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QLWG Skills for Life Series 
 

 
THEMATIC UNITS 

 
 
Competency-based learning meets the needs of all learners. It is important to keep in mind, however, that 
all learners are different. In order to address the needs and interests of all learners, units have been divided 
by Essential Life Skills and Individual Life Skills.  
 
Essential Life Skills are important for everyone, while Individual Life Skills address the needs and interests 
of different l earners. Once learners have completed the “Essent ial” uni ts, they may choose a uni t that is 
applicable to their interests and lifestyle. 
 
 

 
Essential Life Skills Units 

 

 
Individual Life Skills Units 

1. Orientation Unit  

2. Around the Home 

3. My Community 

4. Being a Canadian Citizen 

5. What’s for Dinner? 

6. Managing My Money 

7. Smart Shopping 

8. My Health 

9. All About Me 

10. Communication Skills 

11. Living in Quebec 

12. Strategies for Reading  

13. Strategies for Writing 

14. Strategies for Grammar  

15. Strategies for Numbers 1: 
  Understanding Numbers 

16. Strategies for Numbers 2: 
  Adding & Subtracting 

17. Strategies for Numbers 3: 
  Multiplying, Dividing & Fractions 

18. My Hobbies and Leisure Time 

19. Employment Skills 

20. On the Job 

21. My Family 

22. Entertainment (music and film) 

23. Fitness and the Great Outdoors 

24. Getting Around (travel and transportation) 

25. Career Exploration 

26. Getting My Driver’s Licence 

27. Learning in Quebec 

28. Living Green  

29. Handling Legal Concerns 

30. The Retirement Years 
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WELCOME LEARNER! 
 
 
 
This workbook is meant to help you develop important life skills. As you work on 
different activities, try to see the purpose in what you are doing, stay motivated and 
enjoy! 
 

 
Things to Look for: 

 
Checkpoints 
 
You will finish every unit of study with a Checkpoint (in blue). Once you have 
completed the Checkpoint questionnaire, you will send this document to your 
distance education tutor. Make sure you fill in the date, your name, your phone 
number and the distance education tutor’s name on the cover of this document. 
 
 
Word Stops  
 
Word Stops  will explain m ore difficult word s. Look for words in bold print 
(example: bold). A Word Stop will follow to tell you what that word means.  
 
 
 

 
Word Stops will appear in the workbook when 

there is a difficult word. 

 
 
 
 
 
 
 
 
 
 
 

( i ) 
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If you do not understand, follow these steps: 
 

1. Look at titles and pictures. Do they tell you anything? 
 
2. Try to find the general meaning.  

 
3. Look for Word Stops. 
 
4. Use a dictionary. 

 
5. If you still do not understand, contact your distance education tutor. 
 

 
Before you contact your distance education tutor: 
 

1. Prepare your questions. What do you want to ask? 
 
2. Give the page number and section title to your tutor so they know where you 

are.  
 
 

 
 
 

“Act the part; walk and talk exactly as if you 
were already the person you want to be.” 

~Brian Tracy 

( ii ) 
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Strategies for Writing  
 
 

“Ink on paper is as beautiful to me as flowers on the mountains.”  
~Audra Foveo-Alba 

 

 
 

Introduction:  
 

Few would deny that writing is an important skill. There are many things that you 
can do to develop your writing skills. This unit will show you some key writing 
strategies that will help you to write well, both in your studies and in everyday life.  
 
In this unit, you will: 
 

Learn different strategies to help you write well.  
Practice using some strategies for writing.   
Learn about the parts of a paragraph.   
Write a paragraph.  
Learn some writing dos and don’ts.   

 
 
 
 

1. strategies (strat-i-jeez): plans or methods for obtaining a goal or result. 

 WORD STOP 
 

 1
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What I Already Know 
 
Explain what you know about writing. This list will help 
you to keep track of what you learn.  
 
________________________________

________________________________

________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________ 
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Getting Started 
 
REFLECTION: 
 
1. How do you usually prepare for writing?  
 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 
2. What do you usually do to make sure your writing is clear?  
 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 
 

. 
 
 

                                   

 

 
 WORD STOP 

1. automatic (ot-oh-mat-ik): to be done without thought. 

