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Introduction  
 
To the Tutor 

Welcome to the second book in the series entitled Essential Skills - Have You Used 

Yours Today?  This guide is to be used with the ES 102 Skill Book 2.  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 participate fully 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 44 of the Skill Book. 

 
Disclaimer:  Please note that every effort has been made to ensure that sources in this 
series are up-to-date.  Websites referred to in the modules are current up to 
preparation for printing.  NLLLC has no control over changes to these websites; 
therefore, over time, instructions referring to usage or access to website links may 
become inaccurate.  Please inform Newfoundland and Labrador Laubach Literacy 
Council (NLLLC) at the address below if you discover discrepancies and we will make 
every effort to make corrections and/or offer alternative suggestions.   

 
Newfoundland and Labrador Laubach Literacy Council, Inc. 
P.O. Box 822, 141 O’Connell Drive 
Corner Brook, NL 
A2H 6H6 
Telephone:  1 800 863-0373      
Fax:  709 634-2126 
Email:  laubach@nf.aibn.com 

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

Lessons in the series Essential Skills - Have You Used Yours Today? 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 102 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 ES 102 Skill Book) in the Appendix 
section of this guide and in 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, which are 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 affect the student's self-esteem. 
  

Computer Skills Exercises:   An Essential Skills exercise in Computer Use is added at the 
end of each lesson. All computer exercises in this module require online access.  If your 
literacy council cannot provide access, you are encouraged to take advantage of services 
available at your local library.   
 

To keep up to date with today's technology, students are encouraged to use a computer 
as much as possible.  Basic instructions on computer use are found in the Computer 
Module - ES 2010 for the series Essential Skills - Have You Used Yours Today?   
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Essential Skills - Definitions 
 
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, re-training to learn new skills, as part 
of regular work activity, independent learning) 
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Objectives for ES 102 

After completing ES 102 of "Essential Skills - Have You Used Yours Today?" your 
student will be able to: 

 identify different types of documents 
 use gift certificates and gift cards 
 understand responsibilities associated with using debit 
 obtain and use a debit card 
 use safety precautions when using an ATM 
 understand working with others 
 understand the importance of quality family time 
 prepare a nutritious meal 
 understand telephone etiquette and how to take a basic telephone message 
 understand basic firearms safety 
 understand basic directions of the compass - North, South, East, and West 
 locate towns and cities on the map  
 use addition and subtraction in use of currency  
 identify and write a receipt 
 understand the purpose of a receipt 
 understand the importance of saying thank-you 
 write a thank-you card or letter and address an envelope 
 understand the importance of including a return address 
 understand correct postage 
 use thinking skills to make choices, organize and prioritize  
 list which documents are required to obtain a marriage license 
 identify where to apply for a marriage license 
 calculate time 
 understand the importance of a healthy lifestyle 
 make healthy food choices 
 read Canada's Food Guide 
 understand food groups and recommended servings per day 
 understand the importance of information in a medical file 
 understand that a pediatrician is doctor who treats children's illnesses 
 understand age of majority 
 understand protocol associated with keeping and cancelling appointments 
 define order of events 
 identify time zones in Canada 
 calculate time differences between time zones 
 identify job advertisements 
 understand the content of job ads 
 convert expenses from weekly to monthly amounts 
 enter information in a table 
 calculate income minus expenses 
 compare financial merits of two jobs and make an informed choice 
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Lesson 1 
 
In Lesson 1 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 2-3 
Writing – writing lesson, page 4, Homework, page 5 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills - Listen and Write, page 4 
Oral Communication – verbal communication between tutor and learner 
 

Objectives for this lesson 

To help your student: 

 identify different types of documents 

 understand the use of gift certificates and gift cards 

 understand responsibilities associated with using debit 

 know how to obtain and use a debit card 

 be aware of safety precautions when using an ATM or store debit machine 
 

Essential Skills Exercise - Document Use/Thinking Skills 

 Indicate the chart on page 4 of the ES 102 Skill Book to the student.  
Then follow one of the options below.   
 
Option 1:  If the student has completed ES 101 (Book One of the Series), reaffirm 

his/her knowledge of Document Use as follows: 

Tutor:  Do you recall another name we learned for this chart?  (Document).   As you 

know, a document is a piece of written or printed material that provides information.  It 

can be in the form of charts, tables, forms, applications, and many other types of printed 

material.  Can you recall some of the documents we discussed in Book One?  (medical 

form, chart, job application, list, cheque, memo, permission slip) 

Note:   Copies of these documents are in the back of the Skill Book.  

Option 2:  If the student is beginning the program in ES 102 (Book 2 of the Series), 

proceed as follows: 

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?  (Show the student the 
documents in the back of the ES 102 Skill Book and briefly discuss each one.)
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Discuss the following with your student before proceeding with the exercise at the end 
of this page. 
 
Have you used gift certificates and/or gift cards?  Gift certificates or gift cards are 
purchased directly from a store.  You pay for gift certificates or gift cards the same way 
as you would pay for any other item.  The person you give them to can use them the same 
as cash to pay for a purchase at the store whose name appears on the certificate or card.  
(Note that some gift cards are refillable while others are not.  Also, you can carry a 
balance forward if you do not use the total amount on the card.) 
 
Have you used a debit card? Using debit is a way to pay for your purchase without 
having to pay charges or credit card costs.  This way, you won't have to carry large 
amounts of cash.  When you swipe your card, the money comes directly out of your bank 
account.  Be sure to have enough money in your bank account to cover your purchase.  
 
How to obtain a debit card:  Your bank or credit union will give you a debit card when 
you open a chequing account.  If you already have an account and no debit card, go to 
your bank and they will set you up with one.   
 
Using your debit card at the store:  Not all machines are alike, but the 

general way to use them is similar.   

 Swipe your card 
 Choose language 
 Check to make sure that the amount is correct 
 Enter your pin number.   
 Some machines will ask if you want cash back.  If "yes", select amount. If "no", select 

"no" and continue. 
 Check the screen to see if the amount is correct before selecting Yes.  
 

Your Personal Identification Number:  Emphasize that you should not give your P.I.N. 

to anyone.  When entering your P.I.N. at an automated teller machine (ATM), be sure to 

stand in front of the keypad so others cannot see the number you enter.  Note that an 

ATM is also sometimes called a banking machine.   

 

Essential Skills Exercise - Numeracy/Thinking Skills 

Direct your student to page 5 of the ES 102 Skill Book and proceed with the lesson. 
  
Tutor:  Jill and Kim are looking at rings in Miss Oliver's gift shop.  Jill is buying a ring 
for her little sister, Kim.  How will she pay for the ring? Let's listen to the conversation 
between Jill and Miss Oliver, the gift shop owner. 
 
Jill:  My sister would like this ring.  How much does it cost?  

Miss Oliver:  That ring costs $50.00 plus 10% sales tax. 
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Jill:  I have a $10.00 gift certificate.  Will you accept it? 

Miss Oliver: Yes, of course.  That will be $50.00 plus sales tax of $5.00 for a total of 

$55.00.  (Jill passes the gift certificate to Miss Oliver) I will subtract the amount of your 

gift certificate from the total.  Are you paying the balance by cash, debit, or credit card? 

Jill:  Debit, please.  Jill takes out her debit card and waits for directions.  Miss Oliver 
proceeds with the transaction and asks Jill to "swipe" her card. Jill swipes her card 
through the machine, enters her Personal Identification Number (P.I.N.), and chooses the 
account that the money will come from.  Miss Oliver gives Jill the ring. (See next page for 
more information on debit). 
 
How much does Jill pay by debit?   The ring costs $55.00.  Jill has a gift certificate for 
$10.00 that she can use towards her purchase. (See gift certificate in Lesson One of the 
Skill Book).   Jill will pay Miss Oliver $45.00 using her debit card.   
 

 
***************************************************************** 

 
Essential Skills Exercise - Computer Use (Optional)  
 
Important:  Explain to your student that optional means that he/she 

has the choice of doing or not doing the Computer Use exercises.  It 

is recommended that these exercises be included; however, it is not 

mandatory and will not affect progression to the next module. 
 
