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Introduction  

 
To the Tutor 
 
Welcome to the first book in the series entitled Essential Skills - Have You Used Yours 

Today?  This guide is to be used with ES 101 Skill Book and as a supplement to the Laubach 

Way to Reading Series (LWRS) Book One.  It is recommended that each lesson in this book 

be taught after completing the corresponding lesson in the LWRS book.  For supplementary 

aids that may be useful in your tutoring, review the Materials List in the Appendix section 

as you prepare for each lesson. 

 

 In keeping with 1plain language for your student, please note 

that the Tutor Guide is addressed to you, the tutor.  As some of 

the words used in the guide may not reflect the ability of your 

student, we urge you to adjust the language appropriately.  We 

hope you both enjoy this learning experience. 

 

What are Essential Skills?   

Essential Skills are the basic skills that make it possible to learn other skills. They enable us 

to fully participate in the workplace and in the community.  

 

The nine essential skills are:  Reading Text, Document Use, Numeracy, Writing, Oral 

Communication, Working with Others, Thinking Skills, Computer Use, and Continuous 

Learning.   Descriptions are found on page 5 of this guide and on page 22 of the Skill Book. 

                                                 
1 Government of Canada (1998).  Plain Language Clear and Simple.  Canada Communication Group 
Publishing, Ottawa, Canada 

 



4 
 

Content Information 

Lessons in this series are based on Essential Skills.  To familiarize yourself and your student 
with Essential Skills, please read and discuss with your student the Essential 
Skills' descriptions and examples on the following page.  Each exercise in 
this module indicates the use of a specified Essential Skill or Skills even 
though other Essential Skills are required to carry it out.  The intention is to 
highlight the specific Essential Skill(s) emphasized in that exercise. 

 

The left-hand side of the ES 101 Tutor Guide has intentionally been left blank to provide 
space to write notes, instructions, suggestions for additional resources, and suggestions for 
future lessons.  The convenience of having everything in one book will aid not only you but 
substitute tutors who may occasionally take over your lessons.   It also ensures ease of use 
when passing the material along from tutor to tutor. 
 

Glossary:  There is a glossary of words (from the Skill Book) in the Appendix section of this 
guide and in the back of the Skill Book that contains words that may be unfamiliar to your 
student.  Please familiarize yourself with these words so that you will be aware of them as 
you progress through the book.   
 

Materials list:  For your convenience, a materials list is found in the back of the Tutor Guide.  
Review the list prior to each lesson so that you will be adequately prepared.  You may also 
choose to use other resources not listed here.   
 

My Notes:  These pages, located in the Skill Book, are included for your student's 
convenience and can be used to enter words and meanings not included in the glossary or 
to record information or new words encountered during the lessons and/or in discussion. 
 

Objectives:  Lesson objectives are included at the beginning of each lesson.  Objectives for 
this book are listed at the beginning and end of the Tutor Guide and at the end of the Skill 
Book.  The Skill Book format provides your student with the option of checking off 
objectives as they are completed to give him/her a sense of achievement and progress.  This 
is merely a suggestion as some students may not be able to fulfill all the objectives and it is 
important not to negatively impact the student's self-esteem. 
  

Computer Skills Exercises:   An Essential Skills exercise in Computer Use is added at the end 
of each lesson.  The purpose is to familiarize the student with the keyboard.   Basic 
instructions on computer use are found in the computer module for this series.   
 

To keep up to pace with today's technology, students are encouraged to use a computer as 
much as possible.   If your literacy council cannot provide access, you are encouraged to 
take advantage of services available at your local library.  If you have access to a computer 
but do not have Microsoft Word or other word processing programs, you can use WordPad 
for basic typing.  WordPad is accessed by selecting All Programs from the Start menu, 
selecting Accessories, and then WordPad.  Note:  Computer Skills exercises in ES 101 are not 
mandatory in order for the student to progress to ES 102. 
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Essential Skills 
 

Note:  The following Essential Skills definitions are taken from the Government of Canada 
website at www.hrsdc.gc.ca.  Minor changes to terminology may occur in keeping with adult 
literacy levels and use of "plain language" tutoring practices.  Tutors are encouraged to visit 
the above website for more information on Essential Skills. 
 
 
Reading Text:  Reading materials in the form of sentences or paragraphs. 

 
Writing:  Writing text and writing in documents, such as filling in forms.  Also 
use of non-paper-based writing such as typing on a computer. 

 
Numeracy:  Using numbers and thinking in amounts to complete tasks 
(calculation, measurement, budgeting, and using money) 
 
Document Use:  Tasks that involve a variety of information displays in which words, 
numbers, symbols, lines, colours, and shapes are given meaning by the way they are 

arranged.  Some examples are:  reading signs, labels, or lists; interpreting 
information on graphs or charts; and entering information on forms. 
 

 

Thinking Skills:  Problem solving, decision making, job task planning, 
organizing, and finding information. 