The strategies in this unit will help 
you to write well. Use them 
whenever you need to write 

something. Through practice, they 
will become automatic. 

 3
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Strategy 1: Use the Quick-Word Handbook for 
Everyday Writers 

 

You should use your copy of the Quick-Word Handbook for Everyday Writers 
whenever you are reading, writing and/or studying. It is an excellent tool that will 
help you find the spelling of many common words. It will also help you to keep 
track of new words. 
 
Your Quick-Word Handbook includes: 
 

• Pages with words from A-Z. 
• Lines to add new words (for each letter of the alphabet). 
• Information on homophones. 
• Information on abbreviations. 
• Spelling of numbers. 
• Information on suffixes. 

 

 

 

 

 

 

 WORD STOP 

1. homophones (ho-mo-phones): words that have different meanings and 
spellings, but sound the same. Example: “be” and “bee”. 

2. abbreviation (uh-bree-vee-ay-shun): short form of a word. Example: 
“Quebec” becomes “QC”. 

3. suffix (suh-fix): a group of letters added to the end of a word. 
Example: eat+ing = eating.  

 4
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ACTIVITY: Exam ine your Quick-Word Handbook and then answer the following 
questions: 

1. What did you find in the Quick-Word Handbook? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

2. How can your Quick-Word Handbook help your writing? 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 

 
“The pages are still blank, but there is a miraculous feeling of the 

words being there, written in invisible ink and clamouring to 
become visible.”  ~Vladimir Nabakov 

 5
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Practice Using Your Quick-Word Handbook 
Spelling:  

The following words have incorrect spellings. Use your Quick-Word Handbook to 
find the correct spelling. Write the correct spelling in the second column. 

Incorrect Spelling Correct Spelling 
1. adition  

2. brekfast  

3. beter  

4. goverment  

5. hungy  

6. oposite  

7. posible  

8. probly  

9. specal  

10.  wach  

 

  
“If I fall asleep with a pen in my hand, don't 
remove it - I might be writing in my dreams.”  

~Danzae Pace 
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Homophones: 

There are many words in English that have different 
meanings and spellings, but sound the same. These words 
are called homophones. The following sentences use the 
wrong homophones. For each sentence below, use your 
Quick-Word Handbook to find the correct homophone (see 
underlined words). 

Example:  The bird flu high into the air.  

Correction: flew 
 

1. I will by a new shirt at the store tomorrow.  

Correction: _____________________________________ 

2. Listen! Do you here the birds singing? 

Correction: _____________________________________ 

3. I cot a cold. 

Correction: _____________________________________ 

4. I ate the hole pizza! 

Correction: _____________________________________ 

5. Would you like some meet on your sandwich? 

Correction: _____________________________________ 

6. Our team one the game last night. 

Correction: _____________________________________ 

7. I will right a note to my brother.  

Correction: _____________________________________ 
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Abbreviations: 

We often use short forms of words when we write. When we address letters, for 
example, we usually use abbreviations. Use your Quick-Word Handbook to find 
the correct abbreviations for the following words: 

Word Its abbreviation 

Example: company  co.  

1. Year  

2. Page  

3. Nova Scotia  

4. Prince Edward Island  

5. British Columbia  

6. January  

7. November  

8. Sunday  

9. Friday  

10. Saturday  

REFLECTION:  

Consider how abbreviations are formed. What do they 
have in common?  

_______________________________________________

_______________________________________________

_______________________________________________

_______________________________________________ 
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Strategy 2: Use a Dictionary  
 

The best way to learn how to spell a word is to find it in the dictionary. Using a 
dictionary can be easy if you know how.  
 
 
Alphabetical Order:  
 
The first thing you need to know to use a dictionary is that all words are listed in 
alphabetical order. That means all words are in order from A to Z.  
 
FOR EXAMPLE:  
 

In the case of these three words, “car” comes first, “care” 
second, and “cart” last. The first three letters ‘c’, ‘a’, and ‘r’ are 
the same in all three words so the correct alphabetical order is 
based on the fourth letter.  

1. car 
2. care 
3. cart 

 
 
 
Guide Words: 
 
You can also use guide words to help you find words in a dictionary. Guide words 
are words that are on the top of every page.  They “guide you” to the right page. 
You should look at the guide words and think of the order of the alphabet to find 
words in a dictionary.  
 