The following interactive online exercise is located at www.moneymatterstome.com 2(see 
link below).  You can also search other sites to find other interactive online resource 
material for your student.  These exercises are very useful for those who have little or no 
experience using debit cards as well as being a fun activity for experienced users.  The 
exercises will also add to the student's self-esteem by making him/her feel confident 
when using debit.  (You may need to set up this exercise for your student if he/she is not 
familiar with computers). 
   
Interactive ATM   
To use an interactive ATM, go to the interactive bank machine at 
www.moneymatterstome.com or follow the link below and complete the exercise in the 
Skill Book.   Note that this machine has pounds (£) currency instead of dollars ($) 
because the site is from the United Kingdom (UK); however, the operation is comparable 
to Canadian ATM's.   
Select the arrow next to Workshops (in yellow) on the left of your screen and select ATM 
cash machine simulator.  http://www.moneymatterstome.co.uk/default.htm 

 

                                                 
2 Interactive ATM - cashpoint machine simulator.  Viewed January 3, 2011, 
http://www.moneymaterstome.com/Interactive-Workshops/ATM.htm 

http://www.moneymatterstome.com/
http://www.moneymatterstome.co.uk/default.htm
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Lesson 2 
 
In Lesson 2 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 6-7 
Writing – writing lesson, page 9, Homework, page 10, 11. 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills - Checkup, page 8, Listen and Write, page 9 
Oral Communication – verbal communication between tutor and learner 
 

Objectives for this lesson 

To help your student: 

 understand working with others 

 understand the importance of quality family time 

 identify different times of day 

 indicate time of day on a clock 

 learn to prepare a basic nutritious meal 
 

Essential Skills Exercise - Working With Others 

Many hands make light work. 

Discuss the title of this exercise.  Ask your student what he/she thinks “Many hands make 
light work” means.  Read the scenario below.  (If you use the word "scenario" be sure 
that your student knows that it means "situation" or "set-up")  Then, 
with your student, read the story on page 8 of the Skill Book and 
discuss the questions that follow.  Emphasize the importance of 
family time and working together to make tasks easier.   Spending 
quality time together is especially important in today's society 
where many people work outside of the home.  For many, it is the 
only time of the day to catch up on what is happening with family 
members.   
 

Scenario:   Mr. Hill has brought home a fish he has just caught.  He cleans and cuts up 

the fish.  Jill prepares a pan to cook the fish.  Mr. Hill puts the fish in the pan.  Mrs. Hill 

prepares a salad.  She uses fresh garden vegetables to make a healthy and nutritious meal 

for her family.  Kim and her brother, Ed, set the table. When the fish is cooked, Jill 

removes it from the pan and places it in a dish.  Everything is ready.  The Hills sit down 

to a nutritious family meal that they have prepared together.   
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Essential Skills Exercise - Oral Communication/Thinking Skills 

Discussion Questions 

Tutor:  Why is dinner time an important time of day for the family?  (They get to catch 
up on each others' activities during the day.  It's possibly the only opportunity they get to 
spend quality time together.  It’s a time to talk with your children…..)   
Tutor:  Who cuts up the fish? (Mr. Hill)  What is Kim's job? (To set the table)  What 
does Mrs. Hill make for dinner? (A salad) What does Jill do? (She prepares a pan for the 
fish; she puts the fish in a dish) 
Tutor:  Why do you think Mrs. Hill feels it is important to use fresh vegetables to make a 
salad? (Fresh vegetables are important sources of nutrition; she wants to keep her family 
healthy) 
Tutor:  Why do you think it's important for everyone to help prepare the meal?  
 (To make the job easier since it's most likely both parents work outside the home; to 
spend more time together) 
  
Preparing a Garden Salad.   
 
Go through this recipe on page 9 of the Skill Book with your student.  
Explain the terminology if necessary (e.g. ingredients - what goes in the salad; 
instructions - how to make the salad) 
 
Fill In    Discuss the time and other names for "dinner" (e.g. many people call dinner 

"supper" and relate to "lunch" as dinner).  Help student with fill-ins if necessary.   
 

My Favourite Time of the Day 

Ask your student what is his/her favourite time of the day and help him/her fill in the 
blank lines.  You can use language experience if you feel it would be easier and write the 
story on paper or a flip chart.  The student can then transfer it to his/her book.   (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).  Remember to use 
"plain language".  (For information about using plain language, read the book 
entitled Plain Language, Clear and Simple.  ISBN 0-660-14185-X) 
 
Essential Skills Exercise - Computer Use (Optional)  
Interactive clock:  Go to the 3link:  http://www.time-for-time.com/interactive.htm 
Click on the clock.  It will open in a separate window and show the current time.  Click 
on the arrow next to "show digital" to see the digital time (time shown in numbers such 
as 6:15).  Change the time on the clock by clicking on the red button (to go back) and the 
green button (to go ahead).  Discuss the difference in digital and analog clocks.  What is 
more common today?

                                                 
3 Time for Time for students and teachers (2003). Teaching Clock.  Viewed January 3, 2011.  
http://www.time-for-time.com/interactive.htm 

http://www.time-for-time.com/interactive.htm
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Lesson 3 
 

In Lesson 3 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 12-13 
Writing – writing lesson, page 14, Homework, page 15 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills - Listen and Write, page 14 
Oral Communication – verbal communication between tutor and learner 
 

Objectives for this lesson 

To help your student: 

 understand telephone etiquette 

 know how to take a basic telephone message  
 

Essential Skills Exercise - Oral Communication/ /Writing/Document Use 

This exercise is called Telephone Talk. Discuss the following scenario (situation, set-up) 
with your student; then have the student fill in the message slip for Kitty King.  (If you use 
the word scenario, you may need to explain the meaning of the word to the student) 
 
Telephone Talk 
 
Scenario:  Kitty King and Jimmy Fisher work in the same office.  Part of Kitty's job is to 
answer the telephone. (Ask the student what he/she thinks Kitty's job title might be.  
Example:  Administrative Assistant, Secretary, Receptionist).  Kitty's employer is Mr. 
Green.  Mr. Green is not in his office today.   
 
The telephone rings.  Kitty answers it and takes a message for Mr. Green. 
 
Kitty:    Good morning, Green and Associates.  How may I help you? 
Caller:  I'd like to speak to Mr. Green, please. 
Kitty:    I'm sorry; Mr. Green is not in today.  May I take a message? 
Caller:  Yes, please.  This is Bud White.  Would you ask him to call me when he returns?            
   I would like to see him sometime next week.   My number is 709-555-4321. 
             (Kitty writes the information on her notepad as Mr. White is speaking.) 
Kitty:    I'd be happy to pass on that message.  Would you like to make an appointment to  
   see Mr. Green?   
Caller:  No, thanks.  I'd like to speak to him on the telephone first.                
Kitty:    Okay.  Let me confirm your telephone number.  709-555-4321.  Is that correct?  
Caller:  Yes.  Goodbye.  
Kitty:    Goodbye, Mr. White.  Have a nice day.  (Kitty fills out a message slip and places 
   it on Mr. Green's desk.) 
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Tutor:  Do you think that Kitty has done a professional job?  Is there anything you would 

have done differently? 

 
Taking a Message:  Discuss telephone manners and message taking with your Student. 

Emphasize the importance of being polite and writing down accurate information. You 

may photocopy the Message Slip on page 12 of the Skill Book for your student to use as 

practice. 

Tutor:  What information has Kitty obtained from her telephone conversation with Bud 

White?  Help Kitty fill out the following message slip that she will give to Mr. Green. 

 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Message 
 

Date: __________________________   Time ________________ 
To: __________________________________________________ 
From: ________________________________________________ 
Telephone:  ___________________________________________ 
 
 

Telephoned  Please call  
Will call again  Returned your call   

 
MESSAGE 
______________________________________________________ 
 
_________________________________________________________ 
 
______________________________________________________ 
 

 
Taken by:   ____________________________________________ 
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Essential Skills Exercise - Oral Communication/Writing/Thinking Skills 

Direct your student to page 13 of the Skill Book.   

