get there?

n you need:
ive in Lomus on the A12.

p
W

hat to do W

Read the Essential Skills Path Finder, How to Read a Road Map.
On your map, underline Lomus and draw a box around |Pierce Airpor‘r‘.

Mark the route you will fake from Lomus to Pierce Airport and then
from Pierce Airport to Spirit Lake Park.

Draw an X on the gas station where you will get gasoline.
(NOTE: There are many possible routes - choose one.)

Write S, E and W in the blanks on the direction symbol above the map.

About how many kilometres is Spirit Lake Park from Lomus “as the
crow flies"? Write your answer at the top of the map.

as the crow flies - Going

-
What you needw directly in a straight line.

Per person:
|| Essential Skills Path Finder: How to Read Road Maps
"] Spirit Lake and Area Map
] A pen or pencil and eraser

] Metric ruler
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ES Path Finder: How to Read a Road Map

To read a road map, follow these steps:

1.
2.
3.

Find your starting point on the map.
Find your ending point on the map. (Called a destination.)

Check the map scale at the bottom of the map.

Road maps cannot be life size or the map would be HUGE. Solution: real life
measurements are shrunk down so they fit on a map. The shrinkage amount is
called "scale.” Scale is shown on a map in 2 ways.

a) By ratio (for example, 1:100 000)

In this example, 1 centimetre on the map = 100 000 cm in real life.
Since there are 100 000 cm in 1 kilometre, 1 cm on the map = 1 km in life.

The scale 1:50 000 means 1 cm on the map = 0.5 km in real life.
The scale 1:200 000 means 1 cm on the map = 2 km in real life.

e The first number is always 1. In Canada, this is usually 1 cm. In
the US, it is usually 1 inch.

e The larger the second number, the less detail on the map.
b) By abar

A line is actually drawn on the map to represent a specific number of
kilometres. For example, the distance between O and 50 below equals
50 km. This line length can be used to measure distances on the map.

0 50 km

Check the directions:

0 North is at the top of the map

0 South is at the bottom of the map
0 West is on the left side of the map
0 East is on the right side of the map.

Choose the route that is best to get you where you are going. Choose major
routes if you are in a hurry or need paved roads.

Check the pictures and colours on the route. Read the key to interpret them.

Some common map symbols are:
0 anairplane for an airport
blue for a body of water
green for a park
a wide line for a big and important road
a very thin line for minor or unpaved roads

S O OO
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SPIRIT LAKE: BUYING FOOD

p
The Story W

Food must be bought for the Spirit Lake gathering. Your role is to buy the
items listed below. It is important that you get the best deal possible.

Items to Purchase:

Canned Beans Juice Boxes Buns
Oranges BBQ Sauce Pickles

p
What to do W

® Look over the handout, Buying Food.
® Read the Path Finder, Finding the Unit Price.
® Calculate the best deal for each item you must buy. Do this by finding

the unit price of each item.
® C(Circle the best deal for each item.
® Tf there is time, calculate the total cost for food.

P
What you need)

Per person:
|| Essential Skills Path Finder: Finding the Unit Price
| Handout: Price Comparisons

] A pen or pencil and eraser
] Calculator

83



84



ES Path Finder: Finding the Unit Price

The unit price of an item is the cost for one unit. For example, a bag of 6 apples might
cost $3.99. The unit price is the cost of one apple. Finding the unit price helps you to find
the best deal when items are sold in different amounts or sizes.

Other examples of units are:
e 5 kilogram (kg) bag of flour. The unit is 1 kilogram of flour.
e Package of 6 bars of soap. The unit is 1 bar of soap.
e Bag of 12 oranges. The unit is 1 orange.
e Package of 5 juice boxes. The unit is 1 juice box.

To find the unit price of something, use the following steps:

Problem: Which is the better deal; A 2 kilogram bag of potatoes for $3.00 or a
3 kilogram bag of potatoes for $4.00?

1. First figure out what makes one unit.
» One unit is 1 kilogram of potatoes.

2. Next, divide the total cost of each package or bag by the number of

units.
> $3.00 = 2 kg = $1.50. This is $3.00 divided by 2 kilograms which is

$1.50 per kilogram.

> $4.00 + 3 kg = $1.34. This is $4.00 divided by 3 kilograms which is
$1.34 per kilogram.

3. Compare the unit prices to see which one cost less per unit.
> The 2 kg bag costs $1.50 per kg.
> The 3 kg bag costs $1.34 per kg.
> The 3 kg bag is the better deal because it costs less to buy per
unit.

Sometimes the unit price is displayed on product labels. You can also use this to compare

prices. \

YOU PAY UNIT PRICE
$1.50
$1 .69 PER KILOGRAM

1154567504 AN
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PRICE COMPARISONS

Calculate the unit price for each food item below and write it in the box.
Circle the letter (Choice A or B) for the best deal.

1. You need 4 litres of pickles. Choice A or B? (1 litre = 1000 mL)

A: Unit price

B: Unit price

2L jar/$6.79

500 mL jar/$1.59

2. You need b dozen buns. Choice A or B?

A: Unit price

B: Unit price

2 buns/$0.59

1 dozen buns/$3.79

3. You need 15 cans of beans. Choice A or B?

A: Unit price

B: Unit price

3 cans/$2.49

AETH I,mEle
| BAKED | BAKED
BEAHS lllasnns

5 cans/$4.69

H,'EINZ HEIHZ
EM(ED |
EEAHH BEA

MEIN2
| BAKED F
HEANS

LWEINZ
| BMEEEI
BEAMS

I,mEle
| BAKED
BEANS
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4. You need 20 juice boxes. Choice A or B?

A: Unit price
4 boxes in a package
$5.00/package

B: Unit price
5 boxes in a package
$6.00/package

5. You need 10 kilograms of oranges. Choice A or B?

A: Unit price
2 kilogram bags sell for $2.99

B: Unit price
5 kilogram bags sell for$6.99

6. You need 2 litres BBQ sauce. Choice A or B? (1 litre = 1000 mL)

A: Unit price
2L/$6.79

B: Unit price
500 mL/$1.98

e —

BARBEQUE

gl
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SPIRIT LAKE: BRINGING SUPPLIES

p
The Story W

You must bring some supplies to the Spirit Lake gathering. You need to
organize and write down these items so you won't forget anything.

Information you nheed:
e You must bring 3 different types of items.
e There are 15 items to organize.
e You must create a tree organizer.

p
What to do W

® (Cut out the labels on the Labels page.

® Read the Essential Skills Path Finder, How to Use an Organizer.

® Decide which items belong under each heading (HINT: there are 5
items per heading).

® Arrange the title, the 3 headings and the 15 items on the desk top so
they look like the ftree organizer.

g
What you need W

® (Glue each label onto the tree organizer in the Tree Organizer handout.

Per person:
|| Essential Skills Path Finder: How to Use Organizers
[ ] Handout: Labels (1 title, 3 headings, 15 items)
|| Handout: Tree Organizer
[ A pen or pencil and eraser
[ ] Scissors
L] Glue stick
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ES Path Finder: How to Use Organizers

What is an organizer?

An organizer is a way to organize ideas, things, or information. An organizer can use
pictures or words. Organizers help you to see patterns and relationships “at a glance.”
They also let you break down information.

When do you use organizers?

e to understand information e to improve reading skills e to brainstorm
e fo remember information e to make a decision e to plan
e to analyze information e to describe a process

What are some types of organizers?

Organizers are generally divided into categories such as:
e organizers that show steps in a_process
e organizers that show cause and effect
e organizers that compare and contrast different things or ideas
e organizers that present information about a topic (this type of organizer may
show what information is more important and which is less important)

What kind of organizer should you use?
The following is a list of some common organizers and when you can use them:

tar

0

When there is one large idea that has several characteristics.

I

spider When there is a large topic with several sub-topics and each sub-

topic has supporting details.

i

cloud cluster , , , _
When you are creating a web of ideas (brainstorming) based on a

single topic. One idea leads to another idea which leads to another.

When there is a series of events with a definite beginning. The
topic divides into sub-topics which divide into sub-sub topics, etc.)

<i

event chain
When there is a linear chain of events or steps, with a definite

|:|-»H-u|:|-u|:| beginning, middle, and end.
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Label Page: Cut out each label below.

~ FIRST AID - DENTAL
- OINTMENT ~ FLOss

| MOSQUITO
FLASHLIGHT BANDAIDS SPRAY
COUGH '
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TREE ORGANIZER
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SPIRIT LAKE: SCHEDULING EVENTS

p
The Story W

Your community is planning a gathering at Spirit Lake. You are in charge of
making an agenda for the children's activities. What kind of agenda will you
use?

Information you need:
e There are 2 days and 2 time periods (morning and afternoon) for
activities.
e There are 6 kinds of activities.
e There are 3 kinds of table formats you could use - column driven, row
driven or intersecting.

p
What to do W

® Read the Essential Skills Path Finder, How to Read a Table.

® Look at the table examples in the handout, Making an Agenda for the
Children’s Events.