 

 9
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ACTIVITY:  
 
Practice using a dictionary.  
 
STEP 1: 
 
Read the questions below to find out what you 
have to do.  
 
 
STEP 2: 
 
Answer the questions. Use a dictionary when 
necessary.  
 
 
PURPOSE:  
 
Knowing how to use a dictionary will help you spell words correctly.  
 

 

Practice Using a Dictionary 
 

1. How are the words in a dictionary arranged?   

 ________________________________ __________________________________ 

 

2. List three words that appear between “knee” and “know” in a dictionary.  

• _________________________________________ 

• _________________________________________ 

• _________________________________________ 

 

3. List three words that appear between “cheese” and “chicken” in a dictionary.  

• _________________________________________ 

• _________________________________________ 

• _________________________________________ 
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Strategy 3: Use the Writing Process  
 

Writing is a process that should involve at least four steps: pre-writing, drafting, 
revising and editing.  

 
1. Pre-writing 

   
Pre-writing is anything you do before you write. It includes:  

• Thinking 
• Taking notes 
• Talking to others 
• Brainstorming 
• Outlining 
• Getting information 

 
  

2. Drafting 
   

Drafting is when you put your ideas into sentences and paragraphs. This is when 
you think about how you will explain your ideas.  

 
   

3. Revising 
   

Revising i s when you l ook at your writ ing and 
decide what could be be tter. When you revise, 
you should make sure: 

• your ideas are clear. 
• your sentences have a good structure. 
• your paragraphs have a good structure. 
• your ideas are well organized. 

 
   

4. Editing 
   

Editing is when you check your spelling, 
grammar and punctuation. You should not edit 
your writing until the other steps in the writing 
process are done. 

 11
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REFLECTION:  
 
1. Why do you think it is a good idea to do the pre-writing step in the writing 

process?  
______________________________________________
______________________________________________
______________________________________________ 
 
 
2. Why do you think it is a good idea to do the editing step in the writing process?  
______________________________________________
______________________________________________
______________________________________________ 
 
 
3. Why do you think it is a good idea to do the revising step in the writing 

process?  
______________________________________________
______________________________________________
______________________________________________ 
 
 
4. Why do you think it is a good idea to do the editing step in the writing process?  
______________________________________________
______________________________________________
______________________________________________ 

 

 
“Write your first draft with your heart. 

Re-write with your head.”  
~From the movie, Finding Forrester 
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Complete the questionnaire to keep track of your learning. 
 
 

1. Have you completed all reading and activities to this point? (Circle your 
answer.) 

Yes   No 
 

2. If you answered “No”, explain what you did not complete and why.  
_____________________________________________
_____________________________________________
_____________________________________________ 
 
3. What was easy and why? 
_____________________________________________
_____________________________________________
_____________________________________________ 
 
4. What was difficult and why? 
_____________________________________________
_____________________________________________
_____________________________________________ 
 
5. General comments. (Do you have any comments on the work that you have 

done?) 
______________________________________________
______________________________________________
______________________________________________ 
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Strategy 4: Structure Your Writing  
 

The Sentence 
 
A sentence is a group of words that makes a complete statement. Sentences can be 
commands, questions or direct statements.  
 
 Command:  Go straight.  

Question:       Can you go straight?  
Statement:       You should go straight. 

 
 
 
 
 
To write a proper sentence, you need to…  
 

1. make sure your sentences have a subject and a verb.  
 

Example:  
They go to the bank every Monday.  
subject   verb 

 
2. use a cap ital letter at the beg inning of each sentence and use the right 

punctuation at the end. 
 

 Commands and statements end with a period. (.) 
Example:  
The bank is closed on Sunday.  
 

 Questions end with a question mark. (?) 
Example:  
Is the bank closed on Sunday? 

 
 

3. aim for clarity in your sentences. If in doubt, follow this rule: Keep it short. 
Keep it simple. 
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Some Sentence Basics  

Every language has its own rules. The chart below explains some 
basic sentence rules of the English language.  

Items to 
know: 

Example Explanation or Rule 

 

Subject 
 

 
Sara works. 
 
The food is cold.  

 
A subject is the doer in the sentence. 

