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INTRODUCTION AND PURPOSE
This project was developed in order to initiate demonstrations for learning outcomes
concerning technological literacy. The overall purpose of the project was to develop a
package of learning activities and demonstrations focused on helping literacy students to
learn to use technology in their personal lives. It was found that learners in the literacy
and basic skills programs expressed frustration and interest in increasing their
competence using various technologies. It was concluded that learners perhaps face
particular challenges in attempting to use technology in the workplace, the community,
and the school setting.
Project Objectives
The project objectives were outlined, as follows:
1. To articulate the learning activities to the five levels of the learning outcomes
Matrix
2. To give the learner a clear understanding and "hands on" approach to the
technological changes in the future work environment
3. To develop a technology assessment tool to assist the instructors to determine the
level of knowledge and skill a learner possesses with regard to using technology
4. To field test the learning package in a community, school board or college
program
5. To field test the learning package with a group of youth, adults, and older adults
6. To include recommendations for using the activities in a range of settings and
with various age-related learning needs
7. To collaborate with other literacy providers and stakeholders
8. To distribute a report including the package to the literacy field

Project Steps
Development of technology component outcomes, skill sets,
and success markers
Creation of an assessment tool
Development of partnerships and field test sites
Learner recruitment
Development of teaching demonstrations
Field testing
Manual Distribution

TECHNOLOGICAL AREAS OF LEARNING
Introduction
In 1998 The Ministry of Training, Colleges and Universities (MTCU) introduced to the
literacy field a document called The Learning Outcomes Matrix. The main purpose of
this document is to support a learning outcome approach that emphasizes that learners
are central to literacy programs, that learning is goal-oriented, and that learners need to
demonstrate their applied learning. The MTCU has described learning outcomes as
"statements of essential skills, knowledge and behaviors which a learner can
demonstrate and which can be measured and verified" (1997, p.2).
The Learning Outcomes Matrix is divided into three domains, 10 component outcomes,
skill-sets that comprise each component, and success markers that are placed on a
continuum of five LBS levels, and transition markers. The Learning Outcomes Matrix
mainly involves the domains of communications, numeracy, and self-management and
self-direction. By using the Matrix as a reference source, practitioners are able to
develop learning demonstrations that indicate learner progress. These "demonstrations"
are methods of assessment, which assist the learners in identifying their progress
towards individual goals.
Although the MCTU has not created a separate domain for technology, they have
recognized the importance of learning information technology. They have stated in their
Program Planning and Assessment manual for grade nine learners "Since technological
advances have already made computers and telecommunication networks commonplace
in education and the workplace, it is essential for today's learner to become computer
literate" (MET, 1999, p.6). In the Learning Outcomes Matrix, computer skills are
integrated under various component outcomes. For example, under the component
outcome "Write clearly to express ideas", computer use is indicated in success markers
for writing for various purposes, visual presentation, and spelling. Unfortunately the
enormity of learning computer skills by people without many means to use computers
may be underestimated. Integration of computer use becomes nearly impossible when
many adults and older adults (55+) feel very uncomfortable about using the computer.
Program organizers have found that there is some hesitancy to use computers and they
have commented about the "fear factor", the "natural intimidation factor", and "learner
anxiety" (Peters, 1998, p.7, Kerr and Rosen 1999, p.54). Furthermore Kunz and
Tsoukalas found in their study that there were several barriers to computer use such as
not owning a computer, not knowing what course to take, not having money to take a
course, lack of access, and finding courses in French (1999, p.21).
It may be generalized that most of the learners who attend literacy classes are hesitant to
learn new technologies, and that they may not have access to computers nor the
opportunity to gain technology skills. It is for this reason that a separate technology
domain was developed. Since most learners had limited experience with technology, it
made sense to develop separate technology modules with some optimism that once more
LBS learners are given the opportunity to learn new technologies, then the technologies
themselves may be used as tools in classroom learning. Technology and computer use
may then be used ''as a tool enhancing literacy, not as a learning activity in its own
right" (Working with Learning Outcomes, 1998, p.30).

Learning Outcomes for the Technological Areas
In accordance with the Learning Outcomes Matrix, four technological areas of learning
were organized into a domain, component outcomes, and skill sets with success
markers. The main domain was labeled as technology, and the four component
outcomes were data management, Internet use, office technology, and automated teller
banking activities. In order to develop these component outcomes, they were linked as
much as possible with the learning outcomes in the Matrix. For example, in the Domain
of Communications, and the Learning Outcome: Read With Understanding For Various
Purposes, a level three success-marker is "uses a dictionary or other reference sources".
In the technology outcomes developed, "checks spelling and uses thesaurus" is also a
level three success-marker for learning Microsoft Word. In the Domain of
Communications and the learning outcome" Write Clearly to Express Ideas" the level
five success markers may coincide with the level five success markers for Microsoft
Word. Many of the Microsoft Excel success markers also coincide with the Numeracy
Domain and Learning Outcomes.

Success Markers - The Technology Domain
Component Outcome: Learn To Use Data Management Techniques

Skill Set: Windows and its features
Level 1 Success Markers:
names parts of the computer
starts the computer
uses the mouse
displays the Start menu
identifies programs through the Start button
shuts down the computer
Level 2 Success Markers:
identifies icons on the desktop
uses the Start menu
explores the Paint Program
uses paint tools
Level 3 Success Markers:
opens a document or file
selects drives
uses menus
gets help
Level 4 Success Markers:
resizes a window
minimizes a window
maximizes a window
restores a window
moves a window
scrolls a window (uses scroll bars)
learns the keyboard
Level 5 Success Markers:
exits Windows
sorts the content of a window
uses a dialog box
searches for a help topic
starts an application from the Start menu
starts an application and opens a document
uses wallpaper for the desktop
uses a pattern for the desktop

Skill Set: Microsoft Word
Level 1 Success Markers:
learns parts of MS Office and 95 Word screen
learns Word terms
creates a simple document
saves a document
names and renames a file
prints a document
exits Word for Windows 95/98
Level 2 Success Markers:
uses the zoom feature
changes paper size and orientation
print-previews a document
views the print queue
pauses and restarts the printer
cancels printing
opens a document
closes a document
Level 3 Success Markers:
starts a new document
moves around a document
edits the document
uses help
checks spelling and thesaurus
selects text
cuts, copies, pastes
moves text
formats characters
Level 4 Success Markers:
aligns paragraphs
sets tabs and margins
changes line spacing
indents paragraphs
inserts page numbers
uses grammar check
Level 5 Success Markers:
uses styles
uses document templates
uses footnotes and endnotes
formats special characters
sets up long documents
creates headers and footers

creates a table
creates borders and shading for/in tables
adds size and moves graphics
creates a data source

Skill Set: Microsoft Excel
Level 1 Success Markers:
starts Excel
knows what Excel is
enters data into spreadsheets
saves workbook
prints worksheets
Level 2 Success Markers:
recognizes parts of the screen
learns the Excel toolbar
understands spreadsheet language
understands mouse symbols
moves around the screen with a mouse and
keyboard
creates a new workbook
exits Excel
gets help
Level 3 Success Markers:
closes and opens workbooks
enters values
corrects cell contents
selects cells
changes column widths
moves active cells
views cell contents with the Formula Bar
Level 4 Success Markers:
creates a worksheet
works with files
edits by cutting, copying and pasting
edits by inserting and deleting rows and columns
moves data
enters formulas
copies formulas
Level 5 Success Markers:
copies and moves cells
changes cell appearance (formatting)
changes a worksheet appearance by changing
page layout, margins, headers, and footers, using
print preview
adds borders and patterns to the cells and
worksheets
creates charts and graphs from the data in the
worksheet

Component Outcome: Internet and E-mail Use

Skill Set: Utilizing E-mail
Level 1 Success Markers:
learns the parts of an E-mail name
Level 2 Success Markers:
types a message
sends a message
Level 3 Success Markers:
replies to a message
checks own E-mail messages
receives a message
Level 4 Success Markers:
saves a message
prints a message
deletes a message
Level 5 Success Markers:
sends an attachment
opens an attachment
saves into files

Component Outcome: Internet and E-mail Use

Skill Set: Utilizing the Internet
Level 1 Success Markers:
expresses an interest in certain research subjects
uses different "browsers"
Level 2 Success Markers:
locates web sites
demonstrates a basic understanding of World
Wide Web
navigates a web site
Level 3 Success Markers:
uses different search engines
moves backwards and forwards
uses tool bar buttons
develops questions related to areas of research
Level 4 Success Markers:
locates specific information
uses bookmarks or favorites
Level 5 Success Markers:
prints a file
saves a file
downloads a file

Component Outcome: Use Office Technology

Skill Set: Use Voice Mail
Level 1 Success Markers:
recognizes numbers on a phone
dials numbers on a touch phone
Level 2 Success Markers:
dials a number and leaves a message
Level 3 Success Markers:
dials a number, listens to voice mail, chooses
options
Level 4 Success Markers:
chooses from a number of options, and goes back
to the main menu
Level 5 Success Markers:
sets up own voice mail and call answer

Skill Set: Use of a Fax Machine
Level 1 Success Markers:
recognizes the parts of the operation panel
understands important safety information
Level 2 Success Markers:
loads a document
dials with the direct key-pad
sends a fax
Level 3 Success Markers:
receives documents
writes a cover sheet
makes a copy
Level 4 Success Markers:
rapid key dials
speed dials
clears a paper jam
Level 5 Success Markers:
stores and clears numbers for automatic dialing
sets time and date
installs imaging film
solves troubleshooting problems as they arise

Skill Set: Use of a Photocopy Machine
Level 1 Success Markers:
recognizes the parts of the operation panel
understands important safety information
Level 2 Success Markers:
makes a standard copy
makes multiple copies
adds paper
Level 3 Success Markers:
makes a one sided to two sided copy
makes a two sided to one sided copy
magnifies a copy
darkens and lightens a copy
Level 4 Success Markers:
uses sort
uses group
copies on different sizes of paper
Level 5 Success Markers:
understands mishandled paper codes
fixes a paper jam
uses ADF mode (automatic document feeder)
troubleshoots

Skill Set: Using a calculator
Level 1 Success Markers:
turns the calculator on and off
learns operation keys
presses numbers
Level 2 Success Markers:
adds
subtracts
corrects a mistake
Level 3 Success Markers:
multiplies
divides
keys in decimals
Level 4 Success Markers:
finds percentages
figures out fractions and the memory keys
keys in mixed numbers
Level 5 Success Markers:
completes a business form using a calculator
uses multiple functions

Component Outcome: Experiential Knowledge of Automated Banking

Skill Set: Uses an Automatic Teller Machine
Level 1 Success Markers:
obtains a bankcard
decides on, and remembers, a secret code
Level 2 Success Markers:
enters bankcard into machine and enters secret
code
withdraws money from account
gets an account update
gets a bank statement
uses the cancel and correction buttons
Level 3 Success Markers:
deposits money into an account
updates bankbook
Level 4 Success Markers:
pays bills or VISA
transfers funds
makes electronic purchases

INITIAL ASSESSMENT TOOL
Introduction
In anticipation of learner apprehension towards using a new technology, a semi
structured self-evaluative assessment tool was developed. The purpose of this initial
assessment was to gather background information, to identify goals as they related to
technology, and to assess the requirements necessary to reach each learner's goals. The
initial assessment was also important in establishing rapport with the learners, and
exploring any concerns that the learner had before the course started. This selfevaluation was re-administered at the end of each course so that a pre-course and postcourse comparison could be made and learner progress could be recorded. Please refer
to Appendix A for the exit assessment.
Learner Goals
The technology classes were subject oriented as well as goal oriented. For example, if
someone was interested in learning the Internet and his/her goal was to "become
familiar with the World Wide Web", then they took the Internet portion of the course.
That same person may not have been interested in ATM banking, Data Management or
Office Technology. The learners therefore only took portions of the course that were
pertinent to his/her goals.
Short-term goals were goals identified by the learner that were related to technology.
When asking about goals, prompts were used along with questions in the assessment
such as:
Why do you want to learn about
?
What do you want to get out of this course?
What do you want to improve?
Long-term goals were not explored in depth but were asked regarding taking a
technology course. For example, it was asked, "In general, why do you want to take this
course?" At the end of the assessment, a goal checklist also included priorities for longterm goals such as continuing education, job skills, and further training. The goal
checklist was task oriented and once learners had identified the tasks that they wanted to
complete, the skills needed to accomplish the tasks were distinguished. The goal
checklist "set the stage" for demonstrations that would take place throughout the course.
Criteria for success was built into the assessment by prioritizing goals and by creating
demonstrations that incorporated the skills needed to accomplish the high priority tasks.
Overall, the assessment helped the learners to identify their own goals and to think
about their priorities for the class.

INSTRUCTOR ASSESSMENT COVER SHEET
Introduction
This technology assessment is a semi-structured self-evaluation. The main purposes of
the assessment are to gather background information, to set goals for the learning
technology components, and to determine which components the learner wants to take.
It is also important in the initial assessment to develop rapport with the learner and to
determine any concerns that the learner may have. This assessment may be used for
youth, adults and older adults. The assessor or interviewer may decide to make the
following modifications for older adults:
1. Enlarge the print and add spacing
2. On Question #24 omit the following:
-to improve job skills
(instead you could add... to improve volunteer experience)
-to complete a resume
-to look for a job on the Internet
-to pursue new computer-related technical jobs
Process
According to Literacy and Basic Skills Guidelines, the optimal assessment will take
place as a one-to-one confidential interview with the learner. At the beginning of the
interview it may be beneficial to explain the purpose of the interview and your own
background as a teacher. The assessor may ask the questions and then complete the
forms or the assessor may include the learner in the process by asking them to complete
each question. The learner can decline to answer any question that is uncomfortable.
This assessment takes from 15 to 30 minutes depending on the learner and the concerns
that arise. Please note that the assessment can be adjusted to fit your organization. For
example you may not need to obtain all of the background information (questions 1
through 12), as you may already have it on file. You may also be running only one of
the technology components and therefore only need to assess the learner according to
that one component.
After the initial assessment, learner's level can be determined according to the
component outcomes, skill sets, and success markers. For example, in question 14 the
first three statements are from level one of "learning Windows and its' features". If these
are the only things the learner recognizes that he or she can do, then that learner is at a
level 1. This checklist can then be repeated at the end of the course to determine if the
learner perceives that they have learned to do these tasks.