 
Computer Use:  Using different kinds of computer applications and other 
related technical tools (using software to create letters, sending emails, 
operate a computerized cash register, using cell phones and GPS) 

 
Oral Communication:  Using speech to give and exchange thoughts and 
information (greet people, take messages, seek or obtain information, solve 
problems by discussion) 
 

Working with Others:  Working with other people to carry out tasks (as part of a 
team or with a partner, working independently, or taking a lead role in group 
activities) 
 

Continuous Learning:  An ongoing process of learning skills and knowledge 
(workplace training, as part of regular work activity, re-training, independent 
learning) 
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Objectives for ES 101 

After completing ES 101 of "Essential Skills - Have You Used Yours Today?" your 

student will be able to: 

 identify a document as a piece of written or printed matter that provides information 

 identify several types of documents (medical form, chart, job application, list, cheque, 

memo, permission slip, and others that arise during lesson discussions)   

 recognize protocol and preparation needed for a job interview 

 comprehend a story and be able to relate what is happening in the story 

 use numeracy and thinking skills to solve basic problems 

 create a list 

 comprehend basic store operations 

 use role play to comprehend basic everyday situations 

 understand the importance of making a shopping list and keeping within a budget 

 identify basic job titles 

 compose a short story from a picture 

 comprehend basic addition/subtraction and use of currency 

 identify differences in documents by comparison 

 relate a story based on personal experience 

 understand basic comparison shopping 

 identify cost and responsibilities associated with owning a pet 

 write a cheque 

 enter information in an address book 

 fill out a permission slip 

 locate the letters of the alphabet on a computer keyboard 

 type the letters of the alphabet on a computer 

 print the letters of the alphabet using a computer printer 

 locate the numbers 0 - 9 on a computer keyboard 

 type the numbers 0 - 100 on a computer keyboard 

 print the numbers 0 to 100 using a computer printer 

 be comfortable using a computer to perform basic operations 
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Lesson 1 

In Lesson 1 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 2-3 
Writing – writing lesson, pages 4-5 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
 

Objectives for this lesson 

To help your student: 

 identify a chart as a document 

 identify a medical form as a document 

 become familiar with the computer keyboard by locating the letters b, c, d, f, g, and h. 

 

Essential Skills Exercise – Document Use 

Indicate the Chart on page 2 of LWRS, Book One, to the student.  
  
Tutor:  This chart is a document.  A document is a piece of written or printed matter that 

provides information.  It can be in the form of charts, tables, forms, applications, and many 

other printed materials. Can you name other documents?  (Driver’s licence, medical form, job 

application, cheque, memo, application for a credit card....  Discuss.) 

   

Essential Skills Exercise - Document Use/Oral Communications/Thinking Skills 

Direct your student to page 4 in the ES 101 Skill Book.  Read the Caption next to the photo. 

Discuss documents that need to be filled out when visiting a doctor, chiropractor, and others.  

This is a good opportunity to talk about medical care plan cards with 

your student (the name of the card varies; for example, it is called an 

MCP card in Newfoundland and Labrador; OHIP in Ontario, etc.)  

Tutor:   What is this person doing?  (Filling out a form)    

Tutor:   This is a medical form.  A medical form is a document.  This is a sample of a basic 

medical form (Indicate medical form sample).  With your student, go over the information 

required on this medical form using the following dialogue or something similar to it.   The 

student will have an opportunity to fill out a medical form in Lesson 7. 
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Tutor:  This medical form belongs to Ed Hill.  Why do you think his telephone number is 

needed on this form?  (To inform of test results; to make appointments; to inform of changes 

in appointments) 

Tutor:  Ann Hill is Ed's next of kin.  She is Ed's mother.  Who would be another example of 

a next of kin?  (Husband, wife, father, son, daughter)  Why do you think it is necessary to 

provide contact information about a next of kin?  (In case of an emergency; as an alternative 

if unable to contact the patient at the telephone number given) 

Tutor:  Why would information about a person's medical history and other medical 

conditions be needed on this form? (So the doctor will know what treatment to use or not to 

use; to help diagnose the patient's current problem).   

Tutor:  Ed has checked off allergies on this form.  He is allergic to peanut butter.  Why do 

you think it is important to list allergies on this form?  (So the doctor doesn't prescribe 

something that will interact with his allergy; so the medical staff will have this information in 

case of an emergency) 

Tutor:  What other important information can you think of  to include on a medical form? 
 

Essential Skills Exercise – Computer Use  
 
Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using a computer, you 

may first need to familiarize your student with basic computer operations, which are located 

in the Computer Module for this series.  To reinforce a sense of achievement, have the 

student print a hard copy of the work produced (or the tutor may do this if the student is not 

comfortable doing so at this point) 
 

With your student, locate the letters b, c, d, f, g, and h on the computer keyboard.  Note that 

the letters on the keyboard are in capitals but do not show as capitals until the shift key or the 

Caps Lock key is used (Caps Lock key has to be pressed a second time to revert to lower 

case).  Have your student practice locating the letters. 