 
Verb 

 
 Sara works.  
 
The food is cold 
 

A verb is either: 
 

1. the action word. 
2. the word that is doing the 

describing. 
 
TIP: To find the verb, ask yourself 
what's going on (or what is being 
described). 

 
Longer 
Sentences 

 
Sara works everyday 
until 5:00 o’clock. 

 

 
Many sentences have more than just a 
subject and a verb. 
 

 
Commands 

 
Sit down! 

 
You do not write the subject with 
commands. The subject is always 
“you” with commands. 
 

 
Different 
Subjects 

 
Fred and Barney ate 
lunch. 
 
They like lunch. 

 
Subjects can be one word or many 
words.  

 
Repeating 
Subjects 

 
Heidi she is funny. 

 Incorrect! 
 

 
A subject can’t be repeated. 
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ACTIVITY: 
 
Practice writing sentences.  
 

Write two sentences about a person you know. 

• _____________________________________________________________

_____________________________________________________________ 

 

• _____________________________________________________________

_____________________________________________________________ 

 

Write two questions about the weather.  

• _____________________________________________________________

_____________________________________________________________ 

 

• _____________________________________________________________

_____________________________________________________________ 

 

Write two commands you would give a dog.  

 

• _____________________________________________________________

_____________________________________________________________ 

 

• _____________________________________________________________

_____________________________________________________________ 

 
 

“Fill your paper with the breathings of your heart.”  
~William Wordsworth 
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The Paragraph  
 
A paragraph is a group of sentences that are joined together by a main point or 
idea. A good paragraph should have three main parts:  
 

1. A topic sentence. 
2. Supporting sentences. 
3. A closing sentence. 

 
 
To write a proper paragraph, here’s what you need to know:  
 

1. The topic sentence is the first sentence. It should present the main idea of the 
paragraph.  

 
2. The supporting sentences support or give details on the main idea.  

 
3. The closing sentence is the last sentence in a paragraph. It should refer to the 

main idea in the topic sentence.  
 
 

Sample Paragraph 
 

Topic 
Sentence 

My hometown is great place to live for many reasons. 

The people are very friendly here and they are always 

ready to help their neighbours. There are many great 

parks where you can go for a walk. People can go to 

Victoria Park to see the beautiful trees and wildlife. 

Life is also pretty quiet here. It is peaceful and 

beautiful. All of these things make my hometown a 

wonderful place to live.  

 
 
 
 

 

Closing 
Sentence

Supporting 
sentences 

 
 
 
 
 
 
 
 
 
 

 17



QLWG Skills for Life Series Strategies for Writing  #13 of 30 units  

ACTIVITY: 
 
Answer the questions about the sample paragraph (on the previous page).  
 
1. What is the main idea of the paragraph?  

__________________________________________________________________

__________________________________________________________________ 

 

2. Where is the main idea stated in the paragraph?  

__________________________________________________________________

__________________________________________________________________ 

 

3. How does the author support (or prove) the main idea?  

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________

__________________________________________________________________ 

 

 
 
 “The difference between the right word and 

the almost right word is the difference 
between lightning and a lightning bug.”  

~Mark Twain 
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ACTIVITY: 
 
Use the writing process (on page 11) to write a paragraph about your hometown.  
 
STEP 1:  
 
Review how to structure a sentence and a paragraph.  
 
STEP 2:  
 
Use the paragraph outline (below) to organize your ideas.  
 
STEP 3:  
 
Write your paragraph (on the next page).  

 

Organize Your Ideas 
 

Topic Sentence (State your main idea about your hometown.): 

  

  

 

Supporting Sentences (Support your main idea.):  

1. ________________________________________________________________ 

2. ________________________________________________________________ 

3. ________________________________________________________________ 

4. ________________________________________________________________ 

5. ________________________________________________________________ 

 

Closing Sentence (Say your main idea again, but in a different way.): 

  

  

 19



QLWG Skills for Life Series Strategies for Writing  #13 of 30 units  

My Paragraph  
 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

 

 

 

 
“To me, the greatest pleasure of writing is not what 

it's about, but the inner music the words make.”  
~Truman Capote 
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Strategy 5: Use a Writing Checklist 
 

It is always a good idea to check your writing. A checklist will help you to make 
sure that your writing is clear and well structured.   
 