The process takes the following form:
Initial assessment (self-evaluation)
Levels associated tith Outcomes
Training plan
Classroom lesson plans and activities
Demonstrations coinciding with goals and levels
Self-evaluation

Initial Assessment: Technology
Date:
Assessor:
Program Site:
Purpose of Assessment:
To set goals for learning technology components and to examine required skills
necessary to meet these goals.
To determine if the beginner technology courses are appropriate for the learner.
BACKGROUND INFORMATION
1. Name:
2. Address:

PC

3. Phone number:
4. Please check the box that applies to you:
Male
Female
5. What is your age?
Under 19
20-24
25-54
55-64
65+
6. Is English the first language you learned as a child?
Yes
No (specify other language)
7. a) Please check the box that best describes your current employment status:
Employed Part-time
Employed Full-time
Temporary or Seasonal Worker
Self-employed
Unemployed
Retired
Volunteer
Other (please specify)

7b) What are some past employment positions that you have held? Please list below:

8. Please check the box that best describes your current learner status:
High School (grades 9-12)
Adult Basic Ed or LBS
College
University
Not a learner
9. If you checked off not a learner in the last section, then what was the last level that
you completed in school?
Elementary
Some High School
Completed High School
Some College
College Graduate
University Graduate
Other (please specify)
10. What is your source of income (this is confidential)?
OW client
WSIB
Ontario Disability
Employed
Other
11a) Have you ever had a literacy assessment before?

Yes

No

b) If you answered yes, then where and when?
Place:
Date:
12a) Do you have any of the following disabilities? Please check beside the ones that
apply to you (you may check more than one).
Vision
Hearing
Speaking

Mobility (specify):
Memory
Learning disability (specify):

12b) If you checked any of the disabilities, then how do you usually cope with these
disabilities?

DATA MANAGEMENT
13. Below is a list of different places you might use a computer. Please circle the one
that indicates how often you have used a computer in each place over the past year.

1.
2.
3.
4.
5.

Never – not once
Rarely – once or twice a year
Sometimes – weekly or monthly
Often – almost every day
Very Often –

Computer Use:
At home
At work
At a friend or relative's home
At a library
At the church
At commercial service (Internet Cafe, Kinko's,
Mailboxes)
Other: Please specify:

Never

Rarely

Sometimes

Often

N

R

S

O

N

R

S

O

N

R

S

O

N

R

S

O

N

R

S

O

N

R

S

O

4. Please answer the following statements:
I know …
how to use the mouse
the parts of the computer
how to turn on/off the computer
how to use the start button
how to open solitaire or Microsoft
Paint and close it
how to make a window smaller
where the delete key is
how to open Microsoft Word
how to type in Microsoft Word
how to save a document
how to print a document
how to use bold and underline
how to use cut and paste
how to change line spacing
how to insert page numbers
how to use grammar and spelling
check
how to create a header and footer
how to insert pictures

Never

Sometimes

Often

Very Often

All the time

1
1
1
1
1

2
2
2
2
2

3
3
3
3
3

4
4
4
4
4

5
5
5
5
5

1
1
1
1
1
1
1
1
1
1
1

2
2
2
2
2
2
2
2
2
2
2

3
3
3
3
3
3
3
3
3
3
3

4
4
4
4
4
4
4
4
4
4
4

5
5
5
5
5
5
5
5
5
5
5

1
1

2
2

3
3

4
4

5
5

how to create a table
what Microsoft Excel is
how to use an Excel toolbar
how to create a spreadsheet
how to enter formulas in Excel
how to format in Excel

1
1
1
1
1
1

2
2
2
2
2
2

3
3
3
3
3
3

4
4
4
4
4
4

5
5
5
5
5
5

INTERNET & E-MAIL
15. Please answer the following statements:
I know …
the parts of an E-mail address
how to reply to an E-mail message
how to send an E-mail
how to print a message
how to send an attachment on an
E-mail
what a browser is
how to get to an Internet address
how to move around a web page
(scrolling and going to other links)
how to use different search engines
how to move forwards and
backwards from Internet sites
how to download a file

Never

Sometimes

Often

Very Often

All the time

1
1
1
1
1

2
2
2
2
2

3
3
3
3
3

4
4
4
4
4

5
5
5
5
5

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

1
1

2
2

3
3

4
4

5
5

1

2

3

4

5

16. At this point in time, how comfortable do you feel about using computers?
Please circle the comfort level that suits you.
Very Uncomfortable

Somewhat
Uncomfortable

Neutral

Somewhat Comfortable

Very Comfortable

1

2

3

4

5

17. What is the main reason that you would like to take this class? (What is your goal?
What do you want to work on?)

18. In general, why do you want to learn more about technology? (What do you want to
get out of this class? What do you want to improve?)

OFFICE TECHNOLOGY
19. Please answer the following statements:
I know how…
to use a fax machine
to send a fax
to receive a faxed document
to rapid key dial with a fax
machine
to store and clear numbers for
automatic dialing
to use voice mail
to dial numbers on a touch tone
phone
to dial a number and leave a
message
to set up my own voice mail
To dial a number, and choose from
a number of options
to use a photocopier
how to make multiple photocopies
to do one-sided or two-sided copies
to group-sort with a photocopier
to fix a paper jam
to use a calculator
to add and subtract with a
calculator
to multiply and divide with a
calculator
how to figure out percentages with
a calculator
how to use multiple functions with
a calculator

Never

Sometimes

Often

Very Often

All the time

1
1
1
1

2
2
2
2

3
3
3
3

4
4
4
4

5
5
5
5

1

2

3

4

5

1
1

2
2

3
3

4
4

5
5

1

2

3

4

5

1
1

2
2

3
3

4
4

5
5

1
1
1
1
1
1
1

2
2
2
2
2
2
2

3
3
3
3
3
3
3

4
4
4
4
4
4
4

5
5
5
5
5
5
5

1

2

3

4

5

1

2

3

4

5

1

2

3

4

5

20. At this point in time, how comfortable do you feel about using office technology
equipment? Please circle the comfort level that suits you.
Very Uncomfortable

Somewhat
Uncomfortable

Neutral

Somewhat Comfortable

Very Comfortable

1

2

3

4

5

21. Why would you like to learn about office technology? (What is your goal?)

AUTOMATIC TELLER MACHINE BANKING
22. Please answer the following statements:
Never

I know how to …
obtain my own bankcard
to get an account update
deposit funds
Withdraw funds
pay bills
transfer funds

Sometimes

Often

Very Often

All the time

23. At this point in time, how comfortable do you feel about using A TM bank
machines? Please circle the comfort level that suits you.
Very Uncomfortable

Somewhat
Uncomfortable

Neutral

Somewhat Comfortable

Very Comfortable

1

2

3

4

5

24. What is your goal regarding ATM banking?

25. Below is a list of some goals that you mayor may not be pursuing through this
course. For each goal please indicate the priority level that it is for you:
Goals
To pursue educational goals
To improve job skills
To increase my level of independence
To improve computer skills
To socialize in the classroom
To overcome computer fear/anxiety
To learn the keyboard
To use color, shapes and graphics (MS Paint
program)
To write letters
To complete a resume
To learn spreadsheets
To create a budget using Excel
To look for a job on the Internet
To research interesting topics on the Internet
To communicate through e-mail
To pursue new computer-related technical
jobs
To keep up with societal changes
To take further academic classes
Specify:
To learn to use voice mail
To learn to use fax machines
To learn to use photocopiers
To learn to use a calculator
To learn to use an ATM machine
Other:

Priority Level
Very High

High

Medium

Low

Very Low

1
1
1
1
1
1
1
1

2
2
2
2
2
2
2
2

3
3
3
3
3
3
3
3

4
4
4
4
4
4
4
4

5
5
5
5
5
5
5
5

1
1
1
1
1
1
1
1

2
2
2
2
2
2
2
2

3
3
3
3
3
3
3
3

4
4
4
4
4
4
4
4

5
5
5
5
5
5
5
5

1
1

2
2

3
3

4
4

5
5

1
1
1
1
1
1

2
2
2
2
2
2

3
3
3
3
3
3

4
4
4
4
4
4

5
5
5
5
5
5

Please check the technology components that you are interested in taking:
Data Management
Windows 95/98
Microsoft Word
Excel
Internet and E-mail
Office Technology
Fax machine
Photocopying
Calculator
Voice Mail
ATM banking

THANK YOU FOR THIS INTERVIEW!

ASSESSING LEARNER PROGRESS
Learner progress was assessed through the use of:
1. Demonstrations: Demonstrations were developed for various literacy levels as
well as technology levels. They were evaluated according to explicit observation
checklists and marking schemes. Since many of the demonstrations involved
hands- on learning, I felt that the nature of the evaluation procedure should be to
observe learners completing everyday learning activities. The marking schemes
were created through consideration of the specific success markers that the learner
needed to accomplish in order to reach his/her goal. Each demonstration was
considered as a step toward short-term goals, and as a step toward the completion
of a technology and literacy level. When demonstrations were test piloted, a list
was used that outlined the demonstrations used with the learners' names.
Adjustments were made to demonstrations depending on class reactions to the
demonstration instructions, as well as demonstration difficulty for certain literacy
levels.
2. An observation checklist: Authors such as Vella (1998) have advocated the
importance of observing learners while they are engaged in genuine tasks for real
purposes. The observation checklist may be used when observing classroom
activities and may be used as a tool to determine whether or not a learner is ready
for a specific demonstration. The observation checklist was directly based on the
success markers for various skill sets (Appendix C).
3. Exit Assessment: The end of the program assessment involved a checklist similar
to the initial assessment. The learners completed this checklist so that selfevaluative progress could be recorded (Appendix A). The exit assessment was
compared to the observation checklist and to the teaching demonstrations so that a
triangulation of methods could occur. This ensured assessment, reliability and
accuracy when determining learner levels.
4. Final evaluation: The final evaluation was a generic form used in all of the
Waterloo Catholic District School Board LBS classes. The evaluation had two
open-ended questions whereby the learners commented about the classes and
listed their favorite activities in the classes. This evaluation may be viewed in
Appendix A.
Assessment Modifications
The assessment was modified as the interviews took place. I found that some of the
questions were redundant and I therefore dropped them from the questionnaire. I also
added a goals-oriented question after each component outcome section. Many adults
and older adults mentioned that they wanted to become technologically literate in order
to "keep up with society". I consequently added this to the goal checklist on the
assessment.

DEMONSTRATIONS

INDEX OF DEMONSTRATIONS

Key:

Win
Word
WR
Read
Num
S&L
Int
E

=
=
=
=
=
=
=
=

Windows
Microsoft Word
Write Clearly to Express Ideas
Read with Understanding
Numeracy
Speak and Listen
Internet
E-Mail

Learning Windows

WR1

Win 1

Learning Windows 2

WR1

Win 5

Creating a Birthday Card

WR1

Win 2

Creating a Birthday Card 2

WR2

Win 2

Learning Computer Jargon

WR1

Win 2

Copy the Days of the Week 1A

WR1

Win 3

Word 1

All About Me 1A

WR2 Read 2

Win 3

Word 3

All About Me 1B

WR3

Win 3

Word 3

All About Me 1C

WR4

Win 3

Word 3

Writing a Letter 1A

WR2

Win 4

Word 3

Writing a Letter 1B

WR3

Win 4

Word 4

Writing a Cover Letter 1C

WR4

Win 4

Word 4

The Way Things Will Be 1A

WR1

Win 4

Word 2

The Way Things Will Be 1B

WR2 Read 2

Win 4

Word 3

The Way Things Will Be 1C

WR3 Read 3

Win 4

Word 4

The Way Things Will Be 1D

WR4

Win 4

Word 4

Contact List

WR2 Read 1

Win 4

Word 5

Resume

WR3

Sending an E-mail

WR2 Read 1

E2

Internet Scavenger Hunt

WR1 Read 3

Int 3

Internet Research Project

WR2 Read 3

Int 4

ATM Banking

Read
4

Word 4

Read 1

Sending a FAX

Num 1
Num 1

Creating and Sending a Fax Cover
Sheet

WR2

Num 1

S&L 3

Creating and Photocopying a Memo

WR1 Read 1

Sending an E-Mail

WR2 Read 1

E2

Internet Scavenger Hunt

WR1 Read 3

Int 3

S&L 3

Internet Research Project

WR2 Read 3

Int 4

INTRODUCTION TO DEMONSTRATIONS AND LEARNER SHEETS
Introduction
All of the demonstrations have a teacher's guide, evaluation sheet, and learner sheet.
The teacher's guide outlines the component outcomes and skill sets for technology as
well as overall literacy. The evaluation sheet consists of an outline for marking each
demonstration, and was developed with specific success markers in mind. These sheets
are to be completed by the practitioner. The learner sheet is for the learner and in some
cases it is to be handed in to the teacher.
The prerequisite skills column outlines the skills needed specifically for the technology
domain. Topics learned in a literacy class may differ according to the structure of the
class. Individual instructors may therefore complete the prerequisite skills for literacy
components. The applicable short-term goals and applicable long-term goals columns
were created with the initial technology assessment in mind. Once again the practitioner
may want to complete these columns according to their learner goals.
For learners who have little computer experience, the natural progression for all
demonstrations is from Windows to Microsoft Word, and then to the Internet and Email. You may choose a demonstration in these areas that coincides with your learner's
reading and writing level. For example the demonstration "Writing a Letter", was rewritten to accommodate learners at a Level 2, Level 3, and Level 4 for the component
outcome "Write Clearly to Express Ideas".
Software
These demonstrations may be used with Windows 95/98, Microsoft Office, and other
word processing programs. The E-mail and Internet demonstrations were created as
generically as possible.