® Make an intersecting table using the blank table in the handout.
® C(ircle the table format that works best for the Children's agenda.

p
What you need)

Per person:
|| Essential Skills Path Finder: How to Read a Table
|| Handout: Making an Agenda for the Children’s Events.

'] A pen or pencil and eraser
L] A ruler
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ES Path Finder: How to Read a Table

To read a table, follow the arrows below:

“column driven” table (headings across the top)

HEADING HEADING HEADING HEADING

E .llllllllllllllllllIllllllllllIlllll’
;lllllllIllllllllllllllllllllll Illll*

“column driven” table with sub-columns

HEADING

heading

HEADING

sub-

HEADING

lllllll>

Illlllll»

lllllll*

split
heading

"row driven” table (headings down the side)

HEADING

HEADING

HEADING

HEADING

HEADING

HEADING

HEADING

D

<llllllllllllll EEEEEEEEEEEEE
‘llllllllllllllllllllll [EERY]

"row-driven” table with sub-rows

0
»
"
.

L3

sub-
heading

sub-
heading

<lllllllllllllllllllll
<llllllllllll (EE R [ERN]
‘llllllllllllllllllllllll

™

HEADING 1

HEADING 2

HEADING 3

HEADING 4

HEADING A

HEADING B

HEADING C

intersecting columns and
rows

(headings across the top and
down the side)
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MAKING AN AGENDA FOR THE CHILDREN'S EVENTS

1. The children's agenda set up "by day,” using a "column driven” table:

Children's Events (sorted by day)

Day Time Activities
10:00-11:30 drum making, hand games, story telling
! 13:00-14:30 amazing race, plant walk, tug-of-war
10:00-11:30 amazing race, plant walk, tug-of-war
2 13:00-14:30 drum making, hand games, story telling

2. The children's agenda "by time,” using a “"row driven” table:

Children's Events (sorted by time)

Time 10:00-11:30 13:00-14:30
Day 1 2 1 2
N drum making, hand | amazing race, plant | amazing race, plant | drum making, hand
Activities . .
games, story telling walk, tug-of-war walk, tug-of-war | games, story telling

3. The children's agenda "by activity,” using a “column driven” table:

Children’s Events (sorted by activity)

Activities Day RS
_ 1 13:00-14:30
amazing race 2 10:00-11:30
‘ 1 10:00-11:30
drum making 2 13:00-14:30
- ) 1 10:00-11:30
and game 2 13:00-14:30
1 13:00-14:30
plant walk 2 10:00-11:30
. 1 10:00-11:30
story telling 2 13:00-14:30
oo 1 13:00-14:30
g 2 10:00-11:30
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4. Write the children's agenda by day and time using an intersecting table. There will
be headings across the top and down the left side. Use the table below. Remember
to write a table title. (You will have to draw the columns and rows in the table
outline below.)

Title:

5. Of the 4 tables, which table format works best for the children's agenda? Circle
your choice.
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SPIRIT LAKE: INVITING FRIENDS

p
The Story W

You have received a text message from a friend about the gathering at
Spirit Lake. After reading the message, you will send a reply. How will you
respond?

Information you need:

e Your reply must be at least 2 sentences long.
e You must include at least 10 text messaging abbreviations.

p
What to do W

Read the text message and translate it into real words.

Use the legend, Text Message Abbreviations, to help you.

Write a reply in "text language” to your friend.
If possible, send this message to your facilitator.

Read the Path Finder, Abbreviations and Acronyms.

P
What you need)

Per person:

|| Essential Skills Path Finder: Abbreviations and Acronyms
| Handout: Inviting Friends Message

'] Legend: Text Message Abbreviations

] A pen or pencil and eraser
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ES Path Finder: Abbreviations and Acronyms

Abbreviations are shortened language. They save time and space when writing and are
used in all types of communication.

There are no rules for making abbreviations. This can be seen when we look at the
abbreviations for Alberta - Alta and AB both are shortened language for the name of
the province and both are used in communication.

There are some common patterns for making abbreviations:

e Using initials of words to make abbreviations (first letter of each word).
Examples: British Columbia = BC and North West Territories = NWT

e Using the first and last letters of words to make abbreviations;
Examples: Point = pt and Mister = Mr

e Using key identifying letters of a word.
Examples: Sergeant = Sgt and Government = Govt

e Using syllables of a word.
Examples: Gymnasium = gym and Influenza = flu

One of the most common forms of abbreviation is the acronym. Acronyms are formed
by using the first letters of words. These abbreviations often can be pronounced as a
new word. Sometimes two letters from the beginning of words are used in order to
create an acronym that will be easy to remember. This is the case with radar. Radar
is formed from radio detection and ranging.

Acronym examples:

AFN - Assembly of First Nations

AHRDA - Aboriginal Human Resources Development Agreement
ATK - Aboriginal Traditional Knowledge

ATM - Automated Teller Machine

FAQ - Frequently Asked Questions

ITK - Inuit Taaparist Katamiuick

MNC - Métis National Council

NAHO - National Aboriginal Health Organization

PIN - Personal Identification Number

SCUBA -self contained underwater breathing apparatus
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INVITING FRIENDS MESSAGE

Read the message from Mary. Write the message in "real” words. Then, write your
reply using "text language”. See next page if you need help.

Mary's
message

Hi. QQ

Hru? I M gr8. wyd 4 wkd cos prt @ Spirit Lake (A). I M
going tam or 18r. nbd when.

swdyt? 12g? pcm 4 whb.

I 12k asap. lemeno.

sys & sc.

gtg. w/b
Mary
X= lol

Mary's message in "real” words:

Your reply
to Mary
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Text Message Abbreviations

In text messaging, almost all information is written using abbreviations and
acronyms. Use the legend below fo help you read the text message from Mary and
to write your reply.

Text Message Symbols and Abbreviations

Symbol/Abbrev Meaning Symbol/Abbrev Meaning
@ at lemeno let me know
& and I2g like to go
4 for 12k like to know
IMm Tam I8r later
(A) again lol laughing out loud
afaik as far as I know Iths long time no see
asap as soon as possible nbd no big deal
b4 before pcm please call me
b4uki before you know it prt party
c4n ciao for now QQ quick question
cid consider it done <s> smile
cos because sc stay cool
c-t city suitm see you in the morning
cul8tr see you later swdyt so what do you think
dur do you remember Sys See you soon
E123 easy as 1,2,3 t2ul talk to you later
G9 genius tam tomorrow morning
gr8 great tpm tomorrow PM
gtg got to go tuvm thank you very much
hhol/2k ha-ha only half kidding wéu waiting for you
h2cus hope to see you soon w/b write back
hru how are you wbu what about you
hth hope this helps whb what, why, when, where, who
Idk T don't know wkd weekend
K okay wyd what are you doing
?4u I have a question for you X= fingers crossed
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SPIRIT LAKE: STUDYING NATURE

p
The Story W

The Irritanthum bush grows at Spirit Lake. Touching its leaves will cause an
itchy skin rash. First aid creams do not stop the itch from this bush.

You have fouched the leaves. Now you must find and use a natural cure for
the itchiness by studying the plants at Spirit Lake.

Which plant will you use to treat the rash?

-
What to do W

® Read the Essential Skills Path Finder, Venn Diagrams.
® Read the table, Spirit Lake Healing Plants.
® (Circle the features in each row that are the same for BOTH plants.

Write these in the space formed by the overlap of both circles on the
Venn Diagram page.

® Worite the Spirit Senthium only features in the correct circle and
Waterous Wedgewood only features in its circle.

P
What you need)

Per person:
|| Essential Skills Path Finder: Venn Diagrams
"] Handout: Spirit Lake Healing Plants
| Handout: Venn Diagram Page

] A pen or pencil and eraser
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ES Path Finder: Venn Diagrams

A Venn diagram can be used to compare 2 items in a visual way. It is a set of circles that
makes "seeing” those things that are the same and those that are different easier. Venn
diagrams can be used to describe and compare many things (people, places, events,
ideas, efc.). They help to organize thinking and see relationships.

Each circle represents one of the items being compared.
Individual features are listed in the circle for the item.
N

Features that are the
same or common to
both items are listed
in the overlapping
space.

Example: Pacific and Atlantic Salmon

Pacific Salmon Atlantic Salmon

- Spawn once
then die

- Live in rivers
and ocean

- Spawn many
times

- Spawn in
fresh water

- Found in
Quebec and
Maritimes

- Found on
West Coast




114



SPIRIT LAKE HEALING PLANTS

Spirit Senthium

Waterous Wedgewood

Where found:

Native to Spirit Lake
in shade near water

Native to Spirit Lake
in full sun at shoreline

In season:

Blooms July-August
Berries August-September

Blooms May-August
Berries August-September

Traditional uses:

Berry tea for headache or
stomach ache

Apply crushed flower petals for
rash and insect bite itch

Berry tea for headache or
stomach ache
Eat flower petals for Vitamin D

Appearance:

Grows 20-30 cm high
Long and pointy leaves

Grows 10-20 cm high
Waxy, fan-like leaves

Special features:

Berries are poisonous if not
boiled in water
Withstands cold temperatures

Berries are non-poisonous
Withstands cold femperatures

Harvesting and
storage:

Pick berries late September
Store in sealed jars

Dry and store flower petals at
room temperature

Pick berries late September.
Store in sealed jars

Dry and store flower petals in
fridge
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Flowchart for Planning the Gathering Answer Key

Make a budget.