The following exercise will help your student recognize proper telephone etiquette 

(answering the phone properly, being polite, using a pleasant voice) as well as give 

him/her experience in taking messages.  
 

Be sure to emphasize the importance of recording accurate information (fill in all 

important information - name of caller, telephone number, date and time of the call, if 

caller wants the call returned, etc.; write a brief message that is easily understood by the 

person receiving the message).   
 

Note that it is best to avoid using abbreviations and shortcuts that you might not recall 

later when you relay the message.   
 

Take a Message 
 

Role Play:  Call your student and ask to speak to Miss Brown.  Since Miss Brown is not 

available to take the call, have your student take a short message.  

Use plain language and keep it brief.  Reverse roles if you feel the 

student needs extra practice.   

The conversation should go something like this:  

Student:   Hello, this is ....... speaking.  How may I help you? 

Tutor:  I would like to speak to Miss Brown, please. 

Student:   I'm sorry, Miss Brown is not in.  Would you like to leave a  

  message? 

Tutor:   Yes, please ask her to call me as soon as possible so we can set a  

  lunch date for next week.  

Student:   Could I have your name and telephone number, please? 

Tutor:   My name is......... and my telephone number is............ 
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Lesson 4 
 
In Lesson 4 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 16-17 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 18 - 21 
Oral Communication – verbal communication between tutor and learner 
 

Objectives for this lesson 

To help your student: 

 understand basic firearms safety 

 understand basic requirements for getting a hunting license 

and where to get information about hunting regulations 
 

Essential Skills Exercise - Oral Communication/Thinking Skills 

Direct your student to page 14 of the Skill Book. 

Discussion Questions 
 
Tutor:  This lesson is about hunting and fishing.  Have you ever done any hunting?  (If 

student answers "no" to this question, ask if he/she has family members or friends that 

are hunters).  What sort of game (animals, birds, mammals, fish) have you (they) hunted? 

Tutor:  What are the requirements for Ed and his father to hunt ducks? (duck licence, 

firearm safety certificate, be of legal age to use a firearm) 
 

Important information:  In most provinces, you have to be 16 to hunt small game and 

18 to hunt big game. All hunters should take the Canadian Firearms Safety Course, which 

teaches the basics of firearms safety and the laws related to firearms storage, handling 

and transportation.  Check training institutions in your province for available training.  In 

Newfoundland and Labrador, training is available at the College of the North Atlantic. 
 

Applications for Firearms Licences are available at local postal offices. For more information 

about firearms licensing, contact the Canadian Firearms Program in Ottawa at 1-800-731-4000.  
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Essential Skills Exercise - Numeracy/Document Use 

Go through the following story with your student. Then ask the student to record the 

information in the chart on page 14.  Then use the document (chart) to 

answer the questions.  

A Trip in the Country 

Ed and Mr. Hill spend 4 exciting days together camping, hunting, and 

fishing.  They arrive at their campsite on Monday and leave on Friday morning.   

Fill in the chart using the following information: 

On Monday, Ed shoots 2 ducks and Mr. Hill shoots 3 ducks.   
On Tuesday, Mr. Hill shoots 3 ducks and Ed catches 6 fish.   
On Wednesday, Ed shoots 2 ducks.  Mr. Hill doesn't get anything.  
On Thursday, Mr. Hill and Ed each catch 5 fish. 

  
 
 
 

Day of the 
week Number of 

ducks Ed shot 
Number of ducks 

Mr. Hill shot 

 
 

Number of fish 
Ed caught 

 

Number of fish 
Mr. Hill caught 

Monday 2 3 0 0 
Tuesday 0 3 6 0 
Wednesday 2 0 0 0 
Thursday 0 0 5 5 
Total 4 6 11 5 

 
Look at the document you just filled in and answer the following questions:   

 
How many ducks did Ed shoot?  (4)   

How many ducks did Mr. Hill shoot?  (6) 

What is the total number of ducks that they shot?  (10) 

Who shot the most ducks?  Mr. Hill  

How many fish did Ed catch?  (11)   

How many fish did Mr. Hill catch?  (5) 

How many fish did Mr. Hill catch on Thursday?  (5) 

How many fish did Ed catch on Thursday?  (5) 

What is the total number of fish that they caught?  (16) 

Who caught the most fish?  Ed 
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Essential Skills Exercise - Thinking Skills 
 
Go over the following safety tips with your student.   

 
Use firearms safely! 
 Treat all guns as though they are loaded. 
 Use the safety mechanism. 
 Always point a gun in a safe direction. 
 Keep your finger off the trigger. 
 Know what you are shooting at; make sure there is nothing 

in the way. 
 Take the time to learn about the gun you are using. 
 Do not shoot at hard surfaces or at water.   

 
Tutor:  Can you think of other ways to stay safe when hunting and fishing?  (Answers 

will vary – wear bright clothing to be visible to other hunters, don’t stand up in a boat, 

wear a flotation device, be aware of tides, be aware of possible changes 

in the weather) 

 
Essential Skills Exercise - Computer Use (Optional)  
 
Note:   This exercise is based on the 4Government of Newfoundland and 
Labrador website at www.gov.nl.ca 
Tutors in other provinces are encouraged to check their provincial government website 
for information pertaining to their home province or territory.  
With your student, explore the following website (www.gov.nl.ca) which provides 
information on hunting regulations for the province of Newfoundland and Labrador.   
 
Select Departments and Agencies 
Select Environment and Conservation 
Select Hunter/Trapper Information (Under Educational Users) 
Scroll down to Firearm Safety/Hunter Education Course.   
This course consists of two parts:  Part A is the Canadian Firearms Safety Course and 
Part B is Hunter Education.  The Canadian Firearms Safety Course regulations are the 
same throughout all provinces and territories.  These courses are available at colleges 
throughout the country.   
You can also go directly to the link:  http://www.env.gov.nl.ca/env/wildlife/education/index.html 
 
Note:  For those who live in other provinces and territories, you can find information for 
your own region by going to your provincial government website.   
 

                                                 
4 Government of Newfoundland and Labrador.   Firearm Safety/Hunter Education Course.  Viewed January 
3, 2011,  http://www.env.gov.nl.ca/env/wildlife/education/index.html 

http://www.gov.nl.ca/
http://www.gov.nl.ca/
http://www.env.gov.nl.ca/env/wildlife/education/index.html
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Lesson 5 
 
In Lesson 5 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 22-23 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 24-25 
Oral Communication – verbal communication between tutor and learner 
 

Objectives for this lesson 

To help your student: 

 understand basic directions of the compass - North, South, East, and West 

 use thinking skills to solve a problem  

 locate towns and cities on the map  
 
Essential Skills Exercise - Document Use/Thinking Skills 
 
Bud's Delivery  
Read the instructions on page 17 of the Skill Book.  Explain "detour" if necessary.   
Help Bud find the best route to deliver his truckload of bricks to Mr. and Mrs. Hill. 
   
 
   Route 301 

  
  
   Route 22 
            N   Cedar Drive 
     
W E                    Pine St.   Corner St. 
    Forest Road 
             
             S 
  
 Spruce   St. 
 North St. 
   
    
 Valley Street 
 
 

Map Key 

Bud's truck             
Muddy road                

Mr. Hill's house        
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North, South, East or West? 
 
Point out and read the map key.  Explain that most maps have a map key.  (A map key 
explains the symbols that are used on the map)   
 
Indicate the compass directions next to the map.  Explain that N is for North, S is for 
South, E is for East, and W is for West.   
 
Tutor:  Look at the map and fill in the correct word in the blank spaces. Remember to 
stay away from the muddy section on Forest Road. 
 

Bud travels West on Route 301.  

He turns (South) on Cedar Drive. 

He turns  (East)  on Forest Road. 

