qwertyuiopasdfghjklzxcvbnmqwertyui
opasdfghjklzxcvbnmqwertyuiopasdfgh
jklzxcvbnmqwertyuiopasdfghjklzxcvb
nmqwertyuiopasdfghjklzxcvbnmqwer
tyuiopasdfghjklzxcvbnmqwertyuiopas
Essential Skills – Have You
Used Yours Today?
dfghjklzxcvbnmqwertyuiopasdfghjklzx
cvbnmqwertyuiopasdfghjklzxcvbnmq
Tutor Handbook
wertyuiopasdfghjklzxcvbnmqwertyuio
Newfoundland and Labrador Laubach
pasdfghjklzxcvbnmqwertyuiopasdfghj
Literacy Council Inc.
klzxcvbnmqwertyuiopasdfghjklzxcvbn
mqwertyuiopasdfghjklzxcvbnmqwerty
uiopasdfghjklzxcvbnmqwertyuiopasdf
ghjklzxcvbnmqwertyuiopasdfghjklzxc
vbnmqwertyuiopasdfghjklzxcvbnmrty
uiopasdfghjklzxcvbnmqwertyuiopasdf
ghjklzxcvbnmqwertyuiopasdfghjklzxc
Linda Hobbs Collier, Training Package Development Facilitator

About The Organization
Newfoundland and Labrador Laubach Literacy Council Inc. is a provincial, non-profit, volunteer organization that
has been offering free literacy services since 1987. In association with our literacy councils throughout the
province, we play a key part in a provincial effort to help all people reach their full literate potential. We are
committed to raising the literacy level of Newfoundland society. Our trained tutors work with people to improve
their basic functional skills in reading, writing, speaking, listening, numeracy and other skills. Programs are
adapted to the goals of the student. Materials and organizational support are available through local Laubach
councils.
Our programs include summer youth tutoring, peer youth tutoring and one-on-one free tutoring to adults,
including speakers of other languages, which is focused primarily on learning to read and improving reading
skills.
About the Author
Linda Hobbs Collier is a Laubach Literacy Master Tutor, Trainer, and a twelve-year member of the local Bay St.
George Literacy Council. Linda was instrumental in establishing the Council's resource centre and office in 2002;
she is the recipient of the 2005 Stephen Award for volunteerism in literacy and the 2007 provincial Susie Day
Volunteer of the Year Award, which is presented annually to a Laubach volunteer who demonstrates
outstanding dedication to literacy. Linda’s volunteer activities go beyond literacy, extending to many other
community organizations; and on two occasions, she has been commended in the NL House of Assembly for
outstanding dedication to volunteerism.
Over the years, Linda has worked in various fields, including health care, business, and education. She has
received certificates in various studies as well as a diploma in Community Studies from the College of the North
Atlantic.
In 2008, Linda was hired by Newfoundland and Labrador Laubach Literacy Council as Public Consultation
Facilitator for the Essential Skills: Literacy Training Tools for Older Adults Project. The success of her work in this
position led to employment as the Training Package Development Facilitator. Linda’s knowledge of literacy
issues has contributed significantly to her ability to develop the Essential Skills – Have You Used Yours Today?
Series.
Copyright © 2011 by Newfoundland and Labrador Laubach Literacy Council Inc.
All rights reserved. No part of this publication may be reproduced, distributed, or transmitted in any form or by any means,
including photocopying, recording, or other electronic or mechanical methods, without the prior written permission of the
Newfoundland and Labrador Laubach Literacy Council Inc., except in the case of brief quotations embodied in critical
reviews and certain other noncommercial uses permitted by copyright law. For permission requests, write to the
Newfoundland and Labrador Laubach Literacy Council Inc., addressed “Attention: Copyright Permissions,” at the address
below.
Newfoundland and Labrador Laubach Literacy Council Inc.
Box 822, 141 O'Connell Drive, Corner Brook, NL A2H 6H6
E-Mail: laubach@nf.aibn.com
www.nald.ca/nlllc/

Tutor Handbook - Essential Skills - Have You Used Yours Today?