Choose a possible date.

¥

Book the park motels and campsite
(change date if necessary).

¥

Make a general agenda (activities,
meals, entertainment).

¥

Make a specific agenda (activities,
meals, entertainment).

¥

Send out information.

¥

Organize volunteers (a few days
before).

Evaluate results.
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PRICE COMPARISONS ANSWER KEY

Calculate the unit price for each food item below and write it in the box.

Circle the letter (Choice A or B) for the best deal.

1. You need 4 litres of pickles. Choice A or B? (1 litre = 1000 mL)

A: Unit price _3.395
2L jar/$6.79

B: Unit price _3.18
500 mL jar/$1.59

2. You need b dozen buns. Choice A or B?

A: Unit price _0.295

2 buns/$0.59

B: Unit price __0.316

1 dozen buns/$3.79

3. You need 15 cans of beans. Choice A or B?

3 cans/$2.49

A: Unit price __0.83

I,I,'HELN'E'"
| BAKED

lllasms

5 cans/$4.69
WEINZ], 4u|~z

| BAKED | BAKED

| BEANS BEANS

B: Unit price __.938

LMEINZ|

| BAKED
| a's"nus
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4. You need 20 juice boxes. Choice A or B?

A: Unit price __1.25 B: Unit price __1.2
4 boxes in a package 5 boxes in a package
$5.00/package $6.00/package

5. You need 10 kilograms of oranges. Choice A or B?

A: Unit price __1.495 B: Unit price __1.398
2 kilogram bags sell for $2.99 5 kilogram bags sell for$6.99

6. You need 2 litres BBQ sauce. Choice A or B? (1 litre = 1000 mL)

A: Unit price __3.395 B: Unit price _ 3.96
2L/$6.79 500 mL/$1.98

e —

BARBEQUE
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TREE ORGANIZER ANSWER KEY

What to Bring

Personal Care Protection Medical
J
dental floss sunscreen first aid ointment
toothbrush sunglasses thermometer
tissues flashlight bandaids
towels bear bells pain Killers
soap mosquito spray cough medicine
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MAKING AN AGENDA FOR THE CHILDREN'S EVENTS ANSWER KEY

1. Write the children's agenda by day and time using an intersecting table. There will
be headings across the top and down the left side. Use the table below. Remember
to write a table title.

Title: Children’s Events

Da
_ / 1 2
Time
10:00 - Drum Making Amazing Race
11j30 Hand Games Plant Walk
' Story Telling Tug of War
13:00 — Amazing Race Drum Making
14j00 Plant Walk Hand Games
; Tug of War Story Telling
Title: Children’s Events
Time
10:00 -11:30 13:00 — 14:00
Day
Drum Making Amazing Race
1 Hand Games Plant Walk
Story Telling Tug of War
Amazing Race Drum Making
2 Plant Walk Hand Games
Tug of War Story Telling

2. Which table format is easiest to read? Circle your choice.

Either table is
correct

Answer will vary from person to person. One of the tables (column-driven, row-

driven or intersecting) should be circled.
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INVITING FRIENDS MESSAGE ANSWER KEY

Read the message from Mary. Write the message in "real” words. Then, write your
reply using "text language”. See next page if you need help.

Hi. QQ

Hru? T M gr8. wyd 4 wkd cos prt @ Spirit Lake (A). I M
i going tam or 18r. nbd when.

s i swdyt? 12g? pcm 4 wh5.

message

I 12k asap. lemeno.
sys & sc.

gtg. w/b
Mary
X= lol

Mary's message in "real” words:

Hi. Quick question.

How are you? | am great. What are you doing for the weekend because party at Spirit
Lake again. | am going tomorrow morning or later. No big deal when. So what do you
think? Like to go? Please call me for what, why, when, where, who. | like to know as soon
as possible. Let me know. See you soon and stay cool. Got to go. Write back.

Mary
Fingers crossed. Laughing out loud.

Message will vary from person to person.

Your reply
to Mary
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http://www.douglascollege.ca/training-community-education.html
https://www.canada.ca/en/employment-social-development/programs/essential-skills/tools.html
https://www.canada.ca/en/employment-social-development/programs/essential-skills/tools.html
http://www.esdc.gc.ca/eng/home.shtml
http://www.skillsyouneed.com/numeracy-skills.html
http://www.skillsyouneed.com/
http://www.edu.gov.on.ca/eng/studentsuccess/thinkliteracy/files/Oral.pdf
http://www.edu.gov.on.ca/eng/studentsuccess/thinkliteracy/files/Oral.pdf
http://www.writeforward.ca/
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http://www.douglascollege.ca/training-community-education.html
https://www.canada.ca/en/employment-social-development/programs/essential-skills/tools.html
https://www.canada.ca/en/employment-social-development/programs/essential-skills/tools.html
http://www.red-seal.ca/
http://atwork.settlement.org/downloads/atwork/stic/ac_fac_guide_full.pdf
http://atwork.settlement.org/downloads/atwork/stic/ac_fac_guide_full.pdf
http://atwork.settlement.org/downloads/atwork/stic/eg_fac_guide_full.pdf
http://atwork.settlement.org/downloads/atwork/stic/eg_fac_guide_full.pdf
mailto:generalmail@ocasi.org
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http://www.douglascollege.ca/training-community-education.html
http://atwork.settlement.org/downloads/atwork/stic/he_fac_guide_full.pdf
http://atwork.settlement.org/downloads/atwork/stic/he_fac_guide_full.pdf
http://wem.mb.ca/resources/
http://www.wem.mb.ca/
mailto:info@wem.mb.ca
http://essentialskillsdeafliteracy.ca/resources/
http://www.ita.essentialskillsgroup.com/index.php
http://www.ita.essentialskillsgroup.com/index.php
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http://www.douglascollege.ca/training-community-education.html
http://www.skillplan.ca/
mailto:info@skillplan.ca
http://measureup.towes.com/english/index.asp
mailto:info@skillplan.ca
http://vimeo.com/14220366
http://vimeo.com/14222996
http://vimeo.com/14223542
http://www.urbanspiritfoundation.com/store/
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http://www.douglascollege.ca/training-community-education.html
http://www.cewca.org/siteshop-app/pid.2/title.workplace-informal-learning-matrix-complete-english-package
http://www.itsessential.ca/itsessential/display_page.asp?page_id=217
http://www.itsessential.ca/itsessential/display_page.asp?page_id=217
javascript:OpenLink('Email','mailto:info@language.ca','_new')
http://www.esportfolio.com/
http://www.esportfolio.com/index.cfm?fuseaction=about.RFI
http://www.cewca.org/
http://www.cewca.org/free-materials
mailto:cewca@cewca.org
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http://www.douglascollege.ca/training-community-education.html
http://www.essentialskillsgroup.com/
http://www.conferenceboard.ca/
http://careers.essentialskillsgroup.com/
mailto:mherzog@essentialskillsgroup.com
http://www.essentialskillsgroup.com/
http://www.conferenceboard.ca/topics/education/default.aspx
http://www.llsc.on.ca/node/99
http://library.copian.ca/
http://ptpcompass.ca/the-camera-system/
http://ptpcompass.ca/the-camera-system/the-workwrite-series/
http://ptpcompass.ca/wordpress/wp-content/uploads/2016/07/wescan-workforce-essential-skills-guide.pdf
http://ptpcompass.ca/wordpress/wp-content/uploads/2016/07/wescan-workforce-essential-skills-guide.pdf
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http://www.douglascollege.ca/training-community-education.html
http://www.csc-ca.org/
http://www.csc-ca.org/en/catalog/essential-skills/essential-skills-resources
http://www.csc-ca.org/en/catalog/essential-skills/essential-skills-resources
mailto:info@csc-ca.org
http://www.skills.edu.gov.on.ca/dc/osapqa008328
http://www.skillszone.ca/
mailto:skills@edu.gov.on.ca
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http://www.douglascollege.ca/training-community-education.html
http://www.manythings.org/
http://kelly.reachby.com/
http://www.esl-lab.com/
http://www.en.copian.ca/library/learning/paving_the_way/paving_the_way.pdf
http://www.en.copian.ca/library/learning/paving_the_way/paving_the_way.pdf
http://futureworx.ca/programs-and-service
mailto:paulb@futureworx.ca
http://www.gcflearnfree.org/
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http://www.nwtliteracy.ca/
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http://www.douglascollege.ca/training-community-education.html
http://skillplan.ca/reading-at-work-facilitators-guide
http://www.esl.net/the_english_you_need_for_the_office.html
http://measureup.towes.com/english/practice.asp?Selection
http://measureup.towes.com/english/practice.asp?Selection
http://www.bbc.co.uk/skillswise/
http://www.tenement.org/education_lessonplans.html
http://www.mindtools.com/speedrd.html
http://literacy.kent.edu/Oasis/Pubs/handbookTOC.html
http://www.khake.com/page3.html
http://www.ababasoft.com/speedreading/foreign_language_reading.html
http://www.ababasoft.com/speedreading/foreign_language_reading.html
http://www.studygs.net/
http://skillplan.ca/document-use-at-work
http://measureup.towes.com/english/practice.asp?Selection=Reading_Text
http://measureup.towes.com/english/practice.asp?Selection=Reading_Text
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http://www.douglascollege.ca/training-community-education.html
http://www.khake.com/page3.html
http://mathforum.org/cgraph/cplane/
http://skillplan.ca/numeracy-at-work
http://skillplan.ca/measurement-and-calculation-for-the-trades
http://www.visualfractions.com/index.htm
http://www.edhelper.com/
http://www.bbc.co.uk/skillswise/
http://www.aplusmath.com/
http://www.math.com/students/practice.html
http://measureup.towes.com/english/practice.asp?Section+Numeracy
http://www.khake.com/page3.html
http://www.lacnyc.org/ed-resources.html
http://www.pearsonelt.com/
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http://www.douglascollege.ca/training-community-education.html
http://www.cic.gc.ca/english/pdf/pub/language-benchmarks.pdf
http://www.plainenglish.co.uk/
http://www.cls.utk.edu/2000_idea_book.html
http://www2.actden.com/writ_den/index.htm
http://grammar.ccc.commnet.edu/grammar/
http://www.infoplease.com/homework/writingskills1.html
http://www.khake.com/page3.html
http://www.inc.com/articles/2000/06/19312.html
http://www.inc.com/articles/2000/08/20000.html
http://www.inc.com/articles/2000/03/18145.html
http://www.inc.com/articles/2001/09/23385.html
http://www.khake.com/page3.html
http://www.mindtools.com/
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http://www.douglascollege.ca/training-community-education.html
http://www.khake.com/page3.html
http://www.studygs.net/crtthk.htm
http://www.adprima.com/thinkskl.htm
http://www.wigglebits.com/
http://www.altn.org/webquests/websites/
http://www.altn.org/webquests/websites/
http://www.comptechdoc.org/basic/basictut/
http://www.anniston.lib.al.us/computerinternettutorial.htm
http://www.alis.gov.ab.ca/pdf/cshop/AdultPlanner.pdf
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In this journey, you will follow several pathways. Each pathway will show you Essential
skills resources. Along the way, you will record your footsteps for future travel.