Q W E R T Y U I O P 
    A S D F G H J K L  
 Z X C V B N M   
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Lesson 2 
 
In Lesson 2 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 6-7 
Writing – writing lesson, pages 10-11 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 8, Listen and Write – page 9 
 
Objectives for this lesson 

To help your student: 

 identify a job application form as a document 

 recognize protocol and preparation needed for a job interview 

 become familiar with the computer keyboard by locating the letters j, k, l, m, n and p. 
 

Essential Skills Exercise – Document Use/Oral Communication/Thinking Skills 

Indicate the Chart on page 6 of LWRS, Book One  
 

Tutor:  This chart is similar to the one in Lesson One.  Can you remember what it is called?  

(Document).  That’s correct.  We know that a document is a piece of written or printed matter 

that provides information.  It can be in the form of charts, tables, forms, applications, and so 

on.  What document did we talk about in our last lesson?  (Medical form) Can you name 

other documents?  (Driver’s licence, cheques, job application).  Let’s check out some of the 

documents on page 5 of the ES 101 Skill Book.   
 

Point to the first photo on the page. 

Tutor:   What is this person is doing?  (filling out a job 

application) Read the Caption under the first photo.   

Point to the second photo.  

Tutor:   What is happening here? Read the caption under the 

photo.  Have a discussion with your student about job interviews – how it is necessary to 

create a good impression by dressing appropriately and using appropriate behaviour (e.g. 

not yawning or chewing gum, using good posture, eye contact), arriving on time, being 

prepared and knowledgeable about the job for which you are applying, etc.) 



10 
 

 
Essential Skills Exercise – Computer Use 
 

 
Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using a computer, you 

may first need to familiarize your student with basic computer operations, which are located 

in the Computer Module for this series.  To reinforce a sense of achievement, have the 

student print a hard copy of the work produced (or the tutor may do this if the student is not 

comfortable doing so at this point) 

 

With your student, locate the letters j, k, l, m, n and p on the computer keyboard. Note that 

the letters on the keyboard are in capitals but do not show as capitals until the shift key or the 

Caps Lock key is used (Caps Lock key has to be pressed a second time to revert to lower 

case).  Have your student practice locating the letters. 

 
Q W E R T Y U I O P 
  A S D F G H J K L  

 Z X C V B N M   
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Lesson 3 
 
In Lesson 3 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 12 – 13  
Writing – writing lesson, pages 16 – 17  
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 14, Listen and Write – page 15 
 
 

Objectives for this lesson 

To help your student: 

 comprehend a story and be able to relate is happening in the story 

 solve a problem that may arise in a given situation 

 create a list of supplies needed for a camping trip 

 identify a  list as a document 

 become familiar with the computer keyboard by locating the letters r, s, t, v, w, and y. 

 become familiar with printing a document that he/she has created 
 

Essential Skills Exercise – Oral Communication/Thinking Skills/Document Use 

Refer to the story on page 13 of LWRS, Book One. 
 

Tutor:  What is happening in this story? What would you 

do if this happened to you? (Encourage discussion and 

problem solving in this situation)  

Tutor:  Have you ever gone camping?  What are some 

items you would need to take on a camping trip?  (Pause for 

response, prompt student if necessary)  

Let’s make a list of what would be needed for a two-night camping trip.   

(Together, make a list using the form on page 6 of the ES 101 Skill Book. You may photocopy 

the page to use as a working copy before the student writes the final list in his/her book)  
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Essential Skills Exercise – Computer Use 
 
 
Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using a computer, you 

may first need to familiarize your student with basic computer operations, which are located 

in the Computer Module for this series.  To reinforce a sense of achievement, have the 

student print a hard copy of the work produced (or the tutor may do this if the student is not 

comfortable doing so at this point). 

 

With your student, locate the letters r, s, t, v, w, and y on the computer keyboard.  Note that 

the letters on the keyboard are in capitals but do not show as capitals until the shift key or the 

Caps Lock key is used (Caps Lock key has to be pressed a second time to revert to lower 

case).  Have your student practice locating the letters.  

 
Q W E R T Y U I O P 
  A S D F G H J K L  

 Z X C V B N M   
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Lesson 4 
 
In Lesson 4 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 18 – 19   
Writing – writing lesson, pages 22 – 23   
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 20, Listen and Write – page 21 
 
Objectives for this lesson 

To help your student: 

 identify blocks, rows, and columns in a chart 

 be able to tell a story in his/her own words that he/she has just read 

 comprehend basic store operations 

 identify the need for a list when shopping 

 realize the value of keeping within a budget 

 become familiar with the computer keyboard by locating the letters a, e, i, o, u. 

 
Essential Skills Exercise – Numeracy/Thinking Skills 

Indicate the Chart on page 18 of LWRS, Book One. Ask the student what the chart is called.  

(A document). Ask the student to count the number of blocks, columns, and rows in the chart.  

If the student is not familiar with numbers, tutor and student should count together. 
 