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Learning To Learn To
Windows Use Data
Management
Techniques

Write Clearly to
Express Ideas

Skill Sets

Success Markers

Windows
95/98 (Level
2)

Identifies
programs
through the
Start menu
Identifies
icons on
the
desktop
Explores
the Paint
Program

Writes for
Various
Purposes
(Level 1)

Writes in
both
upper-case
letters
Copies
from
printed
material

Prerequisite
Skills
Starts the
computer
Uses the
Start
menu
Uses the
mouse

Applicable
Short-Term
Goal
To
improve
computer
skills
To use
learn to
use
colors,
shapes
and
graphics
To learn
about
Windows
95/98

EVALUATION SHEET
Demonstration: Learning Windows
1. File
Create shortcut
Delete
Rename
Edit
Cut
Copy
Paste
/6
2. Mark two points per program copied down
/6
3. (One mark if word is close to what the tool does)
/5

4.

/7

5. The recycle bin is used for old files, garbage, recycling files or any other reasonable
answer.
/1
TOTAL

/25

LEARNER SHEET
Learning Windows
Learner Name:
Related Goal:
Date:
1.

Click on the File menu. Copy down three commands that you see.
Click on the Edit menu and copy down three commands that you see.
File

Edit

2.

You can use the Start menu to begin most tasks in Windows.
A) Click on the Start button.
B) Click on Programs
C) Copy down three programs that you see

3. From the Start menu, go to Programs, then Accessories and open Microsoft Paint.
Beside some of the tools there is a line. Write in one word (on the line) what the
tools do.

4. Stay in the Paint Program. Draw a line and match the commands with the menu
options.
File

Undo
New
Open

Edit

Save
Cut
Print
Paste

5.

What is the Recycle bin used for? Please fill in the rest of the sentence in the box
below.

The Recycle Bin is used for

Teacher Comments

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Learning To Learn To Use
Windows2 Data Management
Techiques

Skill Sets

Windows 95/98
(Level 5)

Success
Markers

Prerequiste Skills

Starts the
computer

To improve
computer skills

To improve
job skills

Uses wallpaper
for the desktop

Uses the
Start
menu

To learn to
use color,
shapes and
graphics

To pursue
educational
goals

Resizes
windows
Minimizes
and
maximizes
windows

Writes for
Various
Purposes (Level
1)

Applicable LongTerm
Goal

Searches for a
help topic

Identifies drives
and folders
(Level 3)

Write clearly to
Express Ideas

Applicable Short Term
Goal

Writes in both
upper-case and
lower-case letters
Copies from
printed material

To learn about
Windows
95/98

To overcome
computer
fear and
anxiety

EVALUATION SHEET
Demonstration: LearningWindows2
1.

Choose a background. Assign one point for choosing a background and one
point for writing it down.
/2

2.

List two other backgrounds. The learner can list any backgrounds that are in
the display window.
/6

3.

Explore Help on the menu. Two points per Help topic listed.
/6

4.

Circled drives should be: 3 1/2 Floppy A:, C:, D:, and E:
/4

5.

Squares should be around Printers, Control Panel, Dial-Up Networking, Scheduled
Tasks, and Web Folders.
/5
TOTAL

/23

LEARNER SHEET
Learning Windows 2
Name:
Related Goal:
Date:
Instructions:

Open My Computer. Choose Control Panel.
Now choose the icon that will help you to change your windows
background.
1. Choose a background. Which background did you choose?
2. List two other backgrounds thatyou could have chosen.

3. Explore Help on the menu. List three help topics.

4.

On the diagram below circle all the drives

5.

On the diagram below, draw squares around all the folders.

Teacher's Comments

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

Creating a To Learn To Use Data Windows 95/98
birthday
Management
(Level 2)
card
Techiques

Success Markers
Identifies programs
through the Start
menu
Explores the paint
program

Prerequiste
Skills
Starts the
computer
Uses the
Start
menu
Uses the
mouse

Write clearly to
Express Ideas

Writes for
Various Purposes
(Level 1)

Writes in both
upper-case and
lower-case letters
Copies from
printed material

Applicable Short Term Goal

Applicable LongTerm Goal

To improve
computer
skills

To improve
job skills

To learn to
use color,
shapes and
graphics
To learn
about
Windows
95/98

To learn
about
creating a
birthday card

To pursue
educational
goals
To
overcome
computer
fear and
anxiety

To pursue
educational
goals

EVALUATION SHEET
Demonstration: Creating a Birthday Card
PART ONE
Presentation:
/5
Content
/5
PART TWO
4. Use of complete sentences
/5
5. Use of complete sentences
/5
TOTAL

/20

LEARNER SHEET
Creating a Birthday Card
Learner Name:
Related Goal:
Date:
PART ONE
1. Open Microsoft Paint
2. Now make a birthday card for a friend, yourself, or a family member.
3. Send the birthday card to your printer. Put your name at the top of the card. Now
staple your card to this sheet.
HAPPY BIRTHDAY
EVERYONE!

PART TWO: Please answer each question with a complete sentence.
4. What do you like most about birthdays?

5. What are your favorite foods to eat at a birthday party?

Teacher's Comments

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Creating To Learn To Use
a Birthday Data Management
Card 2
Techiques

Skill Sets

Windows 95/98
(Level 2)

Success
Markers

Prerequiste Skills

Explores the
paint program

Starts the
computer

Uses Paint tools

Uses the
mouse
Uses the Start
menu

Applicable Short Term
Goal
To improve
computer
skills
To learn to
use color,
shapes and
graphics
To learn
about
Windows
95/98

Write clearly to
Express Ideas

Vocabulary Building
in Writing, Reading
and Speaking
(Level 2)

Write clearly to
Express Ideas

Visual Presentation
(Level 2)

Write clearly to
Express Ideas

Writes for Various
Purposes (Level 3)

Chooses words
that are most
appropriate for
purpose

Applicable LongTerm Goal
To improve
job skills
To pursue
educational
goals
To
overcome
computer
fear and
anxiety

Some
introduction to
poetry

Uses visual
material to
reinforce a
message

Organizes
information to
convey a central
idea

To create a
birthday
card

To pursue
educational
goals

EVALUATION SHEET
Demonstration: Creating a Birthday Card 2
Presentation:
Is the card visually appealing?
/5
Content
Words are appropriate
/5
Central idea
/5
TOTAL

/15

LEARNER SHEET
Learning a Birthday Card 2
Name:
Related Goal:
Date:
Instructions
1. Open Microsoft Paint
2. Now make a birthday card for a friend, yourself, or a family member.
3. Include on the birthday card a short poem with at least four lines.
4. Send the birthday card to your printer. Put your name at the top of the card. Now
staple your card to this sheet.
HAPPY BIRTHDAY
EVERYONE!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity
Learning
Computer
Jargon

Component Outcomes

To Learn To Use Data
Management
Techiques

Skill Sets

Windows 95/98
(Level 2)

Success
Markers
Identifies
programs through
the Start menu

Prerequiste
Skills
Starts the
computer

Identifies icons
on the desktop

Uses the
Start
menu

Explores the
Paint Program

Uses the
mouse

Applicable
Short -Term
Goal
To
improve
computer
skills
To learn
to use
Microsoft
Paint
To learn
about
Windows
95/98

Write clearly to Express Writes for Various
Ideas
Purposes (Level
1)

Writes in both upper-case
and lower-case letters
Copies from printed
material

Applicable LongTerm Goal
To improve
job skills
To pursue
educational
goals
To overcome
computer fear
and anxiety

EVALUATION SHEET
Demonstration: Learning Computer Jargon

LEARNER SHEET
Learning Computer Jargon
Learner Name:
Related Goal:
Date:
Instructions
Below is a list of words.
On the second sheet of paper fill in the right words in the boxes beside the pictures.
Good luck!

LIST OF WORDS
Scroll Bar
Menu Bar
Icons
Drives
Folders
Shutting Down Windows
Minimize, Maximize and Close

TEACHER'S GUIDE
On-going or exit demonstration
Demo
Activity

Component
Outcomes

Copy the To Learn To Use
Days of the Data Management
Week
Techiques

Skill Sets
Windows 95/98
(Level 3)

Success
Markers

Prerequiste
Skills

Learns the
keyboard

Starts the
computer

Opens
applications

Uses the
mouse

Applicable Short -Term
Goal
To learn the
keyboard
(medium to
high priority)

Uses the
Start
menu

Microsoft Word
(Level 1)

Creates a simple
document
Saves a
document
Names a file
Exits Word for
Windows

Write Clearly to
Express Ideas

Writes for
Various
Purposes (Level
1)

Writes in both
upper-case and
lower-case letters
Writes numbers 1
to 10
Copies from
printed material

Parts of
the Word
screen
Review
of keys
Saves a
document

To write letters
(medium to
high priority)

Applicable LongTerm Goal
To improve
computer
skills
To
overcome
computer
fear and
anxiety

EVALUATION SHEET
Demonstration: Copy the Days of the Week 1A
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration. If the learner needs
to be verbally led throughout this demonstration, then you may have to come back to it
at a later date.
Learner name:
Date:

Ready to go on:
Success Markers
Opens Microsoft Word
from the Start menu
Types each word with a
capital letter
Types the title with
capital letters
Copies from the printed
material
Types in numbers 1 to
7
Saves the document
Names the file

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Days of the Week 1A
Learner Name:
Related Goal:
Date:
Instructions
1. After you have logged on to the computer, go to the Start menu and open
Microsoft Word or Word Perfect.
2. Copy the days of the week. Make sure that each day is numbered and that each
day is capitalized. Also make sure to capitalize the title.
3. Save the days of the week exercise on your Floppy A: disk. Make sure that you
name the file. Good luck!
DAYS OF THE WEEK
1) Monday
2) Tuesday
3) Wednesday
4) Thursday
5) Friday
6) Saturday
7) Sunday

TEACHER'S GUIDE
On-going or Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Copy the To Learn To Use
Days of the Data Management
Week
Techiques

Skill Sets
Windows 95/98
(Level 3)

Success
Markers

Prerequiste
Skills

Learns the
keyboard

Starts the
computer

Opens
applications

Uses the
Start
menu

Applicable Short -Term
Goal
To learn the
keyboard
(medium to
high priority)

Uses the
mouse

Microsoft Word
(Level 3)

Starts a new
document
Cuts, pastes
Moves around a
document

Parts of
the Word
screen
Review
of keys
Saves a
document
Prints a
document

Write Clearly to
Express Ideas

Writes for
Various
Purposes (Level
1)

Writes in both
upper-case and
lower-case letters
Writes numbers 1
to 10
Copies from
printed material

To write letters
(medium to
high priority)

Applicable LongTerm Goal
To improve
computer
skills
To
overcome
computer
fear and
anxiety

EVALUATION SHEET
Demonstration: Copy the Days of the Week 1B
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration. If the learner needs
to be verbally led throughout this demonstration, then you may have to come back to it
at a later date.
Learner name:
Date:

Ready to go on:
Success Markers
Starts a new document
Capitalizes the days of
the week
Numbers the days of
the week
Cuts and pastes so that
the days of the week
are in the right order
Prints a copy of the
document
Saves onto discSaves
the document
Bolds, underlines and
centers the title

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Days of the Week 1B
Learner Name:
Related Goal:
Date:
Instructions
1. After you have logged on to the computer, go to the Start menu and open
Microsoft Word or Word Perfect.
2. Copy the days of the week. Make sure that each day is numbered and that each
day is capitalized. Also make sure to underline, bold, and centre the title at the
top of your paper.
3. Now by using your editing options, cut and paste the days of the week until they
are in the right order.
4. Save the days of the week exercise on your Floppy A: disk. Make sure that you
name the file.
5. Print a copy of the file. Good luck!

DAYS OF THE WEEK
1) Wednesday
2) Tuesday
3) Monday
4) Thursday
5) Sunday
6) Saturday
7) Friday

TEACHER'S GUIDE
On-going or Exit Technology Demonstration
Demo
Activity

Component
Outcomes

All
about
Me 1A

To Learn To Use
Data Management
Techiques

Skill Sets

Windows 95/98
(Level 3)

Success
Markers

Prerequiste
Skills

Starts to learns the
keyboard

Starts the
computer

Uses menus (opens
application)

Uses the
Start
menu

Applicable Short Term
Goal
To learn the
keyboard
(medium to
high priority)

Formats characters
(bold, center and
underlines)

Parts of
the Word
screen

Starts a new document

Review
of keys

Edits the document

Saves a
document
Prints a
document

Read with
Understanding for
Various Purposes

Comprehen sion and
Enhance ment Skills
(Level 2)

Uses familiar
vocabulary to determine
the meaning of the
passage
Uses a variety of
reading strategies to
understand a piece of
writing
Reads words and
phrases

Write Clearly to
Express Ideas

Writes for Various
Purposes (Level 2)

Completes sentences
which require personal
information
Writes in a complete
sentence

To
improve
computer
skills
To
overcome
computer
fear and
anxiety

Uses the
mouse

Microsoft Word
(Level 3)

Applicable LongTerm Goal

To write
letters
(medium to
high priority)

EVALUATION SHEET
Demonstration: All About Me 1A
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration. If the learner needs
to be verbally led throughout this demonstration, then you may have to come back to it
at a later date.
Learner name:
Date:

Ready to go on:
Success Markers
Good hand positioning
on the keyboard
Opens Microsoft Word
or Word Perfect
Starts a new document
Bolds and underlines
title
Centers title
Prints the document
Corrects own mistakes
Reads instructions
Reads each sentence
Completes each
sentence
Writes in a complete
sentence

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
All About Me 1A
Learner Name:
Related Goal:
Date:
Instructions
1) Start your computer and open Microsoft Word or Word Perfect
2) Use proper hand positioning and type each sentence. Be sure to complete each
sentence with information about yourself.
3) Write in complete sentences with a capital at the beginning of each sentence, and a
period at the end of each sentence.
4) Bold, Underline and Center the title
5) Print a copy of this page

All About Me 1A
1)

My name is ...

2)

My address is ...

3)

I was born in ...

4)

My favorite color is ...

5)

My favorite TV show is ...

6)

My favorite sport is ...

7)

My favorite food is ...

8)

My mother's name is ...

9)

My favorite type of music is ...