Pathways: The pathways tell you how to get to on-line Essential Skills resources.
The pathways also tell you how to navigate websites.

Footsteps: The footsteps give you questions to answer or information to find.
Record your answers to the questions in the spaces provided.

i—f’ Pathway #1: Employment and Social Development Canada
1} = Type: www.hrsdc.gc.ca into the search bar and click enter

> The Employment and Social Development Canada page opens.

I*I Government  Gouvernement E—
of Canada du Canada emiE R n

Immigration « Travel v Business v Benefils v Health « laxes v More services :>Type: (Essen'l'ial S ki I IS) in The

search bar and click enter
Employment and Social Development Canada

Employment and Social Development Canada (ESDC) works o improve the standard of living and quality
i e il i Wi sin thvie bus mermetines = Ik fner o fot "

#hat ic hinhlu clillad 10 alon nrmmata an Follow: ‘W ﬂ I ﬁ'ﬂ @A

> The Essential Skills results page will open up.

Immagraton v Travel v Husmess ¥

8 »Scroll down the page to see the

Advanced search =EArch bps

About 27,200 search results for "essential skills™ .. many Essential Ski I IS rleSOL-Ir|CeS
Literacy and essential skills - Canada.ca A OVOi |0b l e 1-0 USC.
hittps www canada Ca'en'empiovment-social-devalopment/proaramsiessenhal.siils himi By date:

¢ How many lessons are in the ES Vocabulary Building Workbook?

?m
Footsteps
o Specifically what are the exercises designed to help you learn?
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Pathway #2: The Office of Literacy and Essential Skills (OLES)

i On the Essential Skills results page
q_l—"f = Click on: Literacy and Essential Skills - Canada

Mare senvices v

Travel v Busingss Beanefits v Health »

Homs = Employment and Social Development Canady = ESOC programs and poficy development 5 >CI le on: Under‘STandlng

The Office of Literacy and Essential Skills Essential Skills

Literacy and essential skills

« are neaded for work, learning and life;
« are ihe foundation for learmin alher skills, and
= help people evolve with thedr jobs and adapt to workplace change

> The Understanding Essential Skills page will open up.
Immigration + Travel » Business v More services Ck on the “nks under' The

Definitions Header and review
Understanding Essential Skills the 9-Essential Skills

Essential skills include the skills associated with literacy (i.e. reading, writing, document use and numeracy) but goes beyond to also include thinking skills, oral
communication, cemputer useldigital skills, working with others and the skills associated with continuous learning. They provide the foundation for leaming all
other skills and enable people to better prepare for, get and keep a job, and adapt and succeed at work

Home - Employment and Social Development Canada -+ ESDC programs and policy development = Literacy and essential skills

“Locate the header: Levels of
> posi Complexity; click on and review
P the two drop-downs

Definitions

e Travel Counsellors require a level 3 in writing. What are the 5 elements that
the rating scale considers when identifying complexity in writing?

o’

Footsteps

= Click the back button once and return to the OLES page

Mare sarvices v

Imrmigration v Traval » Business Bengfits v Health » Taxes v

W Canada = ESDC programs and poficy development

The Office of Literacy and Essential Skills

Literacy and essential skills

« are neaded for work, learning and life;
« ara tha foundation for learming all other skills, and
= help people evolve with thedr jobs and adapt to workplace change
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Pathway #3: Essential Skills Profiles

+y
2‘: On the OLES page
& = Click on: Essential Skills Profiles

> The Essential Skills profiles page will open up.

Jobs w Immigration Travel v Business v Benefits v Health + Taxes v More services v

Home - Employment and Social Development Canada -+ ESDC programs and policy development - Literacy and essential skills

Essential skills profiles

Essential skills profiles describe how workers in various occupations use each of the key essential skills. They include:

= abrief description of the occupation;
= examples of tasks that illustrate how each essential skill is applied; and,
« complexity ratings that indicate the level of difficulty of the example tasks

¢ In what three ways do Essential Skills profiles describe how workers in various occupations

use each key essential skill?

-‘?q

Footsteps

= Click on: Explore careers by essential skills profiles

> The Explore Careers Essential Skills page will open up.

Immigration « Travel » Business « Benefits « Health + More services

Home = Explore Careers by Skills & Knowledge = Explore Careers by Essential Skills

A JobBank = Menu @Slqn in

= Click on: letter “"E"
Il Explore Careers by Essential Skills then click on: Employment
Counsellor

SELECT AN OCCUPATION

alle |c](o [E]|F|] &][H Jlfkl o) m (N[0 Pl e (rR|[s] T |u][v]|[w XYZ

¢ In what three ways can Essential Skills Profiles help you?

-4?.“

Footsteps
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o Whatis the NOC # for Employment Counsellors?

- "%

Footsteps

¢ For an Employment Counsellor at work, which essential skill operates at the highest level of
complexity? And why do you say that?

Skill

Why

= Click the back button and return to the Essential Skills Profiles page

Jobs v Immigration Travel » Business v Benefils v Health v Taxes v More services v

Home - Employment and Social Development Canada -+ ESDC programs and policy development = Literacy and essential skills

Essential skills profiles

Essential skills profiles describe how workers in various occupations use each of the key essential skills. They include

{ Pathway #4: NOC
:'1: On the Essential skills profiles page
\,_':r“’!_ = Click on: National Occupational Classification

» The National Occupational Classification page will open up.

Immigration 5 Benefits «» Health » Moro Senvices «

Home = Nalional Occupational Classification

National Occupational Classification - Resources & Tools

National Occupation Classification

e The NOC is the on occupational information in
Canada.

ZVClick on: 2016 Version

¢ How many occupational titles are in the NOC?

¢ How many Unit Groups are in the NOC?
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e How are occupations in Unit Groups organized?

Enter the 4-digit NOC code for Employment Counsellor - click the search icon

e What is the total number of occupational titles in this Unit Group?

Click the back button and return to the Essential Skills Profiles page

Jobs « Immigration + Travel « Business « Benefits Health + Taxes « More services w

Home -+ Employment and Social Development Canada + ESDC programs and policy development -+ Literacy and essential skills

Essential skills profiles

Essential skills profiles describe how workers in various occupations use each of the key essential skills. They include

" Pathway #5: TOWES

&y

<y On the Essential skills profiles page

-—I:r),:' = Click on: How others are using the profiles

Immigration + Business v el More services v

Home -+ Employment and Social Development Canada -+ ESDC programs and policy development = Literacy and essential skills

-+ Essential skills profiles by oceupation 5 . .
T = Click on: Adult education
How others are using essential skills spher'e

HROC's Essential Skills Research has been used in a variety of ways in many different program contexts. Click on an area of interest to you to see examples of
applications others have developed

e What does the acronym TOWES stand for?