Tutor:  This chart is made up of blocks, columns, and rows.  (Indicate each).  Can you count 

the number of blocks in the chart?   How many columns are in this chart?  How many rows?   
 

Essential Skills Exercise – Oral Communication 

Discuss the story on page 19 of LWRS, Book One. Ask the student tell the story in his/her own 

words. Follow up with the questions below. 
 

Tutor:  What does the man do with the apple?  (He picks it up and gives it to the woman) 

Tutor:  What does the woman do with the apple?  (She puts it in her dish)  

Tutor:  The letters in this lesson are vowels.  Explain vowels (LWRS Tutor Manual 1, page 

38).  Explain the importance of vowels in making words. 
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Essential Skills Exercise – Document Use/Writing/Oral Communication 

Direct your student to page 7 in the ES 101 Skill Book.  
 

 Tutor:  The people in this picture are stocking shelves in a grocery 

store. They are making sure there is enough food on hand for their 

customers to buy. (Brief discussion on store operations).  

 Let’s list some of the items they are putting on the shelves. (Student 

should fill in words that match the picture.  Note: Refer student to page 18 of LWRS Book 

One if help is needed identifying the words)   

Tutor:  Why do you think it’s a good idea to take a list to the store when you go shopping?  

(Encourage discussion about prices, keeping to a budget, store advertising, etc.  It would be 

a good idea to bring along a grocery store flyer to use as a visual aid for this exercise) 

 
Essential Skills Exercise – Computer Use 

Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using 

a computer, you may first need to familiarize your student with basic computer operations, 

which are located in the Computer Module for this series.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point). 

 

With your student, locate the letters a, e, i, o, and u on the computer keyboard. Note that the 

letters on the keyboard are in capitals but do not show as capitals until the shift key or the 

Caps Lock key is used (Caps Lock key has to be pressed a second time to revert to lower 

case).  Have your student practice locating the letters.  

 
Q W E R T Y U I O P 
  A S D F G H J K L  

 Z X C V B N M   
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Lesson 5 
 
In Lesson 5 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 24 - 25  
Writing – writing lesson, pages 28, homework – page 29 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 26, Listen and Write – page 27 
 

Objectives for this lesson 

To help your student: 

 identify job titles 

 compose a short story from looking at a picture 

 add using basic currency  

 learn through role playing 

 locate the letters x, z, q, u, s, h, c, and t on the computer keyboard. 
 

Essential Skills Exercise –Thinking Skills/Numeracy 

Refer to the story on page 25 of LWRS Book One. 

Tutor:  The children in this story go to the store to buy several items.  What are they?  (box, 

zipper, pan, dish)   What do you call the person who works behind the counter in a store? 

(cashier, storekeeper)  What do you call the people who are buying the items?  (customers)  

Tutor:  How many quarters did the children give the man at the shop?  How much does each 

item cost?  What is the total amount?  Let’s fill in the amount in your book.   
 
Essential Skills Exercise – Oral Communication/Thinking Skills 

(Direct your student to page 8 of the ES 101 Skill Book)   

Tutor:  Let’s talk about this picture.  What do you think is happening here? Would you like 

to tell me in your own words and I’ll write it down?  (Have the student tell the story in his/her 

own words as you print it in the Student Book.  This does not need to be more than a few 

sentences.  If you prefer, you may use a flip chart or paper for the draft copy; then have your 

student copy what you have written into his/her book)  

Tutor:  Now that we've written the story, we should give it a title.  What do you suggest? 
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Essential Skills Exercise - Oral Communication/Thinking Skills/Working With Others 

The following is the suggested way of presenting this exercise to your student.  You may need 

to explain role play if your student is not familiar with the concept.  It's possible that the 

student may feel more comfortable if the tutor plays the part of cashier first.  You could also 

plan in advance what groceries the customer will buy, keeping it to a maximum of 3 items.   

 

Role Play Exercise 

Tutor:  For this exercise we are going to do a role play.  Have you ever done this before?  

For this role play one of us will be the cashier and the other will be a customer who is visiting 

the store to buy a newspaper and some groceries.  We can take turns doing each part.  What 

role would you like to play first?  (Exchange roles so that the student gets an opportunity to 

play both parts) 

 
 Essential Skills Exercise – Computer Use 

Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using a computer, you 

may first need to familiarize your student with basic computer operations, which are located 

in the Computer Module for this series.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point) 

 

With your student, locate the letters x, z, q, sh, ch, and th on the computer keyboard.  Note 

that the letters on the keyboard are in capitals but do not show as capitals until the shift key or 

the Caps Lock key is used (Caps Lock key has to be pressed a second time to revert to lower 

case).  Have your student practice locating the letters.   