The following checklist will help you check your writing.  
 

Things to Check in My Writing 
 

 
1. My handwriting is easy to read.    

2. I leave white spaces between my words.   

3. My ideas are clear.   

4. My ideas are well organized.    

5. My sentences go from left to right.   

6. My sentences begin in different ways.   

7. My sentences build upon the ones before them.   

8. My sentences are complete.  

9. My paragraphs have a main idea.   
10. My paragraphs have a topic sentence, supporting sentences 

and a closing sentence.  
 

11. I have used correct grammar.   

12. I use a period at the end of each sentence.   

13. I use a question mark at the end of each question.   

14. I use apostrophes in contractions and possessives.  
15. I capitalize proper nouns, like the names of people, pets and 

places.  
 

16. I capitalize the pronoun “I”.   

17. I capitalize the first letter in the first word of a sentence.   

18. Every word seems just right.   

19. I use synonyms for words I write a lot.   

20. I used the dictionary to spell words I don’t know.   
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REFLECTION:  
 
Look at the writing checklist on the previous page. How do you think such a list 
will help your writing?  
 
__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________

__________________________________________________________________ 
 
 

 
 

“Ink and paper are sometimes passionate 
lovers, oftentimes brother and sister, 

and occasionally mortal enemies.”   
~Emme Woodhull-Bäche 

 
 
 

 

 22



QLWG Skills for Life Series Strategies for Writing  #13 of 30 units  

Final Writing Tips: Dos and Don’ts 
 
Do: 
 

• Think about what you have to write and how 
you should write it. 

 
• Think about the person who will read your 

writing. How can you make them understand 
what you want to say?  

 
• Use clear words. For example, instead of just 

saying he saw an animal; say what kind of 
animal it was.  

 
• Use a variety of words. (A thesaurus will help you to find new words). 

 
• Pay attention to spelling and grammar. 

 
• Read over what you write.  

 
 
Don’t: 
 

• Don’t use too many words. The most important thing is that your writing is 
clear! 

 
• Don’t use slang.  

 
• Don’t use double negatives. The words no, no one, nobody, not, nothing, 

none and never are negative words. Use only one negative in a sentence!     
 

For Example:  
 

My mother didn’t know nothing about the news. INCORRECT!   
My mother knew nothing about the news.  CORRECT ☺  
My mother didn’t know anything about the news.  CORRECT ☺  

 23
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What I Know Now 
 

Go back to the beginning of this unit and look at the list of 
things you knew before you started. Describe what you 
know now. What have you learned? 
 
_________________________________

_________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________ 
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Strategies for Writing  
Learning Checklist 

 

Check off each item on this list that you can do as “ACHIEVED”. If you feel that 
you have to improve on something, check “IN PROGRESS”. Review your 
Learning Checklist with your tutor. 
 

 

COMPETENCIES 

What I can do. 

 
IN 

PROGRESS 

 
 

ACHIEVED 

1. I can reflect on what I already know about 
writing.  

  

2. I can use the Quick-Word Handbook.    

3. I can say what a homophone is.    

4. I can check for correct homophone use.    

5. I can say what an abbreviation is.    

6. I can check abbreviations in the Quick-
Word Handbook. 

  

7. I can explain how to use a dictionary.    

8. I can use a dictionary.    

9. I can use the pre-writing step in the writing 
process.  

  

10. I can use the drafting step in the writing 
process. 

  

11. I can use the revising step in the writing 
process. 

  

12. I can use the editing step in the writing 
process. 
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COMPETENCIES 

What I can do. 

 
IN 

PROGRESS 

 
 

ACHIEVED 

13. I can say why it is good to use the steps in 
the writing process.  

  

14. I can say what a sentence is.    

15. I can write sentences correctly.   

16. I can say what a paragraph is.    

17. I can say what a topic sentence is.    

18. I can say what supporting sentences are.    

19. I can say what a closing sentence is.    

20. I can write a paragraph correctly.    

21. I can check my writing with a writing 
checklist.  

  

22. I can say how a writing checklist can help 
my writing.  

  

23. I can explain what I learned.    

24. I can use different writing strategies in the 
future.  
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