¢ In what four ways would an employer benefit from the use of TOWES?
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ZVClick on the link: Test of Workplace Essential Skills

» The TOWES page will open up.

e This tool accurately measures and builds what three (3) Essential Skills?

“VClick on: Trainers & Instructors

~VRead: TOWES products and services can help you...

e Inyour own words, how can using TOWES help you set up plans to assist your
clients?

2 >Spend a few minutes exploring the sections on this site.
= Click the back button and return to the Essential Skills Profiles page

= Click on: How others are using the profiles

i

25 On the How others are using the profiles page

—

f_ Pathway #6: Measure Up
Ly

—

= Click on: Assessment (Formal)

“VLocate the header: Essential skills self-evaluation tool

e What is the name of the tool?

o Who developed the tool?

e What Essential Skills are tested
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“)Click on the link: How Do You Measure Up?

> The Skill Plan Measure Up page will open.

How do you mpéter

Z:> Cllck on: Engllsh Measure Up? a la hauteur?

English

“VClick on: Test Your Skills

Z)Click on: Document Use
= Click on: level one 1)

ZClick on: Optional:
Open and Print bundled file...

g: T
o Complete the assessment
Footsteps
j;j Pathway #7: Reflections
“E_J Reflecting on your footsteps
.1 = Write your thoughts

How can you use the information you have gained from taking this journey?

-ﬁ.ﬂ

Footsteps
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1. What advice and hints will you give others who want to make this journey?
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W Appendix 5: Essential Skills
=<7 Y Common Language Review
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ES COMMON LANGUAGE REVIEW CALLOUTS

Callout:

Answer:

Using technology

Computer Use

Story telling Oral Communication
Solving problems Thinking skills
Minimum Essential Skills level needed for daily living Level 3

Human Resources and Skills Development Canada HRSDC

Using numbers Numeracy

Reading sentences and paragraphs Reading
Communicating using written words Writing

Skills needed for life, learning and work Essential Skills
International Adult Literacy Survey IALS

Gaining skills throughout life

Continuous Learning

Essential Skills used in an occupation

ES Profile

Teamwork Working With Others
Using a Map Document Use

Test of Workplace Essential Skills TOWES

Can be formal or informal ES Assessment

Have rows and columns Tables
Occupation-Specific Skills Technical Skills
International Adult Literacy and Skills Survey TALSS

How you learn best

Learning Style

When you evaluate yourself

Self-assessment

It has 5 levels

ES Rating Scale

Shows a process by using shapes and arrows

A Flowchart

A way to compare 2 or 3 pieces of information

Venn Diagram

When you look through a piece of writing to find a
specific word

Locate
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ES COMMON LANGUAGE REVIEW
Self- Technical Skills| A Flowchart |ES Assessment| Venn Diagram
Assessment g
Document Use Numeracy Locate TOWES
Continuous Oral . :
Learning Communication IALSS Thinking skills HRSDC
Essential Skills IALS Level 3 Writing Reading
ES Profile Tables ESRating | o outer Use | VOrking With
Scale Others

ES COMMON LANGUAGE REVIEW

Working With . ,
Level 3 Others Reading Learning Style IALS
" : : Oral
Writing Document Use | Technical Skills c L TOWES
ommunication
A Flowchart | Essential Skills HRSDC ES Assessment| Venn Diagram
ES Profile Locate Computer Use Tables
Numeracy Thinking skills Self- Continuous ES Rating
assessment Learning Scale
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ES COMMON LANGUAGE REVIEW

Locate Reading ES Assessment| Document Use | Venn Diagram

ES Rating Computer Use IALSS Level 3
Scale
Numeracy Cf”t'”‘?ous TOWES Thinking skills Tables
earning
) . ) Oral . .
A Flowchart | Technical Skills ES Profile . Essential Skills
Communication

. " Working With

IALS HRSDC Learning Style Writing Others

ES COMMON LANGUAGE REVIEW

Oral Working With Self- Computer Use Continuous
Communication Others assessment P Learning
TOWES A Flowchart ESRaling | 1 ing skills Writing
Scale
Numeracy Locate Learning Style | Essential Skills IALS
IALSS ES Profile Document Use HRSDC ES Assessment
Reading Technical Skills Tables Level 3
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ES COMMON LANGUAGE REVIEW

ES Assessment Locate Level 3 Esslc?;gng Technical Skills
) Oral

IALS HRSDC Learning Style TOWES .

Communication
Working With "
Tables Numeracy Others Writing
Self- - . ) )
Document Use Thinking skills Reading Venn Diagram
assessment
A Flowchart IALSS Continuous | . tial Skils | ES Profile
Learning

ES COMMON LANGUAGE REVIEW

Self- Working With | inking skills | Technical Skills| ~ TOWES
assessment Others
Locate IALSS ES Rating A Flowchart
Scale
Venn Diagram HRSDC ES Assessment| ES Profile Reading
" : Continuous Oral
Writing Learning Style | Computer Use Learning Communication

Level 3

Tables

IALS

Essential Skills

Document Use

107



168



ES COMMON LANGUAGE REVIEW

Technical Skills|  Tables Locate Oral HRSDC
Communication
Essential Skills ES Profile IALSS Continuous
Learning
Level 3 Working With Numeracy [ES Assessment IALS
Others
Computer Use | Learning Style | Document Use | Venn Diagram Self-
assessment
Writing A Flowchart Reading Essgtemg TOWES

ES COMMON LANGUAGE REVIEW

Oral Working With o ,
Communication Others Level 3 Thinking skills
ES Assessment Numeracy Self- Document Use | A Flowchart
assessment
HRSDC TOWES Venn Diagram Tables Writing
Computer Use IALSS Learning Style ES Profile Technical Skills
Reading IALS Essential Skills | Continuous | ES Rating
Learning Scale
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ES COMMON LANGUAGE REVIEW

Writing Cfggrnnl;r?; ) assessesh;lent IALS HRSDC
Numeracy Reading Comm?Jrr?ilcation ES Assessment

Document Use IALSS Locate Tables Level 3
Computer Use | Learning Style Wog:ﬂgr\évith TOWES Technical Skills
ES Profile ESSIC?aaI’ing Essential Skills | A Flowchart | Venn Diagram

ES COMMON LANGUAGE REVIEW

Tables Thinking skills Level 3 TOWES
Oral : :
IALS ... |ES Assessment HRSDC Essential Skills
Communication
Reading Learning Style Cf ntmgous A Flowchart Locate
earning
Numeracy IALSS Working With Self- Technical Skills
Others assessment
Venn Diagram | Computer Use ES Profile ES Rating Writing

Scale
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ES COMMON LANGUAGE REVIEW

ES Assessment Writing TOWES A Flowchart ESSIC?aaItelng
Learning Style Tables Level 3 Venn Diagram
CI‘_)”“”‘?O”S Essential Skills [Tec hnical Skills|  Numeracy Oral

earning Communication
IALSS ES Profile Computer Use | Thinking skills IALS
Document Use HRSDC Locate Self- Working With
assessment Others

ES COMMON LANGUAGE REVIEW

IALS Venn Diagram Tables Numeracy Computer Use
Thinking skills Reading Esslc?:ltelng IALSS ES Assessment
TOWES Self- HRSDC Working With Contingous

assessment Others Learning
Learning Style Technical Skills Locate Writing
: Oral
A Flowchart Level 3 Document Use ES Profile

Communication

LEAS]
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ES COMMON LANGUAGE REVIEW

Level 3 Thinking skills IALSS ES Rating
Scale
TOWES Document Use Locate Writing Numeracy
Oral : : .
. Essential Skills IALS A Flowchart | Venn Diagram
Communication
Self- Learning Style Working With Contlnqous HRSDC
assessment Others Learning
ES Assessment Reading Tables Technical Skills ES Profile
ES COMMON LANGUAGE REVIEW
Writing HRSDC Reading Learning Style Numeracy
ES Assessment| A Flowchart | Essential Skills Contlngous Ora.l ,
Learning Communication
IALS Thinking skills | Venn Diagram Tables TOWES
Locate Esslc?:ltelng Document Use | Technical Skills ES Profile
Working With Self- IALSS Level 3
Others assessment




176



ES COMMON LANGUAGE REVIEW
Thinking skills Reading ES Assessment Writing Locate
Venn Diagram | Technical Skills Cf”t'“‘fous Essential Skills | ES Profile
earning
HRSDC Document Use IALS IALSS Tables
Self- ES Rating Oral Learning Stvle
assessment Scale Communication 9=y
TOWES Numeracy Level 3 A Flowchart Working With
Others

ES COMMON LANGUAGE REVIEW

Essential Skills Cfggr“n‘fr‘]’ss ES Profile | Vopna With 1 Seft
Venn Diagram Esslc?:Iing Tables Comm?Jrr?ilcation Learning Style
Level 3 Technical Skills TOWES A Flowchart | Document Use
Computer Use Writing ES Assessment Reading
IALS HRSDC Thinking skills Numeracy IALSS
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ES COMMON LANGUAGE REVIEW