 
Q W E R T Y U I O P 
  A S D F G H J K L  

 Z X C V B N M   
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Lesson 6 
 
In Lesson 6 of the Laubach Way to Reading, Skills Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 30 – 31    
Writing – writing lesson, pages 34, homework – page 35 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 32 – 33  
 
Objectives for this lesson 

To help your student: 

 learn basic addition skills 

 reinforce thinking skills 

 comprehend what he/she is reading 

 identify differences by comparing two documents 

 learn to type capital letters on a computer keyboard 

 
Essential Skills Exercise – Document Use/Thinking Skills 

Go to the chart on page 30 of LWRS Book One. Ask the student to compare this chart with 

the one on page 24 (Lesson 5).   
 

Tutor:  This chart is different from the previous charts in the book. What is different about 

this chart as compared to those in the first five lessons? (1. There are no pictures in this 

chart.  2. Letters in this chart are shown both in lower case and in upper case) 

 
Essential Skills Exercise – Numeracy/Thinking Skills/Oral Communication 

Discuss the following questions in reference to the story on page 31, LWRS Book One 

Tutor:  How many people are in this story? Let’s count them. 

Tutor:  How many boys?  How many girls?  

Tutor:  How many items does Ann give to the boys? 

Tutor:  What does Fran give to Ann?   

Tutor:  Please open your book to page 9 and we’ll fill in the answers.   (Direct the 

student to page 9 of the ES 101 Skill Book to fill in the answers.) 
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Tutor:  Let's look through the story again (page 31, LWRS Book One) to find out which 

person receives each item?   

(Student should answer and then fill in the chart in his/her book as indicated below)   

  Who gets the fish?   (Fran)   

  Who gets the bird?   (Bob)   

  Who gets the cup?   (Cal)   

  Who gets the dish?   (Dan)   

  Who gets the apple?   (Ann)   

  Who gets the egg?   (Ed) 

 
 
Essential Skills Exercise – Computer Use 
 
Depending on the comfort level of the student, you may use a computer keyboard or the 

prototype computer keyboard in the Skill Book.  If using a computer, you may first need to 

familiarize your student with basic computer operations, which are located in the Computer 

Module for this series.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point). 

 

With your student, locate the letters A, B, C, D, E, and F on the computer keyboard.  

Introduce the student to the Shift key to make capital letters.  Note that the Caps Lock key 

can also be used but has to be pressed a second time to revert to lower case.   

 
Q W E R T Y U I O P 
    A S D F G H J K L  
 Z X C V B N M   
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Lesson 7 
 
In Lesson 7 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 36 – 37 
Writing – writing lesson, pages 40, homework – page 41 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 38, Listen and Write – page 39  
 

Objectives for this lesson 

To help your student: 

 understand what he/she is reading 

 learn the meaning of surname 

 identify capital letters associated with names 

 use numeracy and thinking skills to solve a problem 

 learn to type capital letters on a computer keyboard 

 

Essential Skills Exercise – Thinking Skills 

Refer to the story on page 37 of LWRS Book One. .   
 
Visual Aid: To help with the calculation segment, you and your student can use the 
clock prototype in the back of this guide to make a clock with workable hands.   
 

Tutor:  Who are the people in this story? Do they have something in common? (The name 
“Hill”)   Why do you think they have the same last name?  (They are a family) “Hill” is their 
family name.  Do you know another word for family name?  (Surname)   
Tutor:  Where does this family live?  What are they doing?   
 

Essential Skills Exercise – Numeracy/Thinking Skills 

Direct the student to page 10 of the ES 101 Skill Book.  

Tutor:  The Hills like to go to the river to play and to do some 
fishing.  It takes one hour to walk there and one hour to walk 
home.   
They arrive at 11:00 a.m. and they have to be home by 3:00 
p.m. because Mrs. Hill has an appointment at 4:00 p.m. How much time do they spend at the 
river? (3 hours.  They need to leave at 2:00 p.m. in order to get home by 3:00 p.m.) 
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Essential Skills Exercise – Document Use 

This exercise will give your student an opportunity to fill out a medical form by using the 
information provided and transferring it onto a form. Ask the student to pretend he/she is Liz 
Hill and put Liz Hill's signature on the form.  Use the current date. 
 
Liz Hill's Appointment 

Liz Hill has to fill out this medical form before she sees the doctor. Help her by using the 
following information to fill out the form.   
 
Liz Hill and her husband, Glenn, live at 123 Maple Street, Indian Valley, NL.  The postal 
code is A1C 1B2.  Her home telephone number is (999) 555-5555.  She has no work or cell 
phone number. Glenn's work number is (999) 555-2345 and his cell number is (999) 444-
2345.  Liz has no medical problems and takes no medication. 
 
       
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Medical Form 
 

Name:  _____________________________________   MCP Number  ________________ 
Address:  _________________________________________________________________ 
Town  ____________________________ Province __________ Postal Code __________ 
Telephone __________________(h)   __________________ (w)    _______________(cell) 
 
Next of Kin _______________________________ Relationship _____________________ 
Address __________________________________________________________________ 
Telephone ____________________(h)   ________________ (w) _________________(cell) 
 
Medical History 
___ asthma ___ diabetes ___ high blood pressure 
___ cancer ___ heart condition ___ allergies (specify below) 
 
Allergies:  ________________________________________________________________ 
 
Other medical problems: ____________________________________________________ 
 Current Medication:  _______________________________________________________ 

 
 Signature: __________________________________  Date:  ______________________ 
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Essential Skills Exercise – Thinking Skills 

Point out the chart on page 11 of the ES 101 Skill Book and go over each of the letters with 

your student. The purpose of this exercise is to have your student identify the capital letter 

that begins each name. 