10)

I like to ...

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity
All
about
Me 1B

Component
Outcomes

Skill Sets

To Learn To Use Data Windows 95/98
Management
(Level 3)
Techiques

Success
Markers
Learns the
keyboard

Starts the
computer

Opens
applications

Uses the
Start
menu

Uses menus

Microsoft Word
(Level 3)

Formats
characters (bold,
center and
underline
Starts a new
document
Edits the
document

Write Clearly to
Express Ideas

Grammar (Level
3)

Write Clearly to
Express Ideas

Writes for
Various Purposes
(Level 3)

Prerequiste
Skills

Uses verb tenses
correctly

Uses simple and
compound
sentences
revises and edits
work
Proof reads and
corrects first draft

Applicable Short -Term
Goal

Applicable LongTerm
Goal

To learn the
keyboard
(medium to high
priority)

To improve
computer
skills

Uses the
mouse

Parts of
the Word
screen
Review
of keys
Saves a
document
Prints a
document

To write letters
(medium to high
priority)

To overcome
computer
fear and
anxiety

EVALUATION SHEET
Demonstration: All About Me 1B
Learner:

Date:

Comments:

Content:

Uses verb tenses correctly
/5
Writes in complete sentences
/10
Uses compound and simple sentences
/5

Presentation:

Formats the document correctly (bold, center, underline)
/10
Total Mark:

/30

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

All
about
Me 1C

To Learn To Use
Data Management
Techiques

Windows 95/98
(Level 4)

Success
Markers
Learns the keyboard
Opens applications

Prerequiste
Skills
Starts the
computer
Uses the
Start
menu

Applicable Short Term
Goal
To learn the
keyboard
(medium to
high priority)

Formats characters (bold,
center and underline
Starts a new document
Edits the document

Parts of
the Word
screen
Review
of keys
Saves a
document
Prints a
document

Write Clearly to
Express Ideas

Grammar
(Level 4)

Write Clearly to
Express Ideas

Writes for
Various
Purposes
(Level 4)

Uses a variety of sentence
types (statements,
exclamations, questions,
commands)

Organizes information to
develop a central idea
Uses a variety of sentence
types and structures, and
sentences of varying lengths

Review of
sentence
types

To
improve
computer
skills
To
overcome
computer
fear and
anxiety

Uses the
mouse

Microsoft Word
(Level 3)

Applicable LongTerm Goal

To write
letters
(medium to
high priority)

EVALUATION SHEET
Demonstration: All About Me 1C
Learner:

Date:

Comments:

Content:
Uses a variety of sentence types
/10
Develops a central idea
/10
Uses a variety of sentence types and sentences with varying lengths
/10
Presentation:
Formats characters
/10
Edits own work and corrects typos
/10
Total Mark:

/50

LEARNER SHEET
All About Me 1C
Learner Name:
Related Goal:
Date:
Instructions
Write a paragraph about yourself. Include in the paragraph where you are from and a
positive experience that you have had. For example, you could write about a happy
moment, things that you are good at, a birthday, a new pet, or a happy family
experience. Be sure to include different sentence types. For example, make use of
exclamation marks, or question marks, or statements. Double check your work for
grammar and spelling errors and then save it, and print off a copy. Be sure to put your
name at the top of the exercise with the title of the exercise.
You will be marked on presentation and content.
Good luck!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity
Writing a
Letter 1A

Component
Outcomes
To Learn To Use
Data Management
Techiques

Skill Sets

Windows 95/98
(Level 4)

Success
Markers
Learns the keyboard
Opens applications

Prerequiste
Skills
Starts the
computer
Uses the
Start
menu

Applicable Short Term Goal
To learn the
keyboard
(medium to
high priority)

Microsoft Word
(Level 3)

Starts a new document
Edits the document
Moves around the
document
Selects text
Checks spelling

Parts of
the Word
screen
Review
of keys

To write
letters
(medium to
high priority)

Saves a
document
Prints a
document

Write Clearly to
Express Ideas

Writes for
Various
Ourposes
(Level 2)

Write Clearly to
Express Ideas

Visual
Presentation
(Level 2)

Write Clearly to
Express Ideas

Spelling (Level
2)

Writes a simple letter

To write a
personal
letter
To write a
business
letter

Delects and correctly
uses the format suited
to purpose for writing

Uses the computer to
check spelling

To
improve
computer
skills
To
overcome
computer
fear and
anxiety

Uses the
mouse

Software:
Microsoft
Word

Applicable LongTerm
Goal

EVALUATION SHEET
Demonstration: Writing a Letter 1A
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration. If the learner needs
to be verbally led throughout this demonstration, then you may have to come back to it
at a later date.
Learner name:
Date:

Ready to go on:
Success Markers
Good hand positioning
on keyboard
Opens Microsoft Word
or Word Perfect
Starts a new document
using a letter template
Checks spelling
Selects text
Prints the document
Writes a simple letter
Saves onto a disc

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Writing a Letter 1A
Learner Name:
Related Goal:
Date:
Instructions
1) Bring your cursor to File. Click on File. Choose New and click on it. Under New
you can choose General, Letters and Faxes, Memos and Other Documents. Click on
Letters and Faxes
2) Under Letters and Faxes, click on Contemporary Letter
3) Now you have opened the letter template. You may begin copying the letter
provided.
4) Save your work onto a disk.
5) Print a copy of your work. Be sure to put your name on the top of the page.
6) Bonus: For bonus points, you can add clip art to the bottom of the letter

April 2, 2001

Dear Sir or Madam:
Hello! Right now I am typing a letter in my computer class. I am using what is called a "letter
template." I chose a contemporary letter template. So far in the computer class I have learned to
use the paint program, the Microsoft Word program, and some keyboarding. Now I am learning to
create a letter so that I can write a cover letter, write a letter to a friend, or write a business letter.
Have a great week!
Sincerely,

"The Fantastic Learner"

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity
Writing a
Letter 1B

Component
Outcomes
To Learn To Use
Data Management
Techiques

Skill Sets

Windows 95/98
(Level 4)

Success
Markers

Prerequiste Skills

Learns the
keyboard

Starts the
computer

Opens
applications

Uses the
Start
menu

Applicable Short Term Goal
To learn the
keyboard
(medium to
high priority)

Microsoft Word
(Level 4)

Indents or
aligns
paragraphs

Starts a
new
document

Uses grammar
check

Formats
characters

Uses document
templates

Selects
text

To write
letters
(medium to
high priority)

Adds graphics
Write Clearly to
Express Ideas

Writes for Various
Ourposes (Level 3)

Write Clearly to
Express Ideas

Visual Presentation (Level
3)

Produces a
piece of writing
using a letter

Uses proper
form for
paragraphs

Level 2

Level 2

Uses pictures
appropriately
Write Clearly to
Express Ideas

Vocabulary Building in
Writing, Reading and
Speaking (Level 3)

Uses leves of
language
appropriate to
purpose

Level 2

To
improve
computer
skills
To
overcome
computer
fear and
anxiety

Uses the
mouse

Software:
Microsoft
Word

Applicable LongTerm
Goal

To write a
business or
a personal
letter

EVALUATION SHEET
Demonstration: Writing a Letter 1B
Name:
Date:
Content:
Uses proper form for paragraphs
/2
Uses verb tenses correctly
/2
Uses sentences types correctly and appropriately
/2
Uses correct punctuation
/2
Levels of language are appropriate to purpose
/2
Presentation:
Indents or aligns paragraphs
/2
Uses document template
/2
Moves graphic and sizes appropriately
/2
Total Mark:
Comments:

/20

LEARNER SHEET
Writing a Letter 1B
Learner Name:
Related Goal:
Date:
Instructions
1. Open Microsoft Word
2. Click on File and choose New
3. Explore the different templates for writing letters. Choose a template that suits
you.
4. Start to type in the letter template. You may write a personal letter or a
professional letter. Make sure that the letter is at least two paragraphs long.
5. Make sure that your paragraphs are separated. Indent them or put a space in
between them and align them.
6. Use spelling and grammar check.
7. Once you have typed a letter, make a space at the bottom or the top of your
sheet to insert a picture.
8. Work on editing the picture until it is the right size and color.
9. Save your work onto your disk
10. Print your work and hand it in to the instructor. Be sure to put your name on the
top of the sheet.
Good Luck! You will be marked on proper spelling, grammar, punctuation, and the
presentation of your letter.

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

Writing a
Cover
Letter 1C

To Learn To Use
Data Management
Techiques

Windows 95/98
(Level 4)

Success
Markers

Prerequiste Skills

Learns the keyboard

Starts the
computer

Opens applications

Uses the
Start
menu

Applicable Short Term Goal

Applicable LongTerm
Goal

To learn the
keyboard
(medium to
high priority)

Uses the
mouse

Microsoft Word
(Level 4)

Software:
Microsoft
Word

Indents or aligns
paragraphs

Starts a
new
document

Uses grammar check

Formats
characters

Uses document
templates

Writes for
Various
Ourposes
(Level 4)

Writes for various
purposes

To write
letters
(medium to
high priority)

Level 3

Revises and edits work,
focusing on content

To learn
employmentrelated skills

Proofreads and corrects
final drafts
Write Clearly to
Express Ideas

Visual
Presentation
(Level 4)

Integrates media
materials (i,e, computer
graphics) to enhance
message

To
overcome
computer
fear and
anxiety

Selects
text

Adds graphics

Write Clearly to
Express Ideas

To improve
computer
skills

Level 3

NB: The learner may ask the instructor or a peer to proofread the letter. S/he is then given
points for revising and editing their work

To obtain
employment

EVALUATION SHEET
Demonstration: Writing a Cover Letter 1C
Name:
Date:
Content:
Paragraphs are organized according to main ideas
/2
Focuses on a specific line of work
/2
Stresses personal strengths and skills in a clear manner
/2
Ends letter with appropriate information
/2
Uses proper grammar and sentence structure
/2
Language is courteous and formal
/2
Revises and edits work, focusing on content
/2
Proof reads and corrects final drafts
/2
Presentation:
Indents or aligns paragraphs
/2
Chooses appropriate document template
/2
Clip art enhances the message
/2
Total Mark:
Comments:

/30

LEARNER SHEET
Writing a Cover Letter 1C
Learner Name:
Related Goal:
Date:
Instructions
1.

Open Microsoft Word

2.

Click on File and choose New

3.

Explore the different templates for writing letters. Choose a template that you
think would suit a cover letter.

4.

Write a cover letter and remember to focus on a job that you would like to have.
Outline the reasons why you would be good for the job. For example, what skills
do you have? What past experience do you have? What are some good qualities
about your personality? Be sure to include anything that would help to sell you
as a person who can do an excellent job.

5.

Focus each paragraph on a common theme. For example, one paragraph may
focus on your past experiences while another paragraph can focus on your skills
and personality characteristics.

6.

Make sure that you proofread your work, or get an instructor or peer to
proofread your letter.

7.

End your letter politely and don't forget to let your potential employer know how
to reach you.

8.

You may add clip art or you may decide not to. If you add clip art, then make
sure that it is professional. Also consider the template that you are working with.
Is there already a picture?

9.

Save your work and print off a copy.

10.

Hand in your work. You will be marked on your writing, as well as your use of
the template.

Good luck!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

"The Way
Things Will
Be" 1A

To Learn To Use Data
Management
Techiques

Skill Sets

Windows 95/98
(Level 4)

Success Markers

Learns the
keyboard
Opens
applications
Scrolls a
window

Microsoft Word
(Level 2)

Uses Print
Preview
Changes
paper
orientation
Prints a
document

Write Clearly to
Express Ideas

Writes for Various
Ourposes (Level
1)

Write Clearly to
Express Ideas

Visual
Presentation
(Level 1)

Copies
from
printed
material

Leaves
spaces
between
words

Prerequiste
Skills
Opens a
document
or file
Uses
menus

Prints
Saves
Names a
file

Applicable Short -Term
Goal

Applicable LongTerm
Goal

To learn the
keyboard
(medium to high
priority)

To improve
computer
skills

To write letters
(medium to high
priority)
To keep up with
societal changes

To overcome
computer
fear and
anxiety

EVALUATION SHEET
Demonstration: The Way Things Will Be 1A
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration. If the learner needs
to be verbally led throughout this demonstration, then you may have to come back to it
at a later date.
Learner name:
Date:

Ready to go on:
Success Markers
Good hand positioning
on keyboard
Opens Microsoft Word
or Word Perfect
Copies from printed
material
Leaves spaces between
words
Uses the scroll bars
Chooses landscape
paper orientation
Uses Print Preview
Prints the document

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
The Way Things Will Be 1A
Learner Name:
Related Goal:
Date:
Instructions
1. Copy the text as it is below.
2. Save your work.
3. Print Preview your work.
4. Change the paper orientation to landscape.
5. Print a copy of what you have typed. Put your name on it and hand it in.
6. Be sure to ask your instructor about the computer "lingo" used in this paragraph.
The Beat Goes On
By Gordon Brockhouse
Sympatico Netlife Magazine (March/April 2000)
If music companies' visions become a reality, the Internet will totally transform the way
we get our music. Whether you're looking for a cut from a current blockbuster album,
or a historic performance of a Beethoven symphony, it will exist online. Simply
purchase and download it. Music retail sites will automatically suggest music that they
think you will like, based on what you've downloaded in the past (some already do).