Thinking skills ES Profile Document Use Ora.l : Locate
Communication
Level 3 Working With Tables ES Assessment| Numeracy
Others
Technical Skills Ess'saalte'”g HRSDC TOWES | Essential Skills
le)ntlngous Reading Learning Style Self-
earning assessment
IALS A Flowchart | Venn Diagram | Computer Use IALSS

ES COMMON LANGUAGE REVIEW

" Self- :
IALS Numeracy Writing assessment Learning Style
Cli)ntlngous Computer Use IALSS Document Use
earning
Technical Skills| Venn Diagram TOWES Locate ES Assessment
: o : : : Oral
ES Profile A Flowchart | Thinking skills | Essential Skills .
Communication
: ES Rating Working With
Level 3 Reading Scale Tables Others

&S]
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ES COMMON LANGUAGE REVIEW

Tables Locate Cfntlnqous Computer Use | Thinking skills
earning
Numeracy Oral | pocument Use Self- Technical Skills
Communication assessment
Level 3 A Flowchart Writing ES Assessment
. . ES Rating Working With
IALSS Reading Learning Style Scale Others
HRSDC ES Profile Essential Skills IALS Venn Diagram

ES COMMON LANGUAGE REVIEW

Oral

L Locate Venn Diagram | A Flowchart |ES Assessment
Communication
Level 3 Self- ES Profile | Essential Skills | //O'king With
assessment Others
ESSE:IZ”Q Technical Skills|  TOWES Thinking skills | Learning Style

Computer Use

Continuous
Learning

IALSS

Writing

Reading

IALS

Tables

Numeracy

Document Use
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ES COMMON LANGUAGE REVIEW

Self- IALS Reading Technical Skill
assessment
Document Use | A Flowchart Locate ES Profile ES Assessment
Learning Style Working With Essential Skills HRSDC Tables
Others
Continuous Oral Writing IALSS Thinking skills
Learning Communication
ESSISaaItelng Venn Diagram Level 3 TOWES Computer Use

ES COMMON LANGUAGE REVIEW

Oral

... |ES Assessment HRSDC Tables
Communication
" Working With : ES Rating
Writing Others Learning Style TOWES Scale
ES Profile IALS A Flowchart | Technical Skills| Venn Diagram
IALSS Numeracy Contlngous Computer Use Self-
Learning assessment
Locate Thinking skills Level 3 Essential Skills | Document Use
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ES COMMON LANGUAGE REVIEW

TOWES Tables A Flowchart HRSDC Learning Style
Oral
ES Assessment| Document Use Level 3 s IALSS
Communication
: : Self- : :
ES Profile Reading Essential Skills IALS
assessment
ES Rating Writing Technical Skills|  Numeracy Locate
Scale
Computer Use Cfntlngous Venn Diagram | Thinking skills
earning
ES COMMON LANGUAGE REVIEW

ES Rating Contlngous Tables Technical Skills Working With

Scale Learning Others

Self-
HRSDC IALSS ES Assessment Level 3
assessment

A Flowchart | Learning Style | Venn Diagram TOWES Computer Use

Locate IALS Thinking skills Numeracy Writing

Document Use Essential Skills ES Profile Reading
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ES COMMON LANGUAGE REVIEW

Ora'l . Computer Use Tables Document Use |ES Assessment
Communication
Working With , . "
IALS Others Technical Skills Numeracy Writing
Level 3 Cf”“”‘?ous IALSS Thinking skills Self-
earning assessment
Reading ESSS:E“Q A Flowchart HRSDC Learning Style
Venn Diagram TOWES Essential Skills Locate
ES COMMON LANGUAGE REVIEW
ES Profile Level 3 IALS Reading Oral
Communication
Document Use Writing Cfntlngous HRSDC Technical Skills
earning
Self- :
A Flowchart Computer Use Tables Venn Diagram
assessment

TOWES ES Assessment| Thinking skills Locate

ES Rating

Scale Learning Style IALSS Essential Skills Numeracy
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ES COMMON LANGUAGE REVIEW

IALS IALSS Locate Venn Diagram TOWES
A Flowchart Working With ES Assessment| Essential Skills Writing
Others
Reading Computer Use ES Profile Technical Skills
Self- :
Level 3 Learning Style | Document Use Tables
assessment
Oral HRSDC ESRating | rpinking skills | Numeracy
Communication Scale
ES COMMON LANGUAGE REVIEW
Computer Use | A Flowchart | Venn Diagram Self- Thinking skills
assessment
Oral : : :
Tables c . .. | Technical Skills | Learning Style HRSDC
ommunication
Locate Numeracy Essential Skills Writing TOWES
Contlngous ES Rating Reading IALSS
Learning Scale
Working With Level 3 ES Assessment IALS Document Use

Others
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ES COMMON LANGUAGE REVIEW

Document Use Self- ES Assessment Level 3 Learning Style
assessment
TOWES Thinking skills HRSDC Technical Skills Writing
Numeracy Tables Reading ES Profile Essential Skills
Contlnqous IALSS Venn Diagram Locate
Learning
Working With ES Rating Oral
IALS Computer Use Others Scale Communication

ES COMMON LANGUAGE REVIEW

Oral

Computer Use | Venn Diagram ES Profile L Level 3
Communication
Technical Skills IALSS ESSE;te'“g TOWES A Flowchart
. : Self-
Numeracy Thinking skills | Document Use
assessment
Reading Writing IALS Locate Tables
Contmqous Working With Learning Style |ES Assessment HRSDC
Learning Others
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Ap

pendix 6: Answer Keys (Except

Spirit Lake)
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ANTICIPATION GUIDE

Place a T beside all TRUE statements and an F beside all FALSE statements.

1.

2.

w

»

N o

o ol

9.

T 10.

NOTES:

According to the Government of Canada, there are 8 Essential Skills.
People who can read are able to use documents properly.

The Essential Skills TALS rating scale has 5 levels.

Creativity is not considered one of the "official” Essential Skills.

Essential Skills often work together.

An Essential Skills profile shows what school grades are needed for certain jobs.

Measure-Up is a website that sells tape measures.
Essential Skills assessment can be formal or informal.
Aboriginal groups in Canada are developing their own Essential Skills projects.

The Essential Skills field has its own vocabulary.
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What Are Essential Skills?

Essential Skills are the skills needed for work, learning and life.
They provide the foundation for learning all other skills.

The following are Canada's 9 Essential Skills and

Skill has an icon (small picture) to help you understand the skill. Choose ONE of the

their definitions. Each Essential

skill labels below for each definition. Write the skill label in the correct blank.

Working with Others Thinking Skills Computer Use
Oral Communication Document Use Numeracy
Continuous Learning Weriting Reading Text

Document Use:

Understanding visual images such as
graphs, lists, tables, drawings, symbols,
signs, maps, labels, forms, x-rays.

The visual display or arrangement gives
meaning to the content.

Includes reading, entering information
into, and creating documents.

Reading:

Reading sentences or paragraphs.
For example: notes, letters, emails,
magazines, manuals, regulations,

books, reports, product labels,
legal agreements.

Includes words on paper and words
on a screen.

Thinking Skills:

Using your brain to:
 solve problems
« make decisions

think critically

plan and organize tasks

remember

find information

/ Oral Communication:

Speaking and listening to
share thoughts or
information.

For example: greeting, telling
stories, giving advice, sharing
ideas, facilitating,

discussing.

Can be face-to-face, by cell
phone or telephone, by
\ computer (Skype)

coordinating tasks, explaining,
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ﬂmpufer Use:

Using technology.

For example: computers, cell
phones, GPS, digital cameras,
Ipods and MP3s, gaming devices,
computerized cash registers,
Blackberries, Iphones.

Includes using the Internet and

(mail.

Continuous Learning:

Gaining skills and knowledge
throughout life.

Includes:
« learning how to learn
« understanding your learning style
« knowing how to find resources
and learning opportunities

Working With Others:

~

Interacting with family, friends, community
members, students and co-workers to accomplish
tasks together.

Numeracy:

Using numbers and being able to
think in ferms of "amounts”.

For example:

o money math

« scheduling or budgeting/
accounting math

« measurement / calculation math

 data analysis math

» estimation

May require solving problems by
using numbers. ;

ﬁ/riﬁw \

Writing words o share ideas.

For example: writing notes,
emails, letters, reports,
orders, logbook entries, text
messages.

Includes "pen and paper”

\wri‘ring and keyboarding. /

=
) ¥
N\

>
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SUGGESTIONS ONLY!
Essential Skills Scenario #1 (Single Mom's Shopping Trip):

Cynthia is a young single mother who lives on a remote Métis community. Today she
plans to go into fown to shop for groceries. First, she asks her auntie who lives next
door if she can babysit. Next, she calls the shuttle bus to see what the schedule is.
She finds out that it leaves at 1:00 pm and returns home at 4:00 pm. This will give her
enough time to shop. Before she catches the bus, she makes a list of items that she
needs and estimates how much her order will cost. She then reads her list again to
make sure she has not forgotten anything. Once in the city, she goes to the bank
machine where she withdraws enough money for shopping. After using the machine,
Cynthia buys her groceries being careful to stay within her budget.

Answers will differ from person to person.