Tutor:  Today we are going to play a game using capital letters.  I will say a name and you 

point out the letter that the name begins with.  Are you ready?  (Use the following names, but 

not in alphabetical order) 

Ann  Bob  Cal  Dan  Ed  Fran  
Glenn  Hill  Indian  Jill  Kim  Liz 
 
 
Essential Skills Exercise – Computer Use 
 
Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using 

a computer, you may first need to familiarize your student with basic computer operations, 

which are located in the Computer Module for this series.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point) 

 

With your student, locate the letters G, H, I, J, K, and L on the computer keyboard.  Remind 

the student that the shift key is used to make capital letters.   

 
Q W E R T Y U I O P 
    A S D F G H J K L  
Shift Z X C V B N M   
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Lesson 8 
 
In Lesson 8 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 42-43  
Writing – writing lesson, pages 46, homework – page 47 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 44, Listen and Write – page 45 
 

Objectives for this lesson 

To help your student: 

 understand what he/she is reading 

 tell a story based on personal experience 

 learn to type capital letters on a computer keyboard 
 

Essential Skills Exercise: Oral Communication 

Refer to the story on page 43 of LWRS Book One.  In this exercise, you will use language 

experience.   

(Using language experience:  As your student speaks, the tutor writes down the information 

in the student's own words.  It is important that you use the student's 

words and not correct him/her if he/she uses incorrect verbs or makes 

grammatical errors.  Once the story is finished, the tutor and student 

should read the story together).    

 

My Story 

You can use a flipchart or paper to print the draft copy before writing the story in the ES 101 

Skill Book or have the student copy the story you have printed into his/her book.  If the 

student does not have a story about a pet, ask him/her to relate a story about some other 

experience. 
 

Tutor:  The story we just read is about a pet puppy named Queen.  Do you have a story about 

a pet that you would like to share?  Perhaps you can tell me a short story and I’ll write it for 

you in your own words.  Once we have finished, we will give it a title.   
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Essential Skills Exercise – Computer Use 

 

Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using a computer, you 

may first need to familiarize your student with basic computer operations, which are located 

in the Computer Module for this series.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point). 

 

With your student, locate the letters M, N, O, P, Q, and R on the computer keyboard.  

Remind the student that the shift key is used to make capital letters.  

  

Q W E R T Y U I O P 
    A S D F G H J K L  
Shift Z X C V B N M   
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Lesson 9 
 
In Lesson 9 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 48-49 
Writing – writing lesson, page 52, homework – page 53 
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 50, Listen and Write – page 51 
 

Objectives for this lesson 

To help your student: 

 learn price comparison 

 learn cost and responsibilities associated with being a pet owner 

 learn how to write a cheque 

 identify capital letters associated with names 

 learn to type capital letters on a computer keyboard 
 

Essential Skills Exercise: Numeracy Skills/Thinking Skills/Oral Communication 

Tutor:  In this exercise, we will talk about money and compare prices 

of pets. Today we are visiting Ted's Pet Shop.  The pet shop has birds, 

puppies, kittens, and goldfish.   

The cost of each pet is as follows:  Birds - $10.00; Puppies $50.00; 

Kittens - $15.00; Goldfish - $5.00 

Which pet would you like to own? (When the pet has been selected, 

compare the price of that pet with the others and talk about other expenses associated with 

owning a pet (food, shelter, veterinary fees, pet-sitting, etc.)  
 

Tutor:  What else do we need to buy for your pet (puppy, kitten, fish, or bird)?  (food - 

$2.50/bag or can, kitty litter - $2.00/bag, fish food - $2.00/can, fish bowl - $10.00, aquarium 

- $50.00.  Use your imagination to set prices for other items that the student may suggest)  
 

Tutor:  Now that we have chosen a pet, we need to pay for it. Let's fill in the information on 

the cheque on page 13 of your book.   
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Essential Skills Exercise:  Thinking Skills/Oral Communication 

Direct the student to page 14 of the ES 101 Skill Book. Point out the chart and go over each 

of the letters with your student. The purpose of this exercise is to have your student identify 

the capital letter that begins each name. 
 