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity
The Way
Things Will
Be 1B

Component
Outcomes
To Learn To Use
Data Management
Techiques

Skill Sets

Windows
95/98
(Level 4)

Success Markers

Learns the keyboard
Opens applications
Scrolls a window

Microsoft
Word
(Level 3)

Prerequiste
Skills
Opens a
document
or file
Uses
menus

Selects text

Prints

Edits the document

Saves

Cuts, copies, pastes

Names a
file

Checks spelling

Reads With
Understanding For
Various Purposes

Read and
Retell
(Level 2)

Identifies the main idea
in a piece of writing

Write Clearly to
Express Ideas

Writes for
various
purposes
(Level 2)

Writes answers to simple
comphrension questions
in sentence form

Write Clearly to
Express Ideas

Spelling
(Level 2)

Write Clearly to
Express Ideas

Visual
Presentation
(Level 2)

Uses a variety of
sources to check the
spelling of unfamiliar
words

Uses margins and
spacing appropriately

Applicable Short Term Goal
To learn the
keyboard
(medium to
high priority)

Applicable LongTerm
Goal
To
improve
computer
skills
To
overcome
computer
fear and
anxiety

To write
letters
(medium to
high priority)
To keep up
with societal
changes

EVALUATION SHEET
The Way Things Will Be 1B
Style:
Selects text and bolds

/5

Moves text through cutting and pasting
(title of the article should be at the top of the page)

/3

Corrects spelling errors using spell check

/5

Indents paragraphs

/2

Reading & Comprehension:
Understands the main idea of the article

/10

Bolds all references to "music"
(should be 10 bolded words)

/10

Writing Clarity:
Writes a complete sentence in answer to #4

/5
Total Marks:

Comments:

/40

LEARNER SHEET
The Way Things Will Be 1B
Learner Name:
Related Goal:
Date:
Instructions:
1.

Type the two paragraphs below, exactly as they are typed. Be sure to correct for
spelling and typing mistakes.

2.

Go through the paragraphs and bold any reference to music.

3.

Move the line "The Beat Goes On" to the top of the page and make sure to bold
it.

4.

What do you think this article is mainly about? Write in a complete sentence in
the space below.

5.

Print off a copy of the document. Put your name at the top and hand it in. You
will be marked on the way in which you answer #4, as well as your computer
skills. Good luck!

The Beat Goes On
By Gordon Brockhouse
Sympatico Netlife Magazine (March/April 2000)
If music companies' visions become a reality, the Internet will totally transform the way
we get our music. Whether you're looking for a cut from a current blockbuster album,
or a historic performance of a Beethoven symphony, it will exist online. Simply
purchase and download it. Music retail sites will automatically suggest music that they
think you will like, based on what you've downloaded in the past (some already do).
The music won't only be played on your PC. You'll be able to transfer several albums
worth of music to postage-stamp-sized memory cards, and then hear it on portable
music players. Your home and car audio systems will have slots to play this solid-state
music. Your computer will also be linked to your home audio/video system over a highspeed digital home network. From your prime listening seat, in front of your big-screen
TV and between your kilowatt speakers, you'll be able to summon music sitting on your
PC's hard drive with your remote control. The world's music will be available right from
your zapper.

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

The Way To Learn To Use
Things Will Data Management
Be 1C
Techiques

Skill Sets
Windows
95/98
(Level 4)

Success Markers
Learns the keyboard
Opens applications
Scrolls a window

Microsoft
Word
(Level 4)

Indents paragraphs
Changes line spacing
Uses grammar check

Prerequiste
Skills
Opens a
document
or file
Uses
menus

Checks
spelling
Prints
Saves
Cuts and
pastes

Reads With
Understanding For
Various Purposes

Decoding
Skills
(Level 3)

Reads With
Understanding For
Various Purposes

Read and
Interpret
(Level 3)

Write Clearly to
Express Ideas

Write for
various
purposes
(Level 3)

Write Clearly to
Express Ideas

Punctuation
(Level 3)

Uses a variety of strategies
to determine the meaning of
unfamiliar words

Makes judgements and
draws conclusions about the
content in written materials

Begins to present opinions

Uses correct punctuation
(periods and commas,
apostrophes)

Applicable Short Term Goal
To learn the
keyboard
(medium to
high priority)

Applicable Long
Term Goal
To
improve
computer
skills
To
overcome
computer
fear and
anxiety

To write
letters
(medium to
high priority)
To keep up
with societal
changes

EVALUATION SHEET
Demonstration: The Way Things Will Be 1C
Introduction:
For this demonstration, you may mark directly on the learner sheet that is handed in.
Below is an outline of the suggested marking scheme. On the second sheet, there is an
example of what the corrected paragraphs should look like.

1. Changed the line spacing to double space
Indented paragraphs and centered the title
and author's name
Added proper punctuation

/5
/5
/10
Marks: 20

2. The learner may use the computer dictionary or thesaurus or may determine the
meaning of the words using a variety of strategies.
PC Download
Transform
Automatically
Reality
Zapper

/2
/2
/2
/2
/2
/2 bonus)
Marks:/10

3. Mark this on content. Does the learner refer to the article? Does the learner draw
any conclusions?
(5 marks)
4. Mark this according to the use of complete sentences and the presentation of an
opinion.
(5 marks)

EVALUATION SHEET
Demonstration: The Way Things Will Be 1C
The Beat Goes On
By Gordon Brockhouse
Sympatico Netlife Magazine (March/April 2000)
If music companies' vision becomes a reality, the Internet will totally transform the way
we get our music. Whether you're looking for a cut from a current blockbuster album,
or a historic performance of a Beethoven symphony, it will exist online. Simply
purchase and download it. Music retail sites. will automatically suggest music that they
think you will like, based on what you've downloaded in the past (some already do).
The music won't only be played on your PC. You'll be able to transfer several albums
worth of music to postage-stamp-sized memory cards, and then hear it on portable
music players. Your home and car audio systems will have slots to play this solid-state
music. Your computer will also be linked to your home audio/video system over a highspeed digital home network. From your prime listening seat, in front of your big-screen
TV and between your kilowatt speakers, you'll be able to summon music sitting on your
PC's hard drive with your remote control. The world's music will be available right from
your zapper.

LEARNER SHEET
The Way Things Will Be 1C
Learner Name:
Related Goal:
Date:
Instructions:
1.

Below is a two-paragraph excerpt from a magazine article. Copy this article but
make the following changes:
A. Change line spacing to double space

/5

B. paragraphs and center the title and the author's name

/5

C. Add punctuation (periods, capitals, commas,
apostrophe's)

/10

** Be sure to print off a copy after you have made the above changes!
The Beat Goes On
By Gordon Brockhouse
Sympatico Netlife Magazine (March/April 2000)
If music companies' visions become a reality, the Internet will totally transform the way
we get our music. Whether you're looking for a cut from a current blockbuster album,
or a historic performance of a Beethoven symphony, it will exist online. Simply
purchase and download it. Music retail sites will automatically suggest music that they
think you will like, based on what you've downloaded in the past (some already do).
The music won't only be played on your PC. You'll be able to transfer several albums
worth of music to postage-stamp-sized memory cards, and then hear it on portable
music players. Your home and car audio systems will have slots to play this solid-state
music. Your computer will also be linked to your home audio/video system over a highspeed digital home network. From your prime listening seat, in front of your big-screen
TV and between your kilowatt speakers, you'll be able to summon music sitting on your
PC's hard drive with your remote control. The world's music will be available right from
your zapper.

2.

What do you think the following words mean? Put the meaning beside the word.
You may use a thesaurus or other ways to figure out the meaning of the words.

A)

PC

B)

Download

C)

Transform

D)

Automatically

E)

Reality

F)

(For Bonus Points) Zapper

3.

Based on this article, what changes will there be in the future?

4.

In your opinion, what other technological changes will there be in the future? Do
you think these changes will affect you? (Why or why not?). Please write your
answer in complete sentences.
(/5 marks)

Congratulations, you have finished!

(/5 marks)

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

The Way To Learn To Use Windows 95/98
Things Data Management (Level 4)
Will Be Techiques
1D

Microsoft Word
(Level 4)

Success Markers
Learns the keyboard
Opens applications
Scrolls a window

Indents paragraphs
Changes line spacing
Uses grammar check

Prerequiste
Skills
Opens a
document
or file
Uses
menus

Checks
spelling
Prints
Saves
Cuts and
pastes

Reads With
Comprehension
Understanding For Enhancement
Various Purposes (Level 4)

Reads With
Read and
Understanding For Interpret
Various Purposes (Level 4)

Reads With
Read and ReUnderstanding For tell
Various Purposes (Level 4)

Write Clearly to
Express Ideas

Write for
Various
Purposes
(Level 4)

Selects appropriate reading
strategies (skims text for specific
information and records key
points)

Continues to makes judgements
and draw conclusions about
ideas, on the basis of evidence
from materials

Summarizes the main ideas in
information, and cites details that
support the main ideas

Organizes information to convey
a central idea, using well -linked
paragraphs)
uses a variety of sentence types
and sentence structures, and
sentences of varying lengths

Applicable
Short -Term Goal

Applicable Long
Term Goal

To learn
the
keyboard
(medium
to high
priority)

To
improve
computer
skills

To write
letters
(medium
to high
priority)

To keep
up with
societal
changes

To
overcome
computer
fear and
anxiety

EVALUATION
The Way Things Will Be 1D
1.

Below is an example of how the finished paragraphs may look.
1. Insert a page number
2. Align paragraphs and center title
3. Look in the computer's thesaurus and determine a synonym
for the following words
There are more synonyms so use your discretion.
Summon:
PC:
Transform:
Kilowatt:
Transfer:

/5
/5
(2pts each)

Call in, invite
Data processor, mainframe, mini computer
Change, alter, transfigure, mutate
Current density, electrical charge
Shift, change, movement
/10

The Beat Goes On
By Gordon Brockhouse
Sympatico Netlife Magazine (March/April 2000)
If music companies' vision becomes a reality, the Internet will totally transform the way
we get our music. Whether you're looking for a cut from a current blockbuster album,
or a historic performance of a Beethoven symphony, it will exist online. Simply
purchase and download it. Music retail sites will automatically suggest music that they
think you will like, based on what you've downloaded in the past (some already do).
The music won't only be played on your PC. You'll be able to transfer several albums
worth of music to postage-stamp-sized memory cards, and then hear it on portable
music players. Your home and car audio systems will have slots to play this solid-state
music. Your computer will also be linked to your home audio/video system over a highspeed digital home network. From your prime listening seat, in front of your big-screen
TV and between your kilowatt speakers, you'll be able to summon music sitting on your
PC's hard drive with your remote control. The world's music will be available right from
your zapper.

EVALUATION SHEET
The Way Things Will Be 1D
2.

4.

Here are some ways the Internet will transform the way we get our music.
Give each point one mark, and the style of the sentence one mark (is it a
complete sentence?)
Music will exist on-line.
Music will be downloaded.
Music sites will be marketing and making suggestions.
You will be able to transfer music to memory cards.
Home and car systems will have slots to play music.
The computer will be linked to your home audio system.
Mark this paragraph according to the following:
Content

Mechanics

Style
5.

/8

Organizes information to convey a central idea,
using well linked paragraphs
Presents a personal opinion

/8

Uses a variety of sentence types and sentence
structures
Grammar and spelling

/6

Divides paragraphs appropriately

/2

Mark two points per defined word. Below are definitions. If the learner is close
to the definition then be sure to give a point. The second point can be given for
writing a complete sentence.

PC:

An acronym for Personal Computer. A computer designed for
use by a sing1e user, with everything a user could need for basic
computing, including the ability to process and store information.

/2

To retrieve an application or file from another computer though a
network connection or modem. Download is synonymous with
"receive", while upload is synonymous with "transmit".

/2

Hard Drive:

A computer's main storage device, also called a hard disk drive.

/2

Zapper:

Any answer to do with a computer, remote control, or speakers.

/2

Download:

LEARNER SHEET
The Way Things Will Be 1D
Learner Name:
Related Goal:
Date:
Instructions:
1.

Below is a two-paragraph excerpt from a magazine article. Copy this article but
make the following changes:
(20 points)
1. Insert a page number
2. Align paragraphs and center the title and the author
3. Look in the computer's thesaurus and determine a synonym for the
following words:

Summon
PC
Transform
Kilowatt
Transfer
** Make sure to print off the article that you have retyped and put your name at
the top of it.

The Beat Goes On
By Gordon Brockhouse
Sympatico Netlife Magazine (March/April 2000)
If music companies' vision becomes a reality, the Internet will totally transform the way
we get our music. Whether you're looking for a cut from a current blockbuster album,
or a historic performance of a Beethoven symphony, it will exist online. Simply
purchase and download it. Music retail sites will automatically suggest music that they
think you will like, based on what you've downloaded in the past (some already do).
The music won't only be played on your PC. You'll be able to transfer several albums
worth of music to postage-stamp-sized memory cards, and then hear it on portable
music players. Your home and car audio systems will have slots to play this solid-state
music. Your computer will also be linked to your home audio/video system over a highspeed digital home network. From your prime listening seat, in front of your big-screen
TV and between your kilowatt speakers, you'll be able to summon music sitting on your
PC's hard drive with your remote control. The world's music will be available right from
your zapper.
2.

According to the article, how will the Internet transform the way we get our
music? Please use complete sentences and list at least four ways.
(8 points)

3.

Write a paragraph or two about other technological changes that you think will take
place within the next 10 years. How will these changes affect you?
(16 points)

4.

Please write down what you think the meaning is for the following words.
(2 points each word)

PC

Download

Hard Drive

Zapper (Bonus)

CONGRATULATIONS YOU HAVE FINISHED!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity
Creating
A
Contact
List

Component
Outcomes
To Learn To
Use Data
Management
Techiques

Skill Sets
Windows 95/98
(Levels 4)

Success Markers
Learns the keyboard
Opens applications
Scrolls a window

Microsoft Word
(Level 5)

Creates a table
Creates borders and
shading to tables
Adds size and moves
graphics

Read With
Understanding
For Various
Purposes

Describing Types of Text
and Demonstrating an
Understanding of Form
and Style
(Level 1)

Write Clearly to
Express Ideas

Visual Presentation
(Level 2)

Identifies ways in
which different kinds
of written materials are
organized (contact list)

Accurately uses titles
and subheadings as
organizers

Prerequiste
Skills
Opens a
document
or file
Uses
menus

Checks
spelling
Prints
Saves

Applicable Short Term Goal
To learn the
keyboard
(medium to
high priority)

Applicable Long
Term Goal
To
improve
computer
skills
To
overcome
computer
fear and
anxiety

To write
letters
(medium to
high priority)

To improve
personal
management
skills

EVALUATION
Contact List
Instructions
Since this is a level one and two reading and writing exercise, you may want to go over
the instructions with each learner to make sure that they understand what they are to do.
You may mark directly on the learner sheet according to:
A) Presentation:

B) Mechanics:

Organization of the table
Column titles.
Added points for clip art and coloring

/10

Proper creation of rows and columns
Spelling

/10

Total Mark: /20

LEARNER SHEET
Contact List
Learner Name:
Related Goal:
Date:
Instructions:
1.