He turns (North) on (Pine Street) to Route 22. 

He turns (South) on Route 22 and continues to Spruce Street. 

He turns (East) on Spruce Street, then (South) on (North) Street.  

He travels (West) on Valley Street until he reaches Mr. Hill's house. 
 
Where do you live?  Find it on a map.     

Look at a map of your province, city or town with your student and have him/her fill in 
the information below in his/her book.  If you have a local map, find routes from one 
location to another (Examples:  From the supermarket to the library; from the library to 
the mall; from the mall to the police station). 
 

I live in ______________________________________________________________ 

The nearest city is _______________________ It is _____________ kilometres away.   

The name of my province is ______________________________________________ 
 
Essential Skills Exercise - Computer Use (Optional)  

 

Map Locations 

Find the location of your town or city on the map by visiting 
5Google Maps at http://maps.google.ca/ 

Double click on a location to make it larger.  Hold down the 

left mouse button to move around the map.  What other places 

can you find?  The possibilities are endless! 

                                                 
5 2010 Map data - Europa Technologies.  Viewed January 3, 2011.   http://maps.google.ca/ 

http://maps.google.ca/
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Lesson 6 

 
In Lesson 6 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 26-27 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 28-31 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 understand addition and subtraction using currency  

 identify and know how to write a receipt 

 understand the purpose of a receipt 

 
Essential Skills Exercise - Numeracy/Thinking Skills 
 
Buying Eggs 
 
Indicate the story on page 19 of the Skill Book.  Go over the story with your student.  
 
Ellen Bell runs a small farm.  She sells eggs and hens.  Fred 
King is a good customer.  He buys eggs from Ellen every 
week.  Today he is buying eggs for three of his neighbours as 
well as his own usual purchase of one dozen eggs.  The eggs 
cost $1.50 per dozen. 
 
Fred's neighbour, Bob, wants 2 dozen eggs.   They cost ($3.00) 
He has given Fred $4.00.   
How much money does he get back?  ($1.00) 
Fred's neighbour, Ed, wants 3 dozen eggs. They cost ($4.50) 
He has given Fred $5.00.   
How much money does he get back? ($0.50) 
Fred's neighbour, Kim Smith, wants five dozen eggs.  She would like a receipt for her 
purchase.  Kim's eggs cost ($7.50) 
Kim has given Fred $7.50. 
How much money does Kim get back?  ($0.00) 
Fred gives Ellen $2.00 for his eggs.  He gets back ($0.50) 
 
Ellen writes receipts for the eggs. This is proof of purchase that Fred has purchased eggs 
from Bell Farm Ltd. (explain proof of purchase – written or printed receipt or sales slip 
that the item has been purchased) 
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How many dozen? 
Have student fill in the number of dozen eggs that Ellen sells to Fred and his neighbours 
and add the total amount purchased.   

Bob .................... 2 dozen 
Ed ...................... 3 dozen 
Kim ................... 5 dozen 
Fred .................. 1 dozen 
Total .................        11 dozen    

 
How many eggs?   
There are 12 eggs in a dozen.  Help you student fill in the totals if necessary. 
How many eggs are in 2 dozen?   (24) 
How many eggs are in 3 dozen?   (36) 
How many eggs are in 5 dozen?   (60) 
 
 
Essential Skills Exercise - Document Use 
 
Writing a receipt 

It is very important that Ellen keeps receipts for her business.  It is also important that 
customers keep receipts when buying something in case the item has to be returned.   
Many stores will not accept returned items unless you have a receipt as proof that you 
bought the item at their store.  For example, you may have bought a toaster or a clock that 
doesn't work properly.  Can you think of other examples? (clothes or shoes that don't fit; 
something that is the wrong colour; an item you bought as a gift for a friend and you find 
that he already has that item........ ) 
 
Using today's date, help Ellen fill out the receipt for the eggs that Fred King has 
purchased for Kim Smith.  Pretend you are Ellen Bell and sign the receipt on the bottom 
line.  This is Ellen's signature.  Explain to your student that the importance of signing a 
receipt is to make it an official document.  
 

 
Bell Farm Ltd. 

Receipt # 522 
 

Date ___________________ 
 
Received From  ____________________________________  $ __________ 
 
The sum of _____________________________________________ dollars 
 
For the purchase of _____________________________________________ 
 
                                                           _______________________________        
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Lesson 7 
 
In Lesson 7 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 32 - 33 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 34 - 35 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 understand the importance of saying thank-you 

 learn how to write a thank-you card or letter 

 learn how to address an envelope 

 learn the importance of including a return address 

 understand correct postage 

 

Essential Skills Exercise - Writing/Document Use 

Thank You! 
 
Direct your student to page 21 of the Skill Book.  Read the following; 
then help your student to write Fred's thank you note to his friends. 
 
Fred King has not been feeling well and has just spent two days in bed.  Many of his 
friends came to visit him and brought him gifts.   
 
Today Fred is feeling better.  He wants his friends to know he is better and how much he 
enjoyed their visits.  He will send thank you cards to his friends with a personal message 
inside.   
 
Suggestions for Fred's Thank-You note: 
 
I am feeling much better; I am feeling better today. 
Thank you for visiting me; Thank you for coming to see me; Thank you for the gifts you 
brought. 
Your visit has made me very happy; Your visit has made me realize what great friends I 
have. 
I am glad you came to visit me.  You are a wonderful (good, kind, true) friend. 
 
 
Direct your student to page 22 of the Skill Book.  The student will now write his/her own 
Thank-You note.   
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Suggestions:  Thank you to someone for a gift, a visit, or a kindness someone has shown 
him/her.  You may need to help your student if he/she has difficulty with this task. 
 
Options:  Bring in a Thank-You card that someone has sent you; write a personal thank-
you note that your student could use as a reference for writing her own note. 
 
Addressing the envelope:  Indicate the blocks where the addresses go.  Tell your student 
that it is important to include a return address (so that the letter will be returned to you if 
the person has moved; the letter could be returned because of insufficient postage). 
 
Essential Skills Exercise - Numeracy 

To the Mail! 
 
Once the student has the thank-you note ready to send, discuss 
how much postage is needed to send it through the mail. Inform 
your student that letters with the correct postage attached can be 
deposited in any community mailbox.  Note that letters with 
insufficient postage get returned to the sender.  Also, if there is no 
return address, the receiver has to pay the postage owing.   
 
Tutor:  It's time to send your letter.  Let's be sure we have the correct postage.  Postage 
to send a standard letter (up to 30 g.) through the mail in Canada is 57¢.   
 
How much would it cost to send three letters weighing 30 g. each from Nova Scotia to 
Ontario?  ($1.71)  
 
It costs $1.00 to mail a standard letter (up to 30 g.) from Canada to the United States.  
How much would it cost to mail two letters that weigh 25 g. each?  ($2.00) 
 
Which costs more?  Check the box with the correct answer. 

 Three letters within Canada  
 Two letters from Canada to the United States  (√) 

 
 
Direct your student to the chart on the next page and compare prices for 
sending mail to different locations.  Then ask the following questions. 
 

Tutor:  How much does it cost to send a standard letter (30 g.) to England?  ($1.70) 

How much does  it cost to send a 300 g. letter to the United States?  ($7.00) 

How much does it cost to send a 400 g. package to Ireland?  ($14.00) 
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Canada Post - Postage Prices for 2010 

Standard Letter 

Canada   $0.57 (up to 30 g.)   $1.00 (30 g. to 50 g.)  

Unites States   $1.00 (up to 30 g.) $1.22 (30 g. to 50 g.) 

International  $1.70 (up to 30 g.) $2.44 (30 g. to 50g.) 

Non -Standard and Oversize 

Canada  $1.22 (up to 100 g.) $2.00 (100 - 200 g.) $2.75 (200 - 300 g.) 

United States  $2.00 (up to 100 g.) $3.50 (100 - 200g.) $7.00 (200 - 500 g.) 