Essential Skills Boxes Totals
Reading Text e reads grocery list 1
Document Use e shopping list 1
Writing e writes a list 1

e calculates shopping time needed
e estimates shopping costs 4
e uses numbers at ATM

e uses a budget for her shopping

Numeracy

e asks auntie to babysit

Oral Communication e calls shuttle bus for schedule 2

Thinking Skills * plans shopping trip 2
e solves childcare problem

Working With Others e arranges childcare with auntie 1

Computer Use e uses a bank machine 1

No Continuous Learning.
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SUGGESTIONS ONLY!
Essential Skills Scenario #2 (Trades Helper):

Joe is a tfrades helper. He assists the apprentices, builders and the site supervisor to
renovate the community skating rink. When he arrives at work, he reports to the site
supervisor who hands him a time card and a list of his duties for the day. Today, he
must check in with the apprentices to see which tools and materials they are going to
need. He then collects the tools and materials from the supply shed, and signs them
out to the apprentices. Joe is expected to work with all of the crew throughout the
day to make sure that they have everything they need to complete their tasks. He is
also learning how to rebuild the rink and receives training from the builders. At the
end of the day, Joe signs in the tools and calculates how many supplies were used.
When he finishes, he adds up his hours and fills in his time card.

Answers will differ from person to person.

Skills Boxes Totals
. e reads time card
Reading Text e reads duty list 3
e reads equipment sign out list
e time card
Document Use « duty list 3

e equipment sign out list

e signs tools out and in

Writing e fills in time card

e calculates materials used

Numeracy e adds up hours 2

e reports to supervisors
e checks with apprentices 3
e interacts with builders

Oral Communication

Thinking Skills e plans his day 1

e works with supervisors
e works with apprentices 3
e works with builders

Working With Others

No Computer Use or Continuous Learning
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SUGGESTIONS ONLYI
Essential Skills Scenario #3 (Band Office Administrative Assistant):

Stacy is the administrative assistant for the Band Office. In the morning, she checks
the Outlook program on her computer to see what events are scheduled for the day.
After this, Stacy signs out files to 2 of the Band Councillors. She then re-schedules a
talking circle the Chief was to have with community elders. Stacy must make this
change because the Chief has been called to Ottawa for an emergency meeting with
INAC. She researches flight times and costs for the trip, and makes the booking on-
line. Next, Stacy spends an hour entering Band Council expenses into a spreadsheet.
She also answers many telephone calls and decides if calls should be forwarded or
messages taken. Stacy spends the afternoon reading the minutes from the Annual
Assembly and making a “to do" list.

Answers will differ from person to person.

Skills Boxes Totals
. e reads event schedule
Reading Text « reads flight schedule 3

e reads Annual Assembly minutes

o file sign out sheet
e flight schedule 3
e flight booking form on-line

Document Use

e signs out files

Writing e makes a “to-do” list 2
e compares flight costs
Numeracy e enters expenses into expense records 2
Oral Communication e answers telephone 1
C . ¢ re-schedules talking circle
Thinking Skills ¢ schedules flights 3

e decides how to direct calls

e works with Band Counsellors

Working With Others « works with Chief 2

e checks Outlook
e books flights on line 3
o fills in computerized spreadsheet

Computer Use

No Continuous Learning
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SUGGESTIONS ONLVY!I
Essential Skills Scenario #4 (Band Counsellor):

Linda is a Band Counsellor. Today she must decide if the proposed 10 kilometre Otter
Fun Run should receive Band funding. She meets with the Recreation Coordinator to

get more details. She then checks the annual budget to see if there is money available.

Linda calculates how much the event will cost and compares the amount to similar
activities from last year. To get more information, Linda reads through the notes the
Recreation Coordinator has given her. She then decides to support the run. Now it is
time to look at the quarterly report which will be sent out in a few days. Linda focuses
on the amount of money being spent on road upgrading since she sits on the Capital
Projects Committee. Linda thinks one of the numbers may be wrong. She writes an
email to the Director asking her to check the numbers in the report. After, Linda
visits the E-Learning Centre to hear about youth education success.

Answers will differ from person to person.

Skills Boxes Totals
Reading Text e reads notes from Recreation Coor.
eading le e reads budgets 3

e reads quarterly reports

e annual budget
e notes from Recreation Coordinator 3
e quarterly report

Document Use

Writing e writes an email to Director 1
N e checks annual budget
umeracy e calculates event costs 4

e compares costs
e checks figures in quarterly report

Oral Communication e talks with the Recreation Coordinator 1

L . ¢ decides to fund Fun Run
Thinking Skills ¢ solves budget number problems 3

e Linda plans her day

e works with Recreation Coordinator
e works with Director 3
e works with E-learning staff/students

Working With Others

Computer Use e sends an email 1

Continuous Learning E-learning centre program 1
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SUGGESTIONS ONLVY!
Essential Skills Scenario #5 (Elder With Trap Lines):

Jim is an elder who runs trap lines. Today Jim has found one of his trap lines
destroyed. He blames the company doing an industry project on First Nation
traditional lands. Jim uses his satellite phone to contact the Band Council and explain
what has happened. The Band Council reviews the Agreement they have with the
industry company. They find the section that deals with Harvester's Compensation.
They then check a map to confirm the trap line is on the company's leased land. The
Band sends a letter via email to the site manager of the company. The letter explains
where the trap line is located using GPS coordinates. The company calls to schedule a
meeting to deal with the issue. Jim calculates the amount of money required to
compensate him for his trap line and his lost income.

Answers will differ from person to person.

Skills Boxes Totals
. e council reads industry Agreement
Reading Text e council reads a map 2
e industry Agreement
Document Use e map 3
o letter
Writing e council writes a letter 1
N ¢ Jim calculates damages >
umeracy ¢ Jim calculates lost income
— ¢ Jim complains to Band council
Oral Communication e company calls to arrange a meeting 2
I . e scheduling a meeting
Thinking Skills e solving destroyed trap line problem 2
. . ¢ Jim works with Band Council
Working With Others e Band Council works with company 2
¢ Jim uses satellite phone
Computer Use e Council sends letter by email 3
e Band uses GPS

No Continuous Learning
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SUGGESTIONS ONLVY!
Essential Skills Scenario #6 (Casino Worker):

Larry works in the Three Feathers Casino. When he gets to work, he reads the sign-in
sheet to see where he is needed. Today he is in the pit. This means he counts out chips
for the chip runners. He also calculates the total value of chips cashed in so he can
provide the right amount of money. He constantly talks to customers and chip runners
but he is not allowed to talk to dealers while they are working. When a customer
argues with him about a payout, he decides to explain the process. The customer
threatens to damage the casino and stomps out. Larry fills out a customer incident
form to explain what has happened. Because it is a slow night, Larry is asked by his
supervisor to help out at the tables. He records the money coming in at a table by
using a device that works like a calculator. At the end of his shift, he fills in a closure
sheet to see if his cash balances.

Answers will differ from person to person.

Skills Boxes Totals
. e reads sign-in sheet
Reading Text e reads a customer incident form 3

e reads closure sheet

e sign-in sheet
e customer incident form 3
e closure sheet

Document Use

Writi e fills out customer incident form 5
riting e fills out closure sheet

counts out chips

calculates cash chip values
pays out chips 5
records money coming in
balances cash at end of shift

Numeracy

talks to customers
e talks to chip runners 3
talks with supervisor

Oral Communication

decides to explain process

deals with irate customer problem
decides to help out at tables
plans time when nights are slow

Thinking Skills

works with customers
e works with chip runners 3
e works with supervisor

Working With Others

uses a calculator-like device 1

Computer Use

No Continuous Learning
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SUGGESTIONS ONLY!

Essential Skills Scenario #7 (Environmental Review Panel):

Amanda is a member of an Inuit community which is making a decision about a resource
project on their lands. She is trying to decide if she will support the project or not.
First, she goes on the Internet to research environmental issues. Then she reads
information about the project given to the community by the company. Next, Amanda
talks to elders o get their opinions. She also reads information about the economic
benefits to her people and attends information nights to help her understand the legal
issues. However, she still has questions for the environmental review panel. She reads
the rules for the hearings, fills out a participation form and submits it. When the panel
is in fown, she attends and asks her questions. She listens carefully o the answers.
Now she knows what her position will be.

Answers will differ from person to person.

Skills Boxes Totals
reads about environmental issues
reads company handouts
reads economic impact info
reads legal impact info
reads hearing procedures
reads participant form

Reading Text

company handouts

Document Use e participant form

Writing o fills out a participant form 1

Numeracy e analyses economic impacts 1

o talks to elders
e listens at Band Council meetings 3
e asks questions at hearing

Oral Communication

e decides whether to support project

Thinking Skills e plans to attend hearings

e works with elders
e works with Band Council 3
e works with hearing panel members

Working With Others

Computer Use e uses internet to research issues 1

Continuous Learning learns about the project and impacts 1
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SUGGESTIONS ONLY!
Essential Skills Scenario #8 (Auto Parts Dealership):

Nelson and Rebecca work at an auto parts dealership. When they arrive in the morning,
they must first disengage the security alarm using a humber code. After making the
coffee, they review the outstanding orders that need to be filled. To do this, they
refer to an "outstanding orders to be filled log book" and collect parts from the
warehouse, using a numbered parts storage system. During the day, Nelson is
responsible for telephone enquiries while Rebecca is responsible for walk-in customers.
They must both use a variety of catalogues to look up parts for different car makes,
models and years. Once a part is found in the catalogue, they research part availability
using a computerized data base inventory system. Nelson and Rebecca are expected to
deal with customers in a friendly and professional way, and to attend training once per
year.