Tutor:  Today we are going to play a game like we did in Lesson 7.  This time we are using 

the capital letters M, N, O, P, Q, R, S, T, U, V, W, and Y.   When I say a name would you 

point out the letter that the name begins with?   Are you ready?  (Use the following names, 

but not in alphabetical order) 

Mr.   Ned  Oliver  Pam  Queen Robert 
Sam  Ted  Uncle  Van  Will  York 

 
M N O P 
Q R S T 
U V W Y 

 
Essential Skill Exercise – Computer Use 
 
Depending on the comfort level of the student, you may use a computer 

keyboard or the prototype computer keyboard in the Skill Book.  If using a 

computer, you may first need to familiarize your student with basic computer operations, 

which are located in the Computer Module for this series.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point) 

 

With your student, locate the letters S, T, U, V, W, and Y on the computer keyboard.  

Remind the student that the shift key is used to make capital letters.   
 

Q W E R T Y U I O P 
    A S D F G H J K L  
Shift Z X C V B N M   
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Lesson 10 

 
In Lesson 10 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, pages 54 – 55  
Writing – writing lesson, page 58 – 59; homework, page 60 – 61  
Numeracy – reading the numbers of the titles and pages 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 56, Listen and Write – page 57 
 

Objectives for this lesson 

To help your student: 

 learn new words by changing the first letter of a word 

 identify capital letters associated with names 

 learn to type words on a computer keyboard 

 

Essential Skills Exercise – Oral Communication/Thinking Skills/Writing Skills 

Prior to the lesson, make a table consisting of all the letters of the alphabet or photocopy the 

one at the end of this lesson.  Cut out the squares so that they can be 

arranged to form words as indicated below.  (Magnetic letters can 

also be used for this exercise if available). 

Refer to the chart on page 54 of LWRS Book One for words to use in 

this exercise. 
 

Tutor:  Using the squares, let’s spell the word van together.   What word can you spell if you 

take away the letter v and change the first letter to D? (Dan)  What other words can you make 

by changing the first letter of this word? (ban, can, fan, man, pan, ran, tan) Let’s write these 

words in your book.  

Tutor:  Let’s spell the word Ted.  (Encourage student to do this one by himself)  What word 

can you make if you change the T to N? (Ned)   

What other words can you make by changing the first letter of this word? (bed, fed, led, wed)  

Let’s write these new words in your book. 

Tutor: What other words we can make?  Let’s write these words in your book.   
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Essential Skills Exercise – Computer Use 
 
At this point, your student should be familiar enough with the keyboard 

to type the words in Lesson 10 on page 54 of LWRS, Book One.   

If you feel this may be too overwhelming, you can suggest that he/she type the words in the 

first column and complete the remainder at other sessions.   

 

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point) 
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a A n N 

b B o O 

c C p P 

d D q Q 

e E r R 

f F s S 

g G t T 

h H u U 

i I v V 

j J w W 

k K x X 

l L y Y 

m M z Z 
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Lesson 11. 
 
In Lesson 11 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, page 63 
Writing – writing lesson, page 66; homework, page 67 
Numeracy – chart on page 62 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 64, Listen and Write – page 65 
 

Objectives for this lesson 

To help your student: 

 learn how to fill in information in an address book 

 learn the location of numbers on a computer keyboard 
 

Essential Skills Exercise – Document Use/Thinking Skills 

Refer to the story on page 63 of LWRS Book One to obtain the required information for this 
exercise.  Suggestion:  Bring along an address book to this session. 
 

Tutor:  Today we are going to create a page in an address book with information on the 

following:  Mr. and Mrs. Hill; Mrs. Bird and Cal Bird; Mr. and Mrs. Oliver; and Ted’s Pet 

Shop.  Turn to page 17 of your book.   

Tutor:  Let’s start with Mr. and Mrs. Hill.  Can you fill in their names on the top line?  Do 

they have a street address?  What is it?  What town do they live in?  (Make up a postal code 

as there is none given in the story.  Use Mytown as the town where Mr. and Mrs. Oliver live 

and where Uncle Ted's Pet Shop is located) 
 

Essential Skills Exercise – Computer Use 
 
Introducing numbers:  Show the student the location of numbers on the 

keyboard and have him/her type the numbers shown in the chart on page 62 of LWRS Book 

One.   

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so at this point) 
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Lesson 12. 

 
In Lesson 12 of the Laubach Way to Reading, Skill Book 1, the following Essential Skills 
have been identified: 
Reading Text – reading letters and words, page 69 
Writing – writing lesson, page 72; homework, page 73 
Numeracy – chart on page 68 
Oral Communication – verbal communication between tutor and learner 
Thinking Skills – Check up – page 70, Listen and Write – page 71 
 

Objectives for this lesson 

To help your student: 

 read and understand a memo from a teacher announcing an upcoming outing 

 learn how to fill out a permission slip 

 learn the location of numbers on a computer keyboard 

 type numbers and number words on a computer keyboard 
 

Essential Skills Exercise – Document Use/Thinking Skills 

Mrs. Hill has received a memo from Pam’s teacher asking permission for Pam to attend a 

volleyball game in the next town.  Read the memo with your student.  A permission slip has 

accompanied the letter.  Read the slip to determine what information is required.  Ask your 

student to pretend he/she is Mr./Mrs. Hill and ask him/her to fill out the permission slip for 

Pam to attend the game.  