International  $4.00 (up to 100 g.) $7.00 (100 - 200 g.)   $14.00 (200 - 500 g.)  

 

Did you know?   

 You can drop off a letter in any mailbox in your community if you have the correct 

postage on it.  Sometimes you may send mail in a prepaid envelope.  Can you think of 

an example? (When the company you are paying has included a prepaid envelope for 

you to send them a cheque for a magazine subscription:  sending a reply to a survey. 

Prepaid means the company has already paid for the postage) 

 There is no postage necessary to send a letter to your Member of Parliament in 

Ottawa, the capital city of Canada. 
 

Essential Skills Exercise - Computer Use (Optional)  

Postage - 6Canada Post website 

 In the address toolbar, type www.canadapost.ca and press 

Enter on your keyboard.   

 This will take you to the Canada Post Home page.  

 Have fun exploring this site! 

 

                                                 
6 Canada Post Corporation 2010.  Viewed January 3, 2011. http://www.canadapost.ca/cpo/mc/default.jsf 

http://www.canadapost.ca/
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Lesson 8 
 
In Lesson 8 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 36 - 39 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 40 - 41 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 use thinking skills to make choices 

 enhance organizational and prioritization skills 

 learn which information and documents are required to obtain a marriage license 

 learn where to apply for a marriage license 
 
Essential Skills Exercise:  Thinking Skills/Document Use 
 

Wedding Plans:  With your student, help Jack and Ann make plans for 

their wedding.  Read through the following instructions thoroughly before you begin. 

Important:  To avoid frustration, try not to make the "wedding plans" in this exercise too 

elaborate.  This should be a fun activity so don't get caught up in the details! 
 
1. First discuss the necessary requirements to obtain a marriage licence and where to 

apply for a marriage licence before moving on in the lesson (info below).   
 

Where to get a marriage licence 
In Canada, you can get a marriage licence from a Marriage Licence Issuer or at any 
Registry Agent office.  Information differs from province to province.  In 
Newfoundland and Labrador, you may contact the Vital Statistics Division of the 
Dept. of Government Services or apply at one of the various government service 
centres throughout the province (see Computer Skills Exercise at the end of this 
lesson to learn where to obtain an application or find contact information).  For other 
provinces, information can be found online by doing a search for marriage licence 
Canada or marriage licence Ontario (or whatever province you live in).   

 
Requirements to obtain a marriage licence 

 Proof of identification such as a Driver's Licence, passport, or birth certificate 
 The full names of both parents, including mother's maiden name. 
 The birthplaces of both parents.   
 If divorced, proof of the divorce (Certificate of Divorce) 
 If widowed, proof of death of your spouse (Death Certificate). 
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2. Next, you both must decide on what type of wedding they will have (large, small, in a 
church, type of reception, etc.) before making the to-do list.  Note that no matter how 
thorough the planning, there is always the possibility that something may get 
overlooked. 

 

Tip for Tutors:  When planning events such as this, think of the five W's (who, what, 
when, where, and why) and How (how to do it?  how much?). 
 
A list of what Jack and Ann need to do to prepare for their wedding: 
 
Ann has already chosen her wedding dress and flowers.  Today, Jack and Ann are making 
a list of all the things they need to do to prepare for the wedding.  Some of the items on 
the list are: 

 A list of people they will invite (just family, family and friends) 
 Where they will get married (in a church, at city hall, an 

outdoor wedding, on a ship, down South….) 
 When they will get married (season, date) 
 Where they will have the reception (or IF they will have a 

reception) 
 Who will be in the wedding party (friends, relatives, just 

the two of them) 
 Will they hire a wedding planner or do it themselves 
 Get a marriage licence (Discuss where to obtain a 

marriage licence and the requirements if you have not yet done so) 
 
Point out to your student that this exercise will be a brainstorming exercise.  You might 

need to explain the concept. 

Tutor:  Can you think of other things that Jack and Ann need to do?  

Suggestion:  Use a flip chart to record the student's responses. 

(Possible answers:  Choose colours for the bridal party; number of people in the bridal 

party; get a photographer; contact a minister/priest; contact a musician to play in 

church/someone to sing/someone to seat guests; contact entertainment for the reception; 

choose food to be served at the reception)  

 Tutor:  Let`s write all of these ideas down on page 26 in your book.  Don’t worry about 

order here; this will be done when you complete the To-do list on page 27.  When we 

have everything written down, we will number the items so we will know what needs to 

be done in order of priority. (Explanation of "priority" is found in the Glossary)  

 



27 
 

Jack and Ann's To-Do List 
 
Direct your student to page 27 of the Skill Book.  Go over the list on the previous page 
(page 26) that your student has just created and numbered. Transfer those tasks to the To-
Do List on page 27 listing by order of importance.  Everyone agrees that setting a date 
should be the first thing to do!  
 

  1 Set a date for the wedding. 
  2  
  3  
  4  
  5  
  6  
  7  
  8  
  9  
10  
11  
12  
  
  

 
Computer Skills Exercise (Optional) 
 
Although this exercise is optional, it is recommended that students and tutors 
become familiar with searching for information on the worldwide web as we are 
becoming increasingly dependent on online access to find government information. 
 
Marriage Licence Information  
Where would you go to get a marriage licence? 

Type marriage licence Canada or marriage licence NL (or whatever province you live 

in) in the Google bar or other search bar on your computer.  There are many options to 

choose from.  Explore the sites.     

Example:  For the province of Newfoundland and Labrador, information can be found on 

the following link on the 7NL provincial government website  http://www.gs.gov.nl.ca/    

Select “Birth, Marriage and Death” from the blue bar on the left. 

On the next screen, select “Marriage Certificate” 

On the following screen (half-way down the page) select application form. 

At the bottom of this form, you will find the location and contact information of 

Government Service Centres for many communities in the province.   

                                                 
7 Government of Newfoundland and Labrador, 2010.  Marriage/Government Services.  Viewed January 3, 
2011.  http://www.gs.gov.nl.ca/birth/marriage_cert/index.html 

http://www.gs.gov.nl.ca/
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Lesson 9 
 
In Lesson 9 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 42 43 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 44 - 47 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 calculate time 

 be aware of the importance of a healthy lifestyle 

 make healthy food choices 

 read Canada's Food Guide 

 understand food groups and recommended servings per day 
 
Essential Skills Exercise - Oral Communication/Thinking Skills/Numeracy 
 
In this exercise your student will use numeracy and thinking skills to calculate time.  The 
exercise also touches on the importance of leading a healthy lifestyle.  Tutors should use 
this opportunity to emphasize the importance of good nutrition, exercise, and an overall 
healthy lifestyle for maintaining health.  Discuss the question at the end of the story 
below and have your student write the answer on the blank lines in her book.   
Visual Aid: To help with the calculation segment, you and your student can use the 
clock prototype in the back of the book to make a clock with workable hands.   
 
Ann and Jack Take a Day Off  
Ann and Jack have a day off from work.  They plan to go on a picnic.  They both believe 
in living a healthy lifestyle so they will first take some time out to exercise.  Ann goes to 
the gym and Jack spends an hour jogging in the park.  Afterwards, they will meet at the 
store to buy food for their picnic lunch.   
Tutor:  Why do you think it is important to eat well and exercise often?  
 Possible responses:   To stay healthy; to avoid diseases such as diabetes and cardio-
vascular diseases such as heart attacks and strokes; to keep fit, to live longer.........  
 
Circle the correct answers. 
With your student, read the questions on page 29 of the ES 102 Skill Book and calculate 
the answers together.   
The answers to the questions are as follows:  
What time does she arrive at the gym? (7:15).   Ann spends an hour at the gym.  What 
time does she leave? (8:15). What time does Ann get home? (9:30) 
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Essential Skills Exercise - Document Use/Thinking Skills/Oral Communication 
 
The Picnic Lunch 
 
The following are some choices for Ann and Jack's picnic basket.  They must choose 
only five items.  What do you think they will be?  Keeping in mind their healthy lifestyle, 
the items must be nutritious.  On the blank lines below the chart, write the items that you 
think Ann and Jack will choose. 
 