Answers will differ from person to person.

Skills Boxes Totals
read orders in log book
read catalogues

Reading Text

order logbook

Document Use catalogues

use a number code for alarm

Numeracy use a numbered parts storage system 2

Nelson talks on the phone

Oral Communication e Rebecca talks to customers 2
e e | 2
Working With Others |- Lo e Retecs v eseter [
Computer Use : Sisse? gg:ogri;tfe::?zed data base 2
Continuous Learning e attend training every year 1

No Writing
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1. What do Trappers/Hunters do?

e Trappers and hunters trap and hunt wild animals for pelts or live sale. They are
usually self-employed and may work on a seasonal basis.

2. Which task has the highest level of complexity?
What is the title of the section and what is the skill heading?

e Plan a season's trappings. They make adjustments to the plan during the season
in response to factors such as species populations, prices and the weather. (4)

e Scheduling, Budgeting & Accounting Math

e Numeracy

3. List the sub sections under Thinking and identify what the highest level of complexity
within each sub section?

e Problem Solving (3)

e Decision Making (3)

e Ciritical Thinking information was not collected for this profile.
e Job Task Planning and Organizing (3)

¢ Significant Use of Memory No levels

e Finding Information (2)

4. What would the impact be on the Trapper Hunter if they had a level (2) skill ability in
Oral Communication?

e They would not be effective to interact with fur buyers to discuss the quality of
pelts and to negotiate prices. (3)

5. How is the information that is given for Working with Others and Continuous Learning
different from the 7 other Essential Skills?

e An overview of the skill is given in one paragraph, followed by a listing of some
specific activities for this skill but there are no complexity levels.

6. In the Numeracy section, name the level 2 tasks and the title of the sub section (ss).

Calculate earnings - Money Math

Use rates to calculate prices for pelts - Money Math

Make schedules for trap setting - Scheduling, Budgeting & Accounting Math
Measure lengths & number of logs - Measurement and Calculation Math

7. Give one example of a problem that Trappers/Hunters might need to solve.

e May have to relocate traps after a bad snowstorm
e Use diagnostic and mechanical skills to fix trap malfunctions
e May fall through ice and have to get to shore and warm up

8. Continuous Learning is an ongoing part of the Trapper/Hunter job. List 2 ways this
learning may occuir.

As part of regular work activity

From co-workers

By reading professional publications
Attending conferences, workplace training
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Pathway #1: Employment and Social Development Canada

¢ How many lessons are in the ES Vocabulary Building Workbook?
o 24

o Specifically what are the exercises designed to help you learn?
o help you learn new words commonly used in the Canadian workplace

Pathway #2: The Office of Literacy and Essential Skills (OLES)

e Travel Counsellors require a level 3 in writing. What are the 5 elements that
the rating scale considers when identifying complexity in writing?
o Length - Purpose - Style - Structure - Content

Pathway #3: Essential Skills Profiles

¢ In what three ways do Essential Skills profiles describe how workers in various
occupations use each key essential skill?
o a brief description of the occupation;

o examples of tasks that illustrate how each essential sKill is applied; and,
o complexity ratings that indicate the level of difficulty of the example tasks.

¢ In what three ways are Essential Skills Profiles helpful?
o Help determine, based on skill sets, which career may best suit a particular

individual.
o Assist job seekers to write a résumeé or prepare for a job interview.

o Help employers to create a job posting.

¢ What is the NOC # for Employment Counsellors?
o 4156

o For an Employment Counsellor at work, which essential skill operates at the
highest level of complexity? And why do you say that?
Reading Text
o May read 'Requests for Proposals and labour market consulting services (4)

o Read legislation and regulations (4)

o Read lengthy reports and articles of labour market, research and career (4)

o Read textbooks/training manuals on methodologies and assessment (4)

Pathway #4: NOC

¢ The NOC is the authoritative resource on occupational information in Canada.

¢ How many occupational titles are on the NOC?
o Over 30,000
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o How many Unit Groups are on the NOC?
o 50

o How are occupations in Unit Groups organized?
o organized according to skill levels and skill types

¢ What is the total number of occupational titles in this Unit Group?
o 31

Pathway #5: TOWES

o What does the acronym TOWES stand for?
o Test of Workplace Essential Skills

¢ In what four ways would an employer benefit from the use of TOWES?
o assess the skills of their workforce

o clarify their training needs

o address concerns around return on investment for training

o assess the skills of job applicants employment readiness

¢ This tool accurately measures and builds what 3 Essential Skills?
o Document Use Numeracy Reading Text

¢ |n your own words, how can using TOWES help you set up plans to assist your
clients?
o Assess the foundational skills that underpin all learning.

o ldentify and address skills gaps.

o ldentify at-risk learners through a strong correlation between literacy levels

and an individual's ability to learn.

o Design or customize curriculums or training programs to address skill gaps.

o Train to the occupational reqguirements identified for success in specific

fields.

Pathway #6: Measure Up

¢ What is the name of the tool?
o Measure Up

¢ Who developed the tool?
o Skill Plan

¢ What Essential Skills are tested
o Reading, Document Use, Numeracy

Pathway #7: Reflections
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Appendix 7: Other Workshop
Forms

211



212



™
—

N
:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

Glvlelelt]|dw |'ow] auoyq ssaJuppy buijiow 24pQ Y4Jig ¥ 2wppN 4uodidijung

ATRVITO LNI¥d ISv3Iid

Aaudnop |nja2.4nosay pf .pup7 ays Jo A7 ay4 bu.ipa7 pajajdworn
3/1404g SJ|IYS [DIHHUDSST UD Ybnoay buriuny pa42|dwo)

ALIAILOD £d)) 24NSD3YY S)jI3S JNOL Op MO U0 pa42|dwo)
S2141A149D Y Ul p240d1214JDg

doysxuJom 2y} Jo SADp H1Og P2pu2iiy

*989]10) se|8noQ 1e sajnpow S[|1S
|ennuassy Jayyny ansind o} syuedidijaed mojje ||Im
wuoj s1y3 Sunajdwo) ‘wuo} siyl 933|dwod pjnoys
doysyiom siyi jo uonajdwod 104 989)|0) sejdnoQ

wo4} uoijiusodal jenjo Sunsanbal asoyl Ajup

N NN N

:J0}D}1[19D4 doysyJom

:524pQ doysyJom

1014207 doysxyJom

:Josuodg /4soH doysyuom

uo141ubod2y doysHJIOM S///YS [DI4UDSST Of WOLLINPOLLUT




<

:240Q yJig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

4/W

|'ow3

auoyq

ssaJppy buijiow

240Q Y4uig P 2WoN 4uodidiyuog




0

:24DQ YydJig

:24DQ YydJig

:240Q YydJig

:24DQ YydJig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

:240Q Y4dig

4/W

|'ow3

auoyq

ssaJppy buijiow

240Q Y4uig P 2WoN 4uodidiguog




216



:SJUBWIWIO) JBY10

¢3Y81 op am pip 1eYM

0
o
3
=
o
=
-+
(%)

VN
VN
VN
VN
VN
VN
VN
VN
VN
VN

g 5 T T T T ST

1%

9348y
Aj3uoss

(.0 I o 0 o o RN o 0 BN o 0 RN o 0 BN o 0 NN o 0 IR o 0 NN 0 0]

9943y

mw>OLQE_ oM Ued alaypn\

r4 1 doysy4om ay3 Yy3m palssizes sem | ‘||esanQ
z T (s)401e11|10B4 BY1 Y1IM palsiies Sem | ||e4an0
rd T S[|1S mau dojaAap 03 sw paisisse doysyiom ay L w
rd T 91enbape aJam (sa1y|10e} ‘sjeldazew wawdinba *3'9) $924n0saJ dOysyJIoN W
rd T paziuedio ||om sem (s)Jolep|oed syl w|
rd T papaau uaym adueisisse papiaoad (s)Joielljioed syl ©
Z T uolissnasip pue uonedidllied padeanodua (s)Jojen|oe syl DA_._..._
rd T eaJe 01do3 9yl Ul 9|geadpajmouy s| Jojey|oe syl m
Z T 9jeludoudde sem Jua3u0d doysy4opn m..
r4 T Je3|2 saA1123[qo doysyiom apew (s)401en|ded ay | W
sa18esig 9a.8esig
AjBuons
H{levondo) auteN NOILVNTVAI dOHSHYOM

:a3eq AINYNOM STIMIS TVILNISS3 TVNIOIHOEVY NV

217



218



Certificate of Completion

presented to

An Aboriginal Essential Skills Journey —
Planting the Seeds for Growth
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