Create a table with four columns and as many rows as you want.

2.

Organize your table with headings. Some headings you might want to use are:
Name
Address
Phone number
E-Mail

3.

After making your table you might want to add some clip art to the bottom of
the page. You might also want to add color.

4.

Save your work.

5.

Print a copy and put your name at the top.

6.

You will be marked on:
A) Presentation:

Is the table well organized?

B) Mechanics:

Have you created a table using the proper menu?
Is everything spelled correctly?

Example:
Name

Address

Phone Number

E-Mail

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

Success Markers

Resume To Learn To Use Data Windows
Uses resume template
95/98
Checks spelling and grammar
Management
(Levels 4 & 5) Formats special characters
Techiques
Uses styles

Prerequiste
Skills
Checks
spelling
Prints
Saves

Write Clearly to
Express Ideas

Write for
Various
Purposes
(Level 3)

Produces a piece of writing using a variety
of forms
Provides factual content completely and
accurately
Proofreads and corrects first draft, focusing
on basic grammar, punctionation and
spelling

Write Clearly to
Express Ideas

Vocabulary
Building in
Writing
(Level 3)

Uses levels of language appropiate to
purpose
Selects words to create appropriate effects

Write Clearly to
Express Ideas

Grammar and Uses noun/pronoun agreement
Spelling
Uses standard subject-verb agreement
(Level 3)
Checks spelling and grammar

Applicable
Short -Term
Goal
To
complete
a
resume

Applicable Long
Term Goal
To
improve
computer
skills
To
overcome
computer
fear and
anxiety

To
improve
job skills

To
complete
a
resume

EVALUATION
Resume
Name:
Date:
Content
Provides factual content completely and accurately
Well organized
Condensed, easy to read information
Proofreads and corrects final draft

Mark
/10
/5
/5
/5

Style
Language is appropriate for business purposes
Words selected create appropriate effects
Follows template format
Uses bullets, indents and headings appropriately

/5
/5
/5
/5

Mechanics
Uses noun/pronoun agreement
Uses standard subject-verb agreement
Checks spelling

/5
/5
/5
Total /60

Comments:

LEARNER SHEET
Resume
Learner Name:
Related Goal:
Date:
Prerequisite Activities:
1.
2.
3.
4.

List all of your past employment.
Write down your personal strengths and skills.
Think of the main titles that you want to organize your resume.
Think about the type of job you would like. Do you want to write a general
resume or a specific one?

Resume
1. In Microsoft Word, choose a resume template. You will see that you can choose
from contemporary, professional or elegant style. Your other option is to use the
resume wizard and make up your own headings.
2. By cutting, pasting and selecting text, fill in your factual information onto the
resume template.
3. Check your resume for spelling and grammar errors. Proof read your resume.
4. Print a copy of your resume and hand it in.
5. You may ask the teacher or a friend for assistance at any time.
Marking
You will be marked on the following:
Content:
Did you provide all of your factual information?
Is it well organized?
Did you provide exact, easy to ready information?
Did you proofread and correct your final draft?
Style:

Is the language appropriate for business purposes?
Do you use words that create appropriate effects?
Do you follow the template format?
Do you use bullets, indents and headings appropriately?

Mechanics:
Is your grammar okay?
Is your spelling okay?

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component Outcomes

ATM
To Develop An
Banking Experimental Knowledge
Of Automated Banking

Skill Sets

Use an ATM
machine
(Levels 2)

Success Markers

Enters secret code
Withdraws money
Account update

Prerequiste
Skills

Applicable Short Term Goal

Has a
bank
card

To become
more
comfortable
with a bank
machine

Any
banking
exercises

To learn to
use a bank
machine

Bank statement
Uses cancel and correct
buttons
Red with Understanding
For Various Purposes

Read and
Comprehend
(Level 1)

Follows pictorial
instructions up to six
steps long
Reads from repetoire of
common sight words
taken from everyday life

Comprehension
Enhancement
Skills
(Level 1)

Perform Basic
OperationsWith Numbers

Write Numbers
(Level 1)

Numeracy Perform Basic Perform Basic
Operations With Numbers Money
Calculations
(Level 2)

Uses knowledge and
experience to
understand what is
read

Reads and writes
number words to ten

Demonstrates the
relationship between all
coins and bills up to
$100

Applicable
Long Term
Goal
To
keep
up
with
society

TEACHER'S GUIDE
ATM Banking
Process
This demonstration involves going to a bank and using the ATM machines. You may
want to obtain a bankcard at a chosen bank that is close to your class. I suggest
informing the bank manager about your goal to teach learners to use a bank machine.
Putting twenty dollars in an account will be sufficient for class purposes. Be sure that
you choose a security code that will be easily remembered and that you receive a
bankbook. If it is not possible for you to go to a bank machine, then I suggest using
software such as The Factory Mystery (please see references section). This software has
an ATM banking module.
Group Size
It is up to the individual instructor regarding the group size. I found it manageable to
have no more than six learners and to go to the bank when it was not too busy. For
example, I was told that the bank machines were busy from 4:00-6:00 pm and at noon
hours.
Demonstration
Depending on the bank, first get their information on "ATM Banking Steps". Each bank
usually has a card that pictorially depicts the banking steps to take. The demonstration
involves the following activities:
1. Reading over the steps to take in conducting ATM activities.
2. Going to the bank with a small group of learners.
3. De-mystifying the machine by showing learners the keyboard, the correction key,
and the cancel key.
4. Explaining to the learners ways in which they may privately enter their secret
codes.
5. Demonstrating to the learners how they may utilize the machine. The sequence of
steps that I took are outlined as follows:
1A Withdrawing Money
Put the card in the machine and enter the secret code.
Show the learners all of the options that come up on the screen.
Choose to withdraw $20.00.
Choose to print a receipt.
Deposit the money back into the account (in order for the learners to withdraw).
Now have each learner demonstrate the same activity.

1B Deposits money (Level 3)
Enter the bankcard in the machine and enter the secret code.
Discuss again all of the options that come up on the screen.
Choose to deposit $20.00.
Choose to print a receipt.
Now have each learner withdraw $20 and then deposit $20.
1C Account Update
Enter the bankcard in the machine and enter the secret code.
Discuss the options on the screen.
Choose to get an account update.
Print the account update.
1D Updating Bank Book (Level 3)
Go to the appropriate machine (there is often a separate machine for this activity).
Choose to update the bankbook.
Demonstrate to the learners how place the bankbook in the slot.
Observe each learner update the bankbook.

ATM EVALUATION
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration. If the learner needs
to be verbally led throughout this demonstration, then you may have to repeat the
demonstration at a later date. Learners with memory problems may appreciate
demonstration repetition.
Learner name:
Date:
Ready to go on:
Success Markers
Enters bank card into
machine and enters
secret code
Withdraws money from
account
Gets a receipt
Uses cancel and correct
buttons
Deposits money into an
account
Updates bank book
Does an account update

VERBALLY LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Sending To Develop A Basic
a fax
Understanding Of
Office Technology

Skill Sets

Uses a fax
machine
(Levels 2)

Success Markers

Loads a document
Directs key-paid dials
Sends a fax

Seak and Listen
Effectively

Communicating
Interpersonally
(Level 3)

Checks own understanding
by summarizing or
questioning appropriately
Takes notes as needed
Rephrases and clarifies ideas
that were not clearly
understood

Speak and Listen
Effectively

Communicating
in a group
(Level 2)

Communicating
in a group
(Level 2)

Perform Basic
OperationsWith
Numbers

Write Numbers
(Level 1)

Contributes ideas appropriate
to the topic in group
discussion and listens to the
ideas of others

Contributes ideas appropriate
to the topic in group
discussion and listens to the
ideas of others

Reads and writes number
words to ten

Prerequiste
Skills
Understands
important
safety
information

Applicable
Short -Term
Goal
To learn
to use a
fax
machine

Applicable
Long Term
Goal
To learn to
use office
technology

EVALUATION
Sending a Fax
Process
The process of this demonstration depends on the equipment that you have available. If
you have access to a fax machine, then you can decide on a place to send the fax
beforehand. You may provide a lesson before the demonstration that includes topics up
to level five. This demonstration comes with a learner sheet that provides instructions.
Group Size
One option is to present this demonstration to partners. The partners can work together
and can evaluate each other on their communication skills. You may then want to
observe the partners when they send the fax.
Demonstration
You may adjust the demonstration to suit lower or higher reading levels. You can keep
the theme the same or add to it.
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration.
Learner name:
Date:
Ready to go on:
Success Markers
Fills in the FAX cover
sheet
Loadsthe FAX cover
sheet
Direct key-pad dials
Sends a FAX

VERBALLY LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Sending a Fax
Learner Name:
Related Goal:
Date:
Instructions
This is a fax cover sheet. Fill it in and fax it to the number that your
instructor gives you!

Facsimile transmittal
To:

Fax :

From:

Date:

Re:

Pages:

CC:

Notes:

Urgent

For Review

Please Reply

Please Recycle

Please Comment

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

Creating and
Sending a
Fax Cover
Sheet

To Develop A
Basic
Understanding Of
Office Technology

Uses a fax
machine
(Levels 2)

To Learn to use
Data Management
Techniques

Microsoft Word
(Level 5)

Success Markers

Loads a document
Directs key-paid dials
Sends a fax

Uses styles
Uses document
templates

Prerequiste
Skills

Communicating
in a group
(Level 2)

Write clearly to
express ideas

Write for
Various
Purposes
(Level 2)

Perform Basic
Operations With
Numbers

Write Numbers
(Level 1)

To learn
to use a
fax
machine

To learn to
use office
technology

Starts a new
document

To learn
to use a
fax
machine

To
improve
job skills

Uses spelling
and thesauras

Contributes ideas
appropriate to the topic
in group discussion
and listens to the ideas
of others

Allows others
to speak and
waits for turn
in
conversation

Completes forms that
require information

Writes own
first and last
name
Copies from
printed
material

Reads and writes
number words to ten

Applicable
Long Term
Goal

Understands
important
safety
information

Formats
characters

Speak and Listen
Effectively

Applicable Short Term
Goal

To learn
office
technology
skills

EVALUATION
Creating and Sending a Fax Cover Sheet
Process
The process of this demonstration depends on the equipment that you have available. If
you have access to a fax machine, then you can decide on a place to send the fax
beforehand. You may provide a lesson before the demonstration that includes topics up
to level five. This demonstration comes with a learner sheet that provides instructions.
Group Size
One option is to present this demonstration to partners. The partners can work together
and can evaluate each other on their communication skills. You may then want to
observe the partners when they send the fax.
Demonstration
You may adjust the demonstration to suit lower or higher reading levels. You can keep
the theme the same or add to it.
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration.
Learner name:
Date:
Ready to go on:
Success Markers
Uses document
templates in MS Word
for creating a fax
Listens and contributes
to the ideas of his/her
partner
Accurately completes
the cover sheet
Loads the fax cover
sheet
Direct key-pad dials
Sends the fax

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Creating and Sending a Fax Cover Sheet
Learner Name:
Related Goal:
Date:
Instructions
Your boss has asked you and your co-worker to create a fax cover sheet.
You may do this by using Microsoft Word and by choosing the fax template.
You are to include the following information on your fax cover sheet:
1) The fax is to: Mr. Beetle
2) The fax is from: Mrs. Ernie
3) The fax is regarding: Suppliers
4) The number of pages is: 1
5) The date is: Today's Date
6) Check off Please Reply
7) Notes: Please send me the list of suppliers A.S.A.P
Complete the fax cover sheet and send it to the fax number provided by your instructor.
Good Luck!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Create and To Develop A
Photocopy Basic
a Memo Understanding Of
Using Office
Technology

To Learn To Use
Data Management
Techniques

Write Clearly to
Express Ideas

Read with
Understanding for
Various Purposes

Skill Sets

Understanding And Use
Of A Photocopy
Machine

Success Markers

Makes multiple
copies

Prerequiste
Skills
Understands
important
safety
information

Applicable Short Term
Goal

Applicable
Long Term
Goal

To learn to
use a
photocopy
machine

To learn to
use office
technology

To learn
about
office
technology

To
improve
computer
skills

Recognizes
parts of the
operation
panel
Microsoft Word
(Levels 4 & 5)

Writes for Various
Purposes
(Level 3)

Describing Types Of
Text And Demonstrating
An Understanding Of
Style And Form
(Level 1)

Uses memo
template

Checks
spelling

Checks spelling
and grammar

Prints

Produces pieces
of writing using a
variety of forms
such as letters
and memos

Identifies ways in
which different
kinds of written
materials are
organized

Saves

To
overcome
computer
fear and
anxiety

To learn to
use a
photocopy
machine
To learn
office
technology
skills

To
improve
job skills

EVALUATION
Create and Photocopy a Memo
Process
In order to accomplish this demonstration, it is necessary to have a photocopy machine.
You may provide a lesson before the demonstration that includes instructions on how to
use the photocopier. This demonstration comes with a learner sheet that provides
instructions for the learner.
Demonstration
You may adjust the demonstration to suit lower or higher reading levels. You can keep
the theme the same or add to it.
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration.
Learner name:
Date:

Ready to go on:
Success Markers
Uses document
templates in MS Word
for creating a memo
Accurately completes
the memo
Prints the memo
Photocopies the memo

VERBALLY LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Creating and Photocopying a Memo
Learner Name:
Related Goal:
Date:
Instructions
Your boss has asked you to create a memo. He then wants you to make a photocopy of
the memo. You should include the following information in your memo:
To:
From:
Date:
Re:

All personnel
Mr. Knowit
Today's date
Staff Meeting Notes:

Notes:
Please be advised that the staff meeting on December 31st has been
changed to January 5th. It is important for all personnel to attend. The
meeting will be from 1:00-3:00pm in the dark room.
Thank you
Mr. Knowit
Once you are finished, please put your name at the top and hand the memo in to your
instructor.
Good Luck!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Sending Internet And Ean E- Mail Use
Mail

Skill Sets

Utilizing E-Mail
(Level 2)

Success Markers

Sends a message
Types a message

Prerequiste
Skills
Learns the
parts of an
e-mail
name

Applicable Short Term
Goal
To
communicate
through email

Learns how
to apply for
an e-mail
account
Read With
Understanding
For Various
Purposes

Describing Types Of Text
And Demonstrating An
Understanding Of Form
And Style
(Levels 1)

Write Clearly to
Express Ideas

Writes for Various
Purposes
(Level 2)

Write Clearly to
Express Ideas

Visual Presentation
(Level 2)

Identifies ways in
which different
kinds of written
materials are
organized

Has an
introduction
to using Email

Writes answers to
simple
comprehension
questions in
sentence form

Can read
simple
questions

Searches and
correctly uses
format suited to
purpose of writing

Understands
the purpose
of using Email

Applicable Long
Term
Goal
To
improve
job skills
To keep
up with
social
changes

To
improve
computer
skills
To
overcome
computer
fear and
anxiety

To learn to
use E-mail

EVALUATION
Sending an E-Mail
Process
It may be necessary to obtain an e-mail account. Free accounts can be accessed through
Hotmail or Yahoo. After some preliminary practice using E- mail, the learner can then
send you an E-mail.
Demonstration
This demonstration involves the learner writing to you and answering three questions.
You will need to fill in your e-mail address on the learner sheet. You may adjust the
demonstration to suit lower or higher reading levels by making the questions more
complex. You may then reply to the learner's e- mail and let them know how they are
doing.
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration
Learner name:
Date:

Ready to go on:
Success Markers
Completes the proper
E-mail address
Types the answers to
your questions
Signs the E-mail
message
Sends the E-mail
message

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Sending an E-Mail
Learner Name:
Related Goal:
Date:
Instructions
Send the instructor an E-mail message at the following address
.
Please include the following information and remember to answer using complete
sentences.
1) What do you like about the course so far?
2) What don't you like about the course?
3) What is your favorite holiday of the year?
Now you may wait for a reply!

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Internet Internet And E-Mail
Scavenger Use
Hunt

Read With
Understanding For
Various Purposes

Skill Sets

Utilizing the
Internet
(Level 3)

Read To Find
Information And
Research
(Levels 3)

Read With
Understanding For
Various Purposes

Read and
Comprehend
(Level 2)

Write Clearly to
Express Ideas

Write for Various
Purposes
(Level 1)

Success Markers

Uses different
"search engines"

Prerequiste
Skills
Locates web
sites

Moves backwards
and forwards

Uses dictionary or
other resources
such as the
Internet

Able to locate
information using
titles or headings

Copies from
printed material

Has an
introduction
to the World
Wide Web

Applicable Short Term Goal
To research
interesting
topics on the
Internet

Applicable Long
Term
Goal
To improve
job skills
To keep up
with social
changes

To improve
computer
skills
To
overcome
computer
fear and
anxiety

EVALUATION
Internet Scavenaer Hunt
Marking
Each Internet site found may be marked with one point. The entire demonstration is
therefore out of 15 pts.
Resources
The following is a list of Internet Sites with specific topics. The learners may find some
of these sites or you may refer to these sites for other classroom activities.
TRAVEL
www.geographia.com
www.bbfrance.com
www.greentravel.com
www.telport.com
www.ecotour.org
SPORTS
www.ontariofishing.net
www.nspn.org
http://www.tufffemme.com/SOTW/SportsFemmes.com.html
www.squash.ca
www.grandriver.ca
GOVERNMENT
www.hrdc -drhc.gc.ca
www.cisti.nrc.ca
www.whitehouse.gov
www.nasa.gov
SCIENCE AND NATURE
www.nationalgeographic.com
www.iop.org
www.maptech.com
www.wwfcanada.org
HEALTH & FITNESS
www.askdrweil.com
http://cancerfacts.com
www.geriatricsandaging.com

CAREERS
www.careertips.com
www.worklink.com
http://jobstar.org
http://www.looksmart.com
AUTOMOTIVE
www.porsche.com
www.capma.com
MUSIC
www.sonymusic.com
www.bmgclassics.com
HISTORY
www.historytelevision.ca
www.historysociety.ca
www.valourandhorror.com
http://serials.abc-clio.com
NEWS
www.cnn.com
http://espn.go.com
www.nytimes.com
www.therecord.com
www.usatoday.com
www.weather.com
www.cbc.ca
GARDENING
www.garden.com
www.canadianliving.com
www.gardenweb.com
www.hortmag.com
www.vg.com

LEARNER SHEET
Internet Scavenger Hunt
Learner Name:
Related Goal:
Date:
Instructions
You are going on an Internet scavenger hunt. Find three Internet sites related to each
topic. Copy down the addresses of the Internet sites you find.
Good Luck!
1. Travel

2. Sports

3. Government

4. Music

5. Gardening

6. History

7. News

8. Health

TEACHER'S GUIDE
On-going and Exit Technology Demonstration
Demo
Activity

Component
Outcomes

Skill Sets

Internet Internet And E-Mail Utilizing the
Research Use
Internet
Project
(Level 4)

Read With
Understanding For
Various Purposes

Read To Find
Information And
Research
(Levels 3)

Read With
Understanding For
Various Purposes

Read and ReTell
(Level 3)

Read With
Understanding For
Various Purposes

Read and
Comprehend
(Level 3)

Write Clearly to
Express Ideas

Write for
Various
Purposes
(Level 2)

Success Markers

Locates specific
information

Prerequiste
Skills
Navigates a
web site
Uses
different
search
engines

Uses dictionary or other
resources such as the
Internet

Identifies the main idea
in a piece of written
work

Reads longer
newspaper or magazine
articles (or Internet
information)

Writes answers to
simple comprehension
questions in sentence
form

Has an
introduction
to the World
Wide Web

Applicable Short Term Goal

Applicable Long
Term
Goal

To research
interesting
topics on the
Internet

To improve
job skills

To research
a career on
the Internet

To improve
computer
skills

To keep
up with
social
changes

To
overcome
computer
fear and
anxiety

EVALUATION
Internet Research Project
Process
You may introduce this demonstration after the learner has experienced searching using
"search engines". Learners may want to list specific topics that interest them beforehand.
Demonstration
This demonstration involves the learner researching a topic of interest on the Internet.
You may make this demonstration more complex by introducing more comprehension
questions, or by asking the learner to write a report.
Introduction to the checklist
This checklist will help you to determine whether or not the learner is ready for a
higher-level activity. The goal is to receive most of the checks in the "does
independently" column. If the learner receives four checks in the "does independently"
column then they have "successfully" completed the demonstration.
Learner name:
Date:

Ready to go on:
Success Markers
Choses a topic of
interest
Locates specific
information
Answers questions with
an understanding of the
Internet site
Identifies "links" related
to topic

VERBALLY LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

LEARNER SHEET
Internet Scavenger Hunt
Learner Name:
Related Goal:
Date:
Instructions
You are about to begin a research project by using the Internet. First of all think of a
topic that may interest you. You may want to research a specific career or a hobby.
1. Think of a topic that interests you.
2. Using a "search engine", search for information on your topic.
3. Print off a page of information about your topic.
4. Answer the following questions:
a. What is your research topic?

b. Why did you choose this topic?

c. What new information did you learn?

d. What "links" did you find that relate to your topic?

PROJECT RECOMMENDATIONS AND SUMMARY
Recommendations
1. Needs Assessment: A needs assessment prior to the formation of classes or
further demonstrations should be apriority. A needs assessment was conducted
two years prior to this project, but perhaps a more up-to-date and in-depth needs
assessment could be accomplished. It would be significant to determine the
interest level of LBS learners in certain technology modules. A needs based
learner-centered curriculum could then be developed.
2. Training: Teachers may feel hesitant about teaching technology and computer
skills when they themselves do not have training in the computer field. It is
therefore understandable that many teachers may feel overwhelmed at the
prospect of teaching technology modules within their LBS classes. For this
reason, workshops should be available to teachers concerning "technology"
demonstrations. The other option is to have separate LBS computer classes, where
the focus is specifically on technology and beginner use of these technologies.
The learners would then obtain the necessary skills to do their literacy
demonstrations with available software.
3. Equipment: In order for technology modules to be introduced to the LBS
classroom, it may be necessary to add functional equipment and Internet hook-up.
Many of the demonstrations created may be done on a word processor.
4. Learner-teacher ratio: In the case that an LBS classroom has functioning
equipment as well as a teacher who feels comfortable with teaching computers,
then it would be ideal for the literacy practitioner to include the technology
components within their everyday classroom-teaching schedule. It may be
difficult for a LBS teacher to teach technology skills unless the learner-teacher
ratio is sufficiently small. I found,that a ratio of one teacher to ten or twelve
learners was optimal.
5. Component Outcomes: More component outcomes could be developed based on
a needs assessment and recent up-to-date technology.
6. Age-related demonstrations: Although I tried to incorporate generic topics that
would be of interest to all age groups, I feel that more demonstrations could be
developed that are age-specific. Specifically, more demonstrations could be
developed related to special interests and current politics and news sources.
7. Age-related learning needs: In the classes consisting of older adults special
adjustments were made to minimize the glare of the computer screens, to zoom
the documents and enlarge the print, and to include some stretches and mobility
exercises on breaks and at the end of the class. It is recommended that alterations
to teaching methods and learner materials be made in each class based on
learners' needs.

8. Class Time: The classes were coordinated according to the time that the
partnering agencies had available, as well as the maximum amount of time that
learners could commit to staying per class. This is not an optimal arrangement.
The time for classes should be between one and two hours in length.
9. Literacy Assessment: A literacy assessment should be conducted on all learners
so that improvement of literacy levels can be delineated over time.
Summary
Challenges

This project focused on creating demonstrations for technological literacy. The four main
areas were outlined as data management, office technology, Internet use, and banking
activities. Overall, the demonstrations were well received by the learners and all learners
progressed with regard to their technology skills. This project may serve as a beginning
point for the development of technological demonstrations and initial assessment tools.
Practitioners may therefore expand upon the initial assessment, observation checklists,
self-evaluation (exit assessment), and demonstrations. Although the project met project
objectives, it was not possible to provide a comprehensive understanding of information
technology. It would be ideal to develop more demonstrations based on a survey of
learner goals and new information technology that
is accessible to literacy and basic skills learners.
All learners progressed with regard to each skill set (see results section for additional
information). Also all learners but one were somewhat comfortable with regard to
computer use. This improvement in comfort level may be important when considering
that these same learners may then take the initiative to use the computer in their
"regular" literacy, and basic skills classes. Furthermore, many of the learners may feel
more at ease to continue with additional technology training, and may subsequently
experience a higher level of independence in their personal lives.
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DEVELOPMENT OF DEMONSTRATIONS
Introduction
According to the document "Working with Learning Outcomes", demonstrations must
be grounded in the needs, goals, and priorities of learners, as identified by the initial
assessment (1998, p.24). Key demonstration activities integrate many skill sets and
success markers and demonstrations alert the instructor about the progress of the
learner. Overall it is stated "The LBS program provides learners with the opportunity to
develop and then to demonstrate the literacy skills that help them attain their personal
goals related to further training, employment, and independence" (1998, p.23). The
document "Working with Learning Outcomes" has guidelines that assist practitioners to
devise presentations. These guidelines are summarized as follows:
1. The demonstration is related to the learner's goals.
2. The specific skill sets and associated success markers embedded in a
demonstration are easily recognizable.
3. The demonstration challenges the learner to integrate several skill sets and success
markers at once. This integration may demonstrate that learners will be able to
apply their newly developed skills in a real-life context.
4. The demonstration resembles, as closely as possible, real-life contexts.
5. The demonstration reflects the learner's cultural context.
Other features to consider are:
1. Transparency: The level of skill and the success markers should be transparent to
the learner, as well as how the demonstration is related to his/her goal.
2. Focus: Highlight only the skill sets and success markers that are most important
3. Success: Demonstrations should be positive and affirming and should reveal
learner strengths, not failures.
4. Feedback: An appropriate balance between learner strengths and weaknesses has
to be reached. The demonstrations should not be too easy, nor should they lead to
failure.
Technology Topics
The proposal for this project clearly outlined four technological areas of learning. These
areas of learning were:
1.
2.
3.
4.

Data Management (word processing and spreadsheets)
Internet Use (learning, research and communication)
Office Technology (calculators, fax, voice mail, photocopiers)
Banking Activities (ATM banking)

The Process
It was important to develop functional literacy demonstrations related to the uses of
technology, as well as the technology topics outlined in the proposal. This meant that
demonstrations had to be meaningful and relevant to the learners' everyday lives. The
following steps were taken in order to develop technological and literacy-related
demonstrations (not necessarily in the following order):
1. Consideration of software: I thought of the most common uses of software
applications and then tried to make the purpose of the activities as wide in scope
and content as possible. Since one of the technology components was data
management, I instantly thought of Microsoft Office software. This software
could be used for numerous applications and the demonstrations could also be
administered in Word Perfect, Microsoft Works, or Word Pad. Each
demonstration may then be adapted to suit learner needs, interests, and classroom
resources.
2. Goal reflection: I reflected on the learners' goals and considered the ways in
which learners would use the technology components in their everyday lives. I
came up with a list of potential demonstration activities and then asked the
learners during the initial assessment what their level of priority would be for
completing these activities. Learners also added to the goal checklist in order for
the development of demonstrations that had not been considered.
3. Current technology classes: I spoke with other computer teachers to find out what
their course outlines entailed. I also found that there were few basic office
technology classes and I did not find any other ATM banking classes. I spoke
with literacy instructors and found that they were already teaching voice mail and
calculator skills in their classes.
4. Demonstrations: I considered the demonstration guidelines, technology
components, goals of learners, and the literacy levels of learners. I also considered
demonstrations that would interest all ages.
5. Course Outline: A course outline was developed with basic topics so that
demonstrations could be linked to topics that would coincide with preliminary
learning activities and learner goals. I determined that more time would need to be
spent on computers than ATM banking and Office Technology (learners were
only interested in learning about the fax machine and the photocopier), and I
allocated time for each component. I found that the natural progression of
computer-related topics was: 1) Windows, 2) Word, 3) Internet and 4) E-mail.
6. The Learning Outcomes document: This document was used as a resource in
order to decide which success markers and skill sets were embedded in the
demonstrations. Technology demonstrations were therefore linked to literacy
outcomes.