Fruit 

 

Hot dog Coffee and muffin 

 
Raw vegetables 
 

Ham and cheese sandwich 
on whole wheat bread 

Milk 

 

Hamburger 
 
 

Cupcake 
 

Cheese 

 
 
Discuss each item in the chart above with your student, emphasizing the importance of 
limiting our bodies' intake of sugar, fat, and processed foods to avoid diseases such as 
diabetes, heart disease, stroke, cancer.......   
  
The preferred choices selected by the student should be:  

 Fruit 
 Raw vegetables 
 Milk  
 Cheese 
 Ham and cheese sandwich on whole wheat bread  
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Essential Skills Exercise - Document Use 
 
Healthy Eating 
 

Eating well is very important to our health.  Canada's Food Guide provides information 

about the foods your body needs to stay healthy and indicates the recommended number 

of servings per day from each food group for children, teens, and adults. (Examples of 

serving sizes are on the next page) 

Explain that the recommended number of servings per day is the daily amount that 

your body needs to operate efficiently. 

This chart shows the recommended number of servings per day for adults. 
 

Food Group Adults 
Females 19-50 Males 19 - 50 Females 51+ Males 51+ 

 
Vegetables and Fruit 

 
7 - 8 

 
8 - 10 

 
7 

 
7 

 
Grain Products 

 
6-7 

 
8 

 
6 

 
7 

 
Milk and Alternatives 

 
2 

 
2 

 
3 

 
3 

 
Meat and Alternatives 

 
2 

 
3 

 
2 

 
3 

 
Name the different food groups   Vegetables and fruit; Grain products; Milk and 
Alternatives; Meat and Alternatives 
 
The Vegetables and Fruit food group contains fresh, frozen, or canned food products 
and 100% juice. The Grain Products food group contains bread, bagels, flat breads, rice, 
pasta, and cereal. The Milk and Alternatives group includes yogurt, soy milk, and 
cheese.  The Meat and Alternatives food group includes fish, chicken, beans, tofu, eggs, 
and nuts. 
 
(Indicate the chart to the student and have him/her fill in the blanks.  Use this 
opportunity to point out that the chart is a document.  This document can also be called  
a table) 
A 65 year old female needs (7)  daily servings from the vegetables and fruit food group.  
A 25 year old male needs (8) daily servings from the grain products food group.  
A 42 year old male needs (2) daily servings from the milk and alternatives food group.  
A 21 year old female needs (2) daily servings from the meat and alternatives food group.  
 
Using the chart, have the student calculate the recommended number of daily servings 
he/she needs from each food group and have him/her fill in the blanks. 
How many servings of vegetables and fruit do you need daily?  ________ 
How many servings of grain products do you need daily?  ____________ 
How many servings of milk and alternatives do you need daily?  _______ 
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How much is a serving?   
 
Some examples of serving sizes are: 

125 ml (1/2 cup) of vegetables      

75 g (2.5 oz) cooked fish or meat 

175 ml (3/4 cup) of yogurt       

250 ml (1 cup) of milk    

1 slice of bread or 1/2 bagel 

1 banana or 1 orange         
 
 
 
Computer Skills Exercise (Optional)  

Canada's Food Guide 

The complete Canada Food Guide gives information for all age groups and examples of 
serving sizes.  8Order or download your copy at the following Health Canada link: 
http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php 
 

 

                                                 
8 Health Canada (2009), Eating Well with Canada's Food Guide.  Viewed January 3, 2011. 
 http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php 

http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php
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Lesson 10 
 
In Lesson 10 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 48-49 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - Pages 52-53 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 understand the importance of information in a medical file 

 understand that a pediatrician is doctor who treats children's illnesses 

 understand age of majority 

 understand protocol associated with keeping and cancelling appointments 

 define what happens first - order of events 
 

Molly visits Dr. Chan 
 
Direct your student to the story at the beginning of Lesson 10 in 
his/her book.  Then go over Molly’s medical form and have your 
student answer the questions that follow. 
 
Tutor:   Why is it important for Dr. Chan to have contact information about his patients?   

To contact his patients about test results, appointments - new appointments, referrals to 

another doctor, cancellations; to know who to contact in case of an emergency. 

Tutor:  What items are checked in Molly's medical history? asthma and allergies   

What is Molly allergic to?   Peanut butter   

Tutor:  Why is the form signed by Mrs. Roberts and not by Molly?  Because Molly is 

under the age of majority.  

Explain "age of majority" to your student if necessary:  The age of majority is the age 

at which a person is considered by law to be an adult.  The age varies from 18 to 19 

throughout Canada.  (see Computer Skills exercise at the end of this lesson) 

Tutor:  Why do you think it is important for Dr. Chan to review Molly's medical file 

before he writes a prescription?   So he will have all the information about Molly's 

background; so he will be aware of Molly's allergies and asthma; so he will not prescribe 

something that she may be allergic to......  
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Medical Form 

 

          Name:  Molly Roberts   MCP Number     123 456 789    
          Address:           209 High Street     
          Town  Mytown Province   NL   Postal Code  A2C 1X0 
          Telephone ____ 700-1111__  (h)  ________________ (w)   _______________(cell) 
 
          Next of Kin       Ann Roberts  Relationship        Mother   
          Address  same as above    
          Telephone  700-1111         (h)            _700-1221      _ (w)               701-1221___ (cell) 
 
          Medical History 

          √  asthma ___ diabetes ___ high blood pressure 

          ___ cancer ___ heart condition √ allergies (specify below) 
          Allergies:          Peanut butter    
 
         Other medical conditions:      

         Signature   Ann Roberts            Date:             April 1, 2010  
 
 
Making an appointment. 
 
Dr. Chan would like to see Molly on Friday, May 9.  Mrs. Roberts makes 
an appointment before leaving.  The receptionist gives her the 
appointment card below.  
Receptionist:  Would you like to make another appointment?   
Mrs. Roberts:  Yes, please.  Dr. Chan would like to see Molly again on Friday.  
Receptionist:  Is 2:00 p.m. okay? 
Mrs. Roberts:  Yes, thank you.  That would be fine. 
Receptionist:  Here is your appointment card.  We'll see you on Friday, May 9, at 2:00 
p.m.  Have a nice day. 
 
 
 
 
 
 
 
 
 
Why should you call if you are unable to make an appointment?  As a common courtesy; 
to free up the space for someone else; in case of an emergency;  to reschedule your 
appointment; if you respect their time, they will respect yours when you call for future 
appointments. 

Dr. Chan's Clinic 
444 Main Street, Greenville, NL 

Telephone:  (777) 555-5555 
 

You have an appointment to see Dr. Chan on  
Friday, May 9, 2010   at 2:00 p.m. 

Please call if you are unable to make this appointment.  Thank you. 
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What happens first?  
 
Discuss the events below with your student.  Then ask her to number them in order of 
what happens first, with 1 being the first event and 8 being the last.   

 Dr. Chan reviews Molly's file. 
 Molly gets sick. 
 Mrs. Roberts goes to the pharmacy to get Molly's prescription filled. 
 Molly visits Dr. Chan. 
 Molly makes another appointment to see Dr. Chan. 
 Molly takes her medicine. 
 Molly makes a return visit to Dr. Chan. 
 Dr. Chan writes a prescription. 

 
Answers: 

1. Molly gets sick. 
2. Molly visits Dr. Chan. 
3. Dr. Chan reviews Molly's file. 
4. Dr. Chan writes a prescription. 
5. Molly makes another appointment to see Dr. Chan. 
6. Mrs. Roberts goes to the pharmacy to get Molly's prescription filled 
7. Molly takes her medicine. 
8. Molly makes a return visit to Dr. Chan. 

 
 
Computer Skills Exercise (Optional)  
 
Age of Majority in Canada 
 
The age of majority is the age at which a person is considered by law to be an adult.   
The age of majority in Canada varies from province to province from 18 to 19.  
9Information on each province can be found at www.about.com.   
 