Page 1

Essential Skills - Have You Used Yours Today?
Acknowledgements
Thank you to all who contributed in any way to the development of this series and to the Essential Skills Literacy
Training: Tools for Older Adults Project.
Thank you to New Readers Press for permission to reference their "Laubach Way to Reading" series as granted
by Melissa Griffin, Publishing Administration Assistant, New Readers Press.
Newfoundland and Labrador Laubach Literacy Council Inc. (NLLLC) wishes to express gratitude to the Office of
Literacy and Essential Skills, Human Resources and Social Development Canada, for their financial contribution
and ongoing support throughout the course of this project.
NLLLC and the Training Package Development Facilitator (TPDF) wishes to gratefully acknowledge the
contributions of the project Steering Committee, comprised of partner representatives from College of the
North Atlantic; Community Education Network; Department of Innovation, Trade and Rural Development;
Employment Preparation Centre; Rural Secretariat; and the Greater Corner Brook Board of Trade (Canadian
British Engineering Consultants Ltd. and PricewaterhouseCoopers), who contributed their time, knowledge and
guidance. These individuals from a variety of community, government and private sector groups have shown
tremendous leadership, commitment and knowledge in guiding the course of this process.
The Training Package Development Facilitator wishes to thank the Review Committee (Muriel Chislett, Ruth
Doyle, Bev Hulan, and Mag Snook) and the External Project Evaluator, Doug Fowlow, for their dedication,
expertise, and feedback during the development stage of this project. Special thanks to NLLLC Provincial
Training Officer, Maureen Kennedy, and Executive Director, Margie Lewis, for their continuous support and
direction. The significance of your contributions cannot be expressed in words.
The TPDF also wishes to thank the NLLLC Board for their support; Bay St. George Literacy Council for their
generosity in sharing their workspace; and the Laubach Literacy Councils, trainers, tutors, and learners
throughout the province of Newfoundland and Labrador who were involved in the field testing of the materials.
Thanks also to Women in Successful Employment (WISE) and the College of the North Atlantic for allowing us to
broaden the scope of the evaluation process by field-testing our materials within their learning programs. Your
contributions have been invaluable.
Thanks to all the dedicated volunteers, tutors, and councils whose mission is to improve literacy in our world.
Together, we are making a difference.

Linda Hobbs Collier
Training Package Development Facilitator
Acknowledgement is made to the Office of Literacy and Essential Skills, Human Resources and
Development Canada for funding this project.
Tutor Handbook - Essential Skills - Have You Used Yours Today?

Page 2

INTRODUCTION

WELCOME to Essential Skills - Have You Used Yours Today? This series
consists of a Train the Trainer Guide, a Tutor Handbook and four
modules - ES 101, ES 102, ES 103, and ES 2010, each consisting of a
Student Book and a Tutor Guide. Modules progress from basic literacy
to functional literacy.

This handbook gives a brief overview of the material; detailed instructions for teaching the lessons are
located in the Tutor Guides for each module.

Tutors using this series should have attended a training provided by a certified Laubach Literacy
Trainer. Those who are not Laubach certified should be familiar with the Each One Teach One (EOTO)
method of tutoring.
Tutors using ES 101 should be familiar with the Laubach Way to Reading Series (LWRS) as lessons in ES
101 are based on material from LWRS, Book One (more information in the ES 101 Tutor Guide).
Tutors using this series should also have knowledge of basic computer skills.
For information about training, contact Newfoundland and Labrador Laubach Literacy Council (NLLLLC)
at 1-800-863-0373 or email laubach@aibn.nf.com. The mailing address is P.O. Box 822, 141 O'Connell
Drive, Corner Brook, NL A2H 6H6. Website for NLLLC is www.nald.ca/nlllc

Disclaimer: Please note that every effort has been made to ensure that all material in this series is upto-date. Websites referred to in the modules are current up to the time of 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 contact NLLLC if you discover such
discrepancies and we will make every effort to make corrections and/or offer alternative suggestions.
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SERIES OVERVIEW
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 located in the modules.
Although module exercises indicate the use of a specific skill or skills, it is
apparent that other Essential Skills are used as well. The intention is to highlight the specific Essential
Skill(s) emphasized.
What are Essential Skills? Essential Skills are the basic skills that make it possible to learn other skills.
The nine Essential Skills are: Reading Text, Document Use, Numeracy, Writing, Oral Communication,
Working with Others, Thinking Skills, Computer Use, and Continuous Learning.

THE FORMAT
Blank pages: The left-hand side pages of the Tutor Guides have 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: ES 101, ES 102, and ES 103 contains a glossary of words 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 material.

My Notes: These pages, located in the student book, are included for your student's convenience
and can be used to enter words and meanings or to record information or new words encountered
during the lessons and/or in discussion. Students can also use the blank pages in their books to write
notes, to practice writing, to calculate numeracy problems, and so on.

Objectives: Objectives for the modules are listed at the beginning and end of the Tutor Guide and at
the end of the Student Book. The student 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.
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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.
Lesson objectives are included at the beginning of each lesson in the Tutor Guides only.

Materials List: For your convenience, a materials list is found in the back of the tutor guide for ES
101, ES 102, and ES 103. Please 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.