Tutor:  This document is a memo.  Let's read it together.    If you were Mrs. (Mr.) Hill, 

would you give your permission for Pam to attend this outing?  

Tutor:  Let's fill out the permission slip so that Pam can go to the game.   

 

Essential Skills Exercise – Computer Use 

This is the last lesson on computer use for Book One.   

Have your student practice the numbers and the words accompanying 

the numbers on the keyboard.  

To reinforce a sense of achievement, have the student print a hard copy of the work produced 

(or the tutor may do this if the student is not comfortable doing so). 
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Review of Lessons 1 - 12 
 
Direct your student to page 19 of the ES 101 Skill Book.  As a review of words 
learned in this book, ask your student to locate and circle the following words in 
the chart.  When this is done, the letters g, i, r, and l are left.  Ask student what 
letters remain and what word it spells (girl). 
 
apple   bird   cup  dish        egg 
fish   hand   leg  jumping       in 
kicking  neck   olive  pan        box 
quarter  river   snake  tent       up 
valley   woman  yells  zipper 
 
 
 
 
 
 

 

 neckgolivebird 
 applecupiriver 
 quarterpanegg 
 dishhandsnake 
 tentvalleyrbox 
 womanzipperin 
 kickingyellsupl 
 fishlegjumping 
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 Congratulations!  Your student has completed ES 101  

My student has met the objectives set forth at the beginning of this book and is 

now ready to move on to ES 102.   My student is able to: 

 identify a document as a piece of written or printed matter that provides information 

 identify several types of documents (medical form, chart, job application, list, cheque, 

memo, permission slip, and others that arise during lesson discussions)   

 recognize protocol and preparation needed for a job interview 

 comprehend a story and be able to relate what is happening in the story 

 use numeracy and thinking skills to solve basic problems 

 create a list 

 comprehend basic store operations 

 use role play to comprehend basic everyday situations 

 understand the importance of making a shopping list and keeping within a budget 

 identify basic job titles 

 compose a short story from a picture 

 comprehend basic addition/subtraction and use of currency 

 identify differences in documents by comparison 

 relate a story based on personal experience 

 understand basic comparison shopping 

 identify cost and responsibilities associated with owning a pet 

 write a cheque 

 enter information in an address book 

 fill out a permission slip 

 locate the letters of the alphabet on a computer keyboard 

 type the letters of the alphabet on a computer 

 print the letters of the alphabet using a computer printer 

 locate the numbers 0 - 9 on a computer keyboard 

 type the numbers 0 - 100 on a computer keyboard 

 print the numbers 0 to 100 using a computer printer 

 use a computer to perform basic operations 
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Appendix
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Glossary of Words and Meanings 
 

allergies   the body's reaction to something that doesn't agree with the body (such 

   as cat fur, pollen from plants, food)  

asthma   a disease of the respiratory system including the lungs  

continuous    never ending (continuous learning: always learning) 

diabetes  a disease where there is too much sugar in the blood; symptoms  

   include too much thirst and then too much urine  

essential  needed, necessary 

interview  when one or more people ask another person questions to find out  

   something (such as a job interview to see if you are able to do a certain 

   job). In an interview, you get to ask questions if you want).  

kin   family; kinfolk  

MCP   Medical Care Plan (in Newfoundland/Labrador) ) which means that the 

   government pays for all medical appointments and hospital stay (to a 

   limit) 

medical  to do with health (think of medicine/pills) 

numeracy  to count (think of the word number) 

oral   by mouth (oral communication: speaking) 

relationship  how people know each (family/friend/business) 

skill   a talent or ability (able to do something) 
 

*************************************************************************** 
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Materials List 
 

The following are examples of supplementary aids for use with the lessons. 

 
Lesson 

 
Suggested supplementary materials 

 
 

1 
 
Medical care card for the province in which you live (MCP in 
Newfoundland and Labrador, OHIP in Ontario, etc) 

 
2 

 
Picture dictionary/flash cards; pictures depicting work situations/ 
interviews 

 
3 

 
Picture dictionary/flash cards (food & camping items), outdoor 
magazine/catalogues 

 
4 

 
Store flyers (to complete shopping list) 

 
5 

 
Play money; miniature food items; flip chart; markers 

 
6 

 
Items to use for counting (markers/pens of different colours, bingo chips) 

 
7 

 
Clock (prototype in back of book), calendar 

 
8 

 
Flip chart; markers; paper; pens 

 
9 

 
Cheque sample (photocopy one from lesson); calculator; miniature 
animals; flash cards 

 
10 

 
Letters (photocopy template from lesson and paste on card stock); 
magnetic alphabet letters 

 
11 

 
Address book 

 
12 

 
Memo pad/notebook 

 
Review Lesson 

 
Find-a-Word puzzles 

 
General Use/ 
Supplementary 
Material 

 
Computer; prototype keyboard (back of book); flip chart; markers; paper; 
pens; pencils; daily planner; appointment book 
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