Go directly to the link http://canadaonline.about.com/od/canadianlaw/g/ageofmajority 
or use the following avenue to have your student become more familiar with using search 
techniques. 

 Go to www.about.com 
 Type in "age of majority in Canada" in the search bar under "750 experts here to 

help you with" and select "Go" 
 This will lead you to various options including the one below 

 http://canadaonline.about.com/od/canadianlaw/g/ageofmajority.htm which will 
 give you the desired information

                                                 
9 Munroe, Susan (2011)  Definition of Age of Majority in Canada.  Viewed January 3, 2011.  
http://canadaonline.about.com/od/canadianlaw/g/ageofmajority 

http://canadaonline.about.com/od/canadianlaw/g/ageofmajority
http://www.about.com/
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Lesson 11  
 
In Lesson 11 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 54-57 
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - pages 58 - 59 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 identify time zones in Canada 

 understand and calculate time differences between time zones 

 
Essential Skills Exercise - Document Use 
 
Once your student has read the story Erica visits her sister, 

 discuss time zones with him/her using the information below.   

Information on time zones:  The time zones from east to 

west are Newfoundland, Atlantic, Eastern, Central, Mountain, and Pacific.  There is a 

time difference of one hour from one time zone to the next, except for the Newfoundland 

Time Zone.  The time change from Atlantic to Newfoundland time is just one-half hour.  

Note that although Labrador is part of the province of Newfoundland and Labrador, 

Labrador is not included in the 1/2 Newfoundland time zone.   
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Indicate the map in the Skill Book and help your student to fill in the blanks.   
 
In what time zone do the Millers live?  Mountain   
In what province does Erica live?  Nova Scotia 
In what time zone does Erica live?  Atlantic 
 
Essential Skills Exercise - Numeracy/Thinking Skills 
 

Visual Aid:  You may find it beneficial to use the clock prototype that you and your 
student used in Lesson 9 for the Fill In portion of this exercise. 

 
Tutor:  You will find that the time of day is earlier as you go west and is later to the east.  
For example, when it is 4:30 p.m. Newfoundland time, it is 4:00 p.m. Atlantic, 3:00 p.m. 
Eastern, 2:00 p.m. Central, 1:00 p.m. Mountain, and 12:00 (noon) Pacific. 
 

Fill in the correct time of day by drawing hands on the clocks.   

Daisy calls Erica at 6:30 p.m. Alberta time.  What time is it where Erica lives?    9:30 p.m 

It is 5:30 a.m.in St. John's, NL.  What time is it in Halifax, Nova Scotia?            5:00 a.m  

It is 4:00 p.m. in Winnipeg, Manitoba.  What time is it in Ottawa, Ontario?       5:00 p.m.  

It is 10:00 a.m. in Montreal, Quebec. What time is it in Vancouver, BC?          7:00 a.m.  
 
Essential Skills Exercise - Computer Use (Optional) 
 
Time Zones   
 
This exercise will familiarize your student with the map of Canada in 

addition to learning information about time zones. 

Go to the following 10site:  http://24timezones.com/ca_map/canada_time.htm 

Identify the current time in major Canadian cities by placing your curser over cities (red 

dots) on the map.  What time is it where you live?  

Go to this exercise in the Skill Book and help your student to fill in the time for the cities 

listed with the corresponding time for where you live. 
 
Check out the northern regions.   

What city in the north has the same time as Vancouver? Whitehorse 

What city in the north has the same time as Montreal? Iqaluit 

Go to the top of the map on your screen.  You will see Canada Clock on the yellow bar 

in the centre.  Click on the Canada Clock to see what time it is in major Canadian cities. 
                                                 
10 24TimeZones.com (2005)  CanadaTime Clock and Time Zones Map.  Viewed January 3, 2011.  
http://24timezones.com/ca_map/canada_time.htm 

http://24timezones.com/ca_map/canada_time.htm
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Lesson 12 
 
In Lesson 12 of the Laubach Way to Reading, Skill Book 2, the following Essential Skills 
have been identified: 
Reading text – reading letters and words, pages 60 - 63  
Numeracy – reading the numbers of the titles and pages 
Thinking Skills/Writing - pages 64-69 
Oral Communication – verbal communication between tutor and learner 
 
Objectives for this lesson 

To help your student: 

 identify job advertisements 

 understand the content of job ads 

 convert expenses from weekly to monthly amounts 

 enter information in a table 

 calculate income minus expenses 

 compare financial merits of two job choices 

 
Essential Skills Exercise - Document Use/Oral Communications 

Help Wanted! 

Have your student read the story for this lesson.  Next, read the 

job ads.  Then together discuss the questions that follow the 

story. Answers may vary from those below. 

Tutor:  Let’s look at both job ads.  Which job pays the most 

money? (Smith Orchards) What does meals and lodgings included mean? (It means they 

provide your meals and a place to live such as a room, a bunkhouse, a cabin, or an 

apartment).   

What does experience preferred but not essential mean? (It means they would prefer to 

hire someone with experience in this type of work, but are also open to hiring employees 

based on other qualifications). 

What is meant by seasonal employment?  (Not year-round work; work done during their 

busy season - usually during the summer months).   

Do you think there is enough information in these job ads for a person to make a good 

choice?   
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Essential Skills Exercise - Thinking Skills/Numeracy/Document Use 
 

Rick Green looks for work.   Read and discuss the story with your 

student.   Then have the student fill in the missing information in the 

chart in his/her book. 

Rick pays $600.00 per month for an apartment, including utilities.  His car loan is 

$200.00 per month and his cell phone is $100.00 per month.  Rick's groceries cost 

approximately $50.00 per week, which is $200.00 per month. 

Gas for his car costs Rick $25.00 per week, which is $100.00 per month?  

Rick's Expenses Present cost per 
month 

Working at Sunny 
Springs  

Working at Smith 
Orchards 

Shelter     600.00      600.00 
Car Loan     200.00       200.00     200.00 
Cell Phone     100.00       100.00     100.00 
Groceries     200.00      200.00 
Gas     100.00       100.00*     100.00 
Total Expenses $1200.00      $400.00* $1200.00 

 
Fill in the blanks: 

Rick's present monthly income is $1400.00 and his expenses are $1200.00 

How much money does he have left at the end of each month?  $200.00 

Rick's income at Sunny Springs Farm would be $500.00 per week.   

How much is this per month?    $2000.00 

Rick's expenses if he goes to work at Sunny Springs Farm would be $400.00  

He would have $1600.00 left at the end of each month.  Note that this could be less if he 

is living at Sunny Springs Farm as he would not have to drive to and from work. 

Rick's income at Smith Orchards would be $600.00 per week.   

How much is this per month?    $2400.00 

Rick's expenses if he goes to work at Smith Orchards would be $1200.00 

He would have $1200.00 left at the end of each month.  