Computer Skills Exercises – optional in ES 101 and 102, but mandatory in ES 103.
To keep up to date with today's technology, students are encouraged to use a computer as much as
possible. Many computer exercises in these modules require online access. If your literacy council
cannot provide access, you are encouraged to take advantage of services available at your local library.
Note: For extra practice using computer skills, students may use ES 2010 in conjunction with ES 102
and ES 103.
ES 2010 contains basic instructions on computer use and progresses through various exercises using
computer skills. Topics covered include computer basics, document creation/editing/filing, internet
navigation, internet services, and communications.
Suggestions for extra activities - ES 2010: You will find this section at the back of the Tutor Guide for
ES 2010. This is not a required part of the module, but is a list of suggestions for extra learning
activities using Essential Skills. The activity can be chosen to match your student's needs. For example,
if your student needs help in reading a clock, refer him/her to the interactive time clock at www.timefor-time.com. You can also refer your student to the computer skills exercises in ES 102 and ES 103.
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SERIES MODULES
Modules in the series are ES 101, ES 102, ES 103, and ES 2010 (Computer Skills module). Using course
numbers rather than levels was deemed to be more appropriate for adult literacy learners. The
modules progress from basic literacy to functional literacy.
The icon on the right indicates Computer Skills Exercises in ES 101, ES 102, and ES 103.
The exercises are indicated in the Tutor Guide only in ES 101.
 ES 101 is to be used with Laubach Way to Reading Series (LWRS) Book 1. Each lesson in ES 101
should be taught after completing the corresponding lesson in LWRS.
Notice that the tutor guide states the prevalent essential skills used in each lesson in LWRS. ES 101
supplements the Laubach material, adding practical application of further essential skills.
 ES 102 can be used with or without LWRS. Lessons in LWRS are referenced through the
characters/story material and are taken a step further to integrate other essential skills. Computer
skills exercises are optional but encouraged.
This book is written in story form. Many of the characters are found in LWRS Book 2, such as Uncle
Bud (lesson 5) who gets stuck in the mud while delivering some bricks to his sister, and Ann and
Jack (lesson 8) who are planning a wedding. This book builds on the stories from LWRS, Book 2
(E.g. In ES 102 we use directions to show Uncle Bud a detour so he doesn’t get stuck in the mud
again.
Note: This book does not depend on LWRS, but can be used on its own.
 ES 103 is totally independent of LWRS. Computer skills exercises are mandatory. This module is
written in Story form and is completely independent of LWRS. The following are some of the
characters and topics covered in ES 103:





David, a young man who works at a coffee shop and is saving for college (college application,
credit card application)
Jason and Keith, two university students who are trying to survive living away from home
(shopping, comparing prices)
The Johnsons, a family who moves to the city (apartment hunting, day care, budgeting)
Nicole and Tara, two sisters who visit the city and stay at a hotel for the weekend (hotel
booking, what to pack, checking in, shopping, dining/ordering out, tipping)
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 ES 2010 – basic computer use and exercises (including introduction to computers, using basic
computer programs, using email, using an interactive ATM and debit machine, accessing online
documents and services.......)
Note: ES 2010 can be used alone or in conjunction with ES 102 or ES 103, depending on the
learner's knowledge of practical computer skills.

LESSON PREPARATION
Adequate preparation results in a pleasant and productive learning experience for both you and your
student.
Before the lesson: Read through the lesson in your Tutor Guide and assemble the suggested material
(if applicable) to take to your session.
Know the material: Know the answers prior to the session with your student (consult your Tutor
Guide)
Use Role-Play when applicable: This is a very effective form of learning which gives the student
practical experience as well as increases his/her confidence and communication skills. Use your own
role-play scenarios in addition to those in the modules.

INTRODUCING THE MATERIAL TO THE LEARNER
The following is the suggested procedure for introducing the material to a new student. The following
example introduces ES 101, which is the first book in the series. If your student is beginning the series
in another module, such as ES 102, ES 103 or ES 2010, a similar procedure should be followed based on
the student’s reading ability.
Indicate each section of the Student Book to your student as you introduce it.
1. Read the cover. Explain that he/she will be learning new things, enhancing (improving) what
he/she already knows, and practicing skills that are necessary in everyday life. Say: These skills are
known as Essential Skills. We will talk more about this as we go through the material.
2. Page 2: Read the title. Get student to fill in his/her own name if they are able to do so. If not,
offer to fill it in or give him/her the option of doing it later. Point to the table and use the following
or similar dialogue: These are pictures of people using Essential Skills. Let’s look at each one to see
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if we can identify what they are doing. (Read the caption under each picture, then ask the student
what is happening in each one)
3. Page 3: Read the page. Go to the pages indicated - Essential Skills Descriptions on page 22,
Glossary on page 21, My Notes pages on page 23 and 24, and the Objectives on page 20. Go over
each page and explain the contents. Explain the objectives listed on page 20 and inform the
student that this is what he/she will learn over the coming sessions.
4. Answer any questions your student may have.
5. Begin each lesson by telling the student what he/she will learn in the lesson (refer to objectives for
the lesson). Proceed by following the instructions in the Tutor Guide.
6. Make the learning process a fun experience for your student!

COMPLETION OF MODULES
Objectives
Go over the objectives in the back of the Student Book with your student and check off what he/she
has accomplished. This can be done at completion or as the student progresses through the module
(after each task has been completed).

Materials List
You should have been adding to the Materials List in your Tutor Guide as you
proceeded through the book. However, if you haven't done this, please take the
time to do so once your student completes the module. It will make your work
much easier if and when you use the module with another learner. It will also
help other tutors who use the book.

Certificate presentation
Be sure to present certificates for completion of each module. Certificates
provide a great incentive for learners to continue furthering their studies. See
your local Literacy Council's coordinator, chairperson, or your Laubach Literacy
trainer to make arrangements to obtain certificates.
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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-paperbased 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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Document Use
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