Discussion question:  Which job do you think would be the best choice for Rick?  Why?  
Best answer:  Sunny Springs Farm; room and board provided so he would not need an 
apartment or spend money on food; he would spend less on gas because he would not 
need to drive to and from his place of work; there is a possibility of a permanent job; he 
will have more money to spend on himself for clothes and entertainment; he will be able 
to save more money for the future.  Alternate answer:  Smith Orchards:  He could still 
afford to keep his apartment; his income per month would be more. 
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Congratulations – Your student has completed ES 102! 
By the end of Lesson 12, your student should have met the objectives set forth at the 
beginning of this book and is ready to proceed to ES 103.  My student is able to 
 identify different types of documents 
 understand the use of gift certificates and gift cards 
 understand responsibilities associated with using debit 
 know how to obtain and use a debit card 
 be aware of safety precautions when using an ATM 
 understand working with others 
 understand the importance of quality family time 
 understand how to prepare a nutritious meal 
 understand telephone etiquette and how to take a basic telephone message 
 understand basic firearms safety 
 understand basic directions of the compass - North, South, East, and West 
 locate towns and cities on the map  
 understand addition and subtraction in use of currency  
 identify and know how to write a receipt 
 understand the purpose of a receipt 
 understand the importance of saying thank-you 
 write a thank-you card or letter and address an envelope 
 understand the importance of including a return address 
 understand correct postage 
 use thinking skills to make choices, organize and prioritize  
 learn which documents are required to obtain a marriage license 
 learn where to apply for a marriage license 
 calculate time 
 be aware of the importance of a healthy lifestyle 
 make healthy food choices 
 be aware of Canada's Food Guide 
 understand food groups and recommended servings per day 
 understand the importance of information in a medical file 
 understand that a pediatrician is doctor who treats children's illnesses 
 understand age of majority 
 understand protocol associated with keeping and cancelling appointments 
 define what happens first - order of events 
 identify time zones in Canada 
 understand and calculate time differences between time zones 
 identify job advertisements 
 understand the content of job ads 
 convert expenses from weekly to monthly amounts 
 enter information in a table 
 calculate income minus expenses 
 compare financial merits of two jobs and make an informed choice 
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Appendix
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Glossary of Words and their Meanings 
 
 
allergies  the body's reaction to something that doesn't agree with the body  
   (such as cat fur, pollen from plants, food) 
 
appointment  a time set up to meet someone (appoint: choose or select) 
 
associates  people involved with each other, usually in business (to be   
   associated: to be connected, to be involved) 
 
asthma   a disease of the respiratory system (including the lungs) 
 
calculation  the act of calculating (figuring out) a problem 
 
continuous  never ending (continuous learning: always learning) 
 
current expenses costs that you have now 
 
diabetes  a disease where there is too much sugar in the blood (symptoms  
   include too much thirst and/or too much urine) 
 
document  a written or printed paper giving information or evidence (such as  
   a passport, receipt book, letter, or bank statement) 
 
essential   needed, necessary 
 
identification   showing or proving that someone is who they say they are 
 
ingredients  things that go in something (such as vegetables or fruit that are put  
   in a salad: lettuce, tomatoes) 
 
interactive  when there is an action between two people (or things); or an  
   action among three or more people (or things) 
 
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).  
 
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) 
 
mechanism  moving parts working together (often part of a larger machine)  
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medical  to do with health (think of medicine/pills) 
 
medical history your health in the past, and the current and past health conditions  
   of your family (siblings/brothers & sisters; parents and their  
   siblings, grandparents) 
 
numeracy  to count (think of the word number) 
 
okay   O.K., alright, yes, to agree 
 
optional   given a choice as to whether or not you want to do something 
 
oral    by mouth (oral communication: speaking) 
 
orchard   an area of land used to grow fruit or nut trees 
 
possibilities  things that can happen or be done 
 
prescription   a direction, usually written, by a doctor to the pharmacist (druggist  
   at the drug store) for the preparation and use of a medicine 
 
priority  done by order of importance; happening in time before other  
   things on a list of things to do 
 
proceeds   continues, doesn't stop (or can mean balance or things or amount  
   left over; example: The proceeds from the fundraiser will be used  
   to buy student books.) 
 
proof of purchase  a sales slip (receipt), label, box top or other item from a product  
   that shows that it was bought at a certain business)  
 
receipt    a document from one person (or company) to another giving proof  
   that an item was paid for (and bought at that business) 
 
relationship   how people know each (family/friend/business) 
 
skill    a talent or ability (able to do something) transaction - action taken  
   by two or more people or objects together; (trans: across or change  
   over; action - to do) 
 
time zones   areas (divisions) of land used to determine local time (a zone is a  
   certain area separate from others). The earth has 24 time zones. 
 
utilities   a public service (such as telephone, lights, and in some cities,  
   water) that homeowners or renters pay for 
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Sources of Information 

 
Canada Post Corporation 2010.  Viewed January 3, 2011. 
 http://www.canadapost.ca/cpo/mc/default.jsf 
 
 
Government of Canada (1998).  Plain Language Clear and Simple.  Canada Communication 
 Group Publishing, Ottawa, Canada 
 
 
Government of Newfoundland and Labrador.   Firearm Safety/Hunter Education Course.  
 Viewed January 3, 2011. http://www.env.gov.nl.ca/env/wildlife/education/index.html 
 
 
Government of Newfoundland and Labrador, 2010.  Marriage/Government Services.   
 Viewed January 3, 2011.  http://www.gs.gov.nl.ca/birth/marriage_cert/index.html 
 
 
Health Canada (2009), Eating Well with Canada's Food Guide.  Viewed January 3, 2011. 
  http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php 
 
  
Interactive ATM - cashpoint machine simulator.  Viewed January 3, 2011, 
 http://www.moneymaterstome.com/Interactive-Workshops/ATM.htm 
 
 
Munroe, Susan (2011)  Definition of Age of Majority in Canada.  Viewed January 3, 2011.  
 http://canadaonline.about.com/od/canadianlaw/g/ageofmajority 
 
 
Time for Time for students and teachers (2003). Teaching Clock.  Viewed January 3, 2011.  
 http://www.time-for-time.com/interactive.htm 
 
 
2010 Map data - Europa Technologies.  Viewed January 3, 2011.   http://maps.google.ca/ 
 
 
24TimeZones.com (2005)  CanadaTime Clock and Time Zones Map.  Viewed January 3, 2011.  
 http://24timezones.com/ca_map/canada_time.htm 
 

 

 
 
 

http://www.env.gov.nl.ca/env/wildlife/education/index.html
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Materials List 
 

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

Lesson 
 

Suggested supplementary materials/resources 
 
1 

 
Gift card; debit card; play money 
Interactive ATM - http://www.moneymatterstome.co.uk/default.htm 

 
2 

 
Flip chart; markers; clock prototype; clock; Interactive clock - 
http://www.time-for-time.com/swf/myclox.swf 

 
3 

 
Message pad; pen; telephone; clock; calendar 

 
4 

 
Calculator; pen/pencil; paper; Firearm Safety/Hunter Education Course: 
http://www.env.gov.nl.ca/env/wildlife/edu-train/frearmsftycrs.htm#Safety 

 
5 

 
Compass; Local or provincial map; Maps -  http://maps.google.ca/ 

 
6 

 
Calculator; receipt from a store; receipt book 

 
7 

 
Thank-you cards; thank-you note; postage information; prepaid envelope  
Postage info - www.canadapost.ca 

 
8 

 
Bridal magazines/books; flip chart; markers; marriage licence application 
- http://www.gs.gov.nl.ca/gs/vs/marriage-cert.stm    

 
9 

 
Clock prototype; clock; Canada's Food Guide; nutrition magazines/books; 
Canada's Food Guide -  http://www.hc-sc.gc.ca/fn-an/food-guide-
aliment/index-eng.php  

 
10 

 
Age of majority - http://canadaonline.about.com/od/canadianlaw/g/ageofmajority 

 
11 

 
Clock prototype; world map 
Time zones /actual time - http://24timezones.com/ca_map/canada_time.htm 

 
12 

 
Job ads from newspapers; calculator; pen; paper 

 
Online 
resources 
for tutors 

 
Plain language dictionary;  "How to cut the gobbledegook:  an introduction 
to plain language writing and clear design"  (downloadable from library at 
www.nald.ca) 

 
General 
Use 

 
Pens; paper; markers; flip chart and paper; whiteboard; calculator; paper 
and coin play money; newspapers; magazines; various forms 

http://www.moneymatterstome.co.uk/default.htm
http://www.time-for-time.com/swf/myclox.swf
http://www.env.gov.nl.ca/env/wildlife/edu-train/frearmsftycrs.htm%23Safety
http://maps.google.ca/
www.canadapost.ca
-%20http:/www.gs.gov.nl.ca/gs/vs/marriage-cert.stm
http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php
http://www.hc-sc.gc.ca/fn-an/food-guide-aliment/index-eng.php
http://canadaonline.about.com/od/canadianlaw/g/ageofmajority
www.nald.ca
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