7. Demonstration expansion: Some of the demonstrations were altered so that they
included the same computer mastery but at different literacy levels. For example,
the demonstration entitled "Writing a Letter" was adjusted to accommodate level
2, and level 3 component outcomes for "Write Clearly To Express Ideas".
"Writing A Cover Letter" was then created for the level 4 component Outcome
"Write Clearly To Express Ideas".
Teaching Demonstrations: Analysis of the Goal Checklist
The progression from the assessment to the development of teaching demonstrations was
clearly outlined through analysis of the goal checklist. In each class a summary of the
highest priority goals led to the teaching demonstrations. Fortunately, many of the
learners had the same goals and the same interests. Demonstrations were therefore made
for only those component outcomes and skill sets that the learners were interested in
learning. The following tables provide a breakdown of the number of learners per site
who were interested in each component outcome and skill set.
Percentage of Learners Interested in Each Component Outcome
Site

Data Management

Internet and E-Mail

ATM Banking

University Heights

100

100

27

St. David's

100

100

3

Ted Wake

100

75

1

ARGUS

100

100

50

Percentage of Learners Interested in Office Technology Skill Sets
Site

Faxing

Photocopying

Calculator

Voice Mail

University Heights

66

55

0

0

St. David's

15

20

0

0

Ted Wake

0

0

0

0

ARGUS

0

0

0

0

Although this project did not stress or investigate the reasons for learner interest in
varying modules, learners did informally state that they were not interested in learning
about ATM banking because:
1. They already knew how to use the bank machines.
2. They enjoyed the interactions with the people working as "tellers" and did not
want to use the machines (older adults).
3. They were not interested in ATM banking but expressed interest in Internet
banking.
Learners may not have been interested in learning to use the fax and photocopy
machines because they either reported that they did not have any use for the machines
or that they already knew how to fax and photocopy documents. Learners expressed that
they were not interested in learning to use the calculator or voice mail. This may have
been because many of the learners already knew how to use the calculator as well as
voice mail.

PARTNERSHIPS AND FIELD TEST SITES
Introduction
An information letter was sent to all agencies affiliated with the Project READ Literacy
Network. This information letter explained the purpose and objectives of the project as
well as the projected starting date of the project. Along with the information letter, a
poster was sent in order to generate interest in the project. In many cases a personal
visit to the agencies and the literacy sites coincided with the information letter and
poster. If the literacy agency was interested in being directly involved with the project
then they were asked:
1.
2.
3.
4.

Do you currently have computer classes?
If not, are you interested in starting a literacy-computer class?
What kind of equipment and time frame is available?
Do you have learners that are interested in taking the classes?

It was originally thought that if a literacy site was interested in test piloting a technology
class, then the Waterloo Catholic District School Board could supply the equipment for
the classes. Upon investigation it was found that for insurance reasons, the addition of
new equipment into current classrooms was not plausible. Furthermore, some literacy
sites ran one-on-one computer sessions but did not have the facilities for group lessons.
Other limitations involved equipment since many of the literacy classes did not have
reliable equipment, nor did they share the same software programs. Many literacy
instructors also expressed unease with teaching computer skills to their learners and
many literacy sites had time restrictions for the booking of rooms. For all of these
reasons, it seemed that our best plan of action was to form partnerships and to create
demonstration test pilot sites, even if this meant going outside of the literacy field.
Partnerships
The Waterloo Region District School Board expressed an immediate interest in
collaborating throughout the project. One of the computer labs at University Heights
Secondary School was booked and one of the literacy instructors (Sue Boucher) agreed
to assist with the classes.
A partnership was also created with the City of Waterloo, Wing 404 Adult Rotary
Center. They had previously run senior computer classes and wanted to take steps
towards starting the classes once again. Meetings were held with Pat Runstedler from
St. David's High School, Mary Thorpe from the City of Waterloo, and Helen Stiles, a
prominent volunteer with the City of Waterloo. A room was booked at St. David's
School for the computer-related classes and Wing 404 was used for the office
technology and automatic teller banking (ATM) classes.

Ted Wake Lounge: W.G. Johnson Center in Cambridge also expressed an interest in the
classes. Meetings were held with Nicole Cichello, the Recreation Coordinator, as well
as a group of computer instructors. The boardroom was booked at Ted Wake Lounge
and two computer instructors committed to assisting with the classes.
Although promotional materials were sent out to all youth centers, and meetings were
held with several youth organizations, it became a challenge to form a partnership as
well as to target youth who were out of school and over the age of sixteen. ARGUS
Residence for Young People finally agreed and meetings were held with Holly Norman,
the Program Supervisor. Since the residence has continuous intake, the in-residence
youth would be approached and classes would be conducted on a flexible basis.
Learner Recruitment
Since Literacy and Basic Skills delivery services focus on people who are underemployed, with a special emphasis on Ontario Works recipients, the classes were geared
towards these people (MET, 1998, p.7). Posters were sent out to all senior centers,
nursing homes, and youth centers. Posters were put up at University Heights Secondary
School and at ARGUS Residence for Youth. Ted Wake Lounge advertised for the
classes through their newsletter. A sign up sheet was used at all sites, and personal visits
were made to all sites. As a result of collaboration and promotional efforts four classes
were formed. The following table outlines the number of learners per test pilot site.

Site

Age Group

Number of
Learners

University Heights Secondary School

Adults

18

Ted Wake Lounge: W.G. Johnson
Center

Older adults with
some adults

12

ARGUS Residence for Youth

Youth

6

St. David's Secondary School & 404
Wing

Older adults

20

The following frequency tables outline descriptive statistics regarding the classes
created.
Literacy Levels from all Test Pilot Sites
Frequency
Valid

Missing
Total

Level
Level
Level
Level
Level
Total
10.0

Percent

1
2
3
4
5

6
3
4
10
28
51
1
52

Valid Percent
11.5
5.8
7.7
19.2
53.8
98.1
1.9
100

11.8
5.9
7.8
19.6
54.9
100

Age Categories for all Test Pilot Sites
Frequency
Valid

20-24
25-54
55-64
65+
Total

Percent

Valid Percent

6
16
6
27
52

11.5
30.8
5.8
51.9
100.0

11.5
30.8
5.8
51.9
100.0

Number of Learners at each Test Pilot Site
Frequency
Valid

Percent

University Heights
St. David's
Ted Wake Lounge
ARGUS for Youth
Total

18
20
12
2
52

Valid Percent

34.6
38.5
23.1
3.8
100.0

34.6
38.5
23.1
3.8
100.0

Gender of all Learners at Test Pilot Sites
Frequency
Valid

Female
Male
Total

Percent
36
16
52

Valid Percent
69.2
30.8
100.0

69.2
30.8
100.0

Special Needs Learners at all Test Pilot Sites
Frequency
Valid

Vision
Hearing
Mobility
Memory
Identified Learning
Disability
No identified Disability
Total

Percent

Valid Percent

2
4
2
1

3.8
7.7
3.8
1.9

3.8
7.7
3.8
1.9

7
36
52

13.5
69.2
100.0

13.5
69.2
100.0

FIELD TESTING
Older adults
Older adult classes took place at St. David's Secondary School in Waterloo, as well as
the Ted Wake Lounge in Cambridge. The schedules and material covered in these
classes differed according to the maximum amount of time that rooms could be booked.
For example, at St. David's Secondary School 11.5 hours were available for technology
instruction, and each class was an hour and a half in length, and once a week. At Ted
Wake Lounge, there were two classes per week, for 3.0 hours each, with six older adults
in each class and the total instruction time was 18 hours total per class. The senior
classes also differed with regard to available resources and the "set-up" for instruction.
The class at St. David's began with 20 older adults, and nine grade nine volunteers. Each
of these volunteers was paired with two older adults. The volunteers significantly
contributed to classroom discussion by explaining demonstrations as well as any other
questions that arose throughout the class. The volunteers had a volunteer orientation
before the classes began and Pat Runstedler who teaches at the school handpicked them.
Each volunteer was also shown how to complete the observation checklist. The
computer lab consisted of computers, a network Internet connection, a printer, and a
scanner. The E-mail portion of the course was completed through Hotmail and Yahoo.
The scanner was incorporated into the final lessons.
The two classes that ran at Ted Wake Lounge were smaller with six people per class.
These classes had 18 hours of instruction time and were longer in length (3 hours). For
the purpose of test piloting the demonstrations, the classes were condensed and intense
in scope. Many of the older adults were at a beginning skill level. The Internet portion
of the class was run at the City Hall in Cambridge. The E-mail portion of the course
was completed through Hotmail and Yahoo.
Adults
The adult classes took place at University Heights Secondary School. They were run in
partnership with the Waterloo Region District School Board and consisted of three
instructors, two volunteers, and 18 learners. The classroom used was a computer lab in
the high school and each learner had access to a computer as well as a printer. The email portion of the course was completed through the use of Pegasus mail.
Youth
The classes at ARGUS Residence for Young People were very flexible in orientation.
Six learners were assessed and started the lessons but most of these learners eventually
left the residence. There were only two learners who participated in the whole program.
There was one computer in the residence and the Waterloo Catholic District School
Board provided a laptop. This site did not have Internet access so the Internet
demonstrations were not tested.

The Process of Field Testing the Initial Assessment
Each learner was phoned and an interview time was arranged before the classes began.
At the beginning of each interview, the purpose of the interview was discussed, as well
as the purpose of the test pilot classes. The interviews were conducted in a confidential
and private manner. It was explained that the purpose of the assessment was to explore
what the learner did, and did not, know how to do, so that we could make sure that the
learner worked toward his/her goals. These interviews lasted anywhere from 10 to 30
minutes depending on the learner. It was determined at the beginning of the interview
the degree to which the learner wanted to complete the forms. In some cases, I asked
the questions and then filled out the form and in other cases the interview was more
"participatory" with learner completing several portions of the assessment. During the
interviews, if the learner felt uncomfortable with any question, they were given the
option to decline from answering.
After the initial assessment, the learner's level was determined according to the
component outcomes, skill sets, and the success markers. The statements on the
assessment progress from level one through to level five for each component outcome.
Once I realized that the learner did not recognize any of the tasks from the higher levels,
I moved on without making the learner feel uncomfortable. It was my goal to make the
self-evaluative assessment as empowering a process as possible.
Interview Materials
Along with the assessment, an information sheet concerning the course was given to the
learner. The information sheet also had a contract to sign and outlined the expectations
for the course (Appendix B). Other items that the learners received included:
A calendar outlining the schedule
A pad of paper
A folder to hold all course information
In some instances a map
A floppy disk
Literacy Assessment
A literacy assessment had been completed for the adults involved in the test pilot
classes. Instructors at the Waterloo Region District School Board conducted these
assessments, and a list of learner literacy levels was delivered before the test pilot
classes began. Older adults were asked whether or not they wanted a literacy
assessment and many declined. Youth also declined from writing a literacy assessment
and unfortunately the time line did not permit second interviews to be conducted.
literacy assessments were therefore complete for the adult learners but not for the older
adults or for the youth. The older adults and youth were asked what level they last
completed in school. learners' literacy level was determined from this question.

Literacy assessments were therefore complete for the adult learners but not for the older
adults or for the youth. The older adults and youth were asked what level they last
completed in school. Learners' literacy level was determined from this question.
Group Differences for the Initial Assessment
The interviews and assessments were conducted somewhat differently depending on the
age group. I found that with the youth, many of them wanted to answer the questions by
themselves and completed the assessment within 5 to 10 minutes. When they did this, I
sat beside them to further explain any questions that arose.
For older adults, the print was enlarged and spacing was added. On question 24, I
omitted the following goals:
to improve job skills (instead "to improve volunteer experience" was added)
to complete a resume
to look for a job on the Internet
to pursue new computer-related technical jobs

Learner Progression

Component Outcome Improvement
Inclusion of all Test Pilot Sites

In order to examine learner progression for each module or skill set, a cross tabulation
was formulated concerning the levels of the learners at the test pilot sites. The following
tables illustrate that all learners progressed with regard to each skill set. The first
table of each skill set depicts the number of learners at each level when the initial
assessment took place. The second table of each skill set illustrates the number of
learners at each level after demonstrations, observations, and self -evaluations have
taken place. Although more in-depth analysis could have occurred, it was determined
that the scope of this project did not include this analysis. For example, it would have
been interesting to compare progress across age groups as well as genders.

The quantitative data consisted of the measurable progress of the learners. The
following is a chart that indicates the mean levels of all of the learners at the beginning
of the courses compared to the levels at the end of the courses. For example, the first
bar indicates the mean entrance level for use of Windows 95/98 (1.5), and the second
bar illustrates the mean exit level for using Windows 95/98 (3.5). All of the learners at
all of the sites demonstrated improvement and clearly progressed to higher technology
levels
Use of Windows at Initial Assessment
Site

Level 1

University Heights
St. David's
Ted Wake Lounge
Argus
Total

Level 2

Level 3

Level 4

No
Response

6
9
6

11
8
5
1

1
2
1

1

21

25

4

1

Total

1

18
20
12
2

1

52

Use of Windows at Final Assessment
Site

Level 1

Level 2

University Heights
St. David's
Ted Wake Lounge
Argus

1

Total

1

Level 3

Level 4

Level 5

No
Response

2

7
7
7

11
11
3

2

2

21

25

2

Total

1

18
20
12
2

1

52

Microsoft Word Skill Level at Initial Assessment
Site

Level 1

Level 2

Level 3

Level 4

University Heights
St. David's
Ted Wake Lounge
Argus

12
13
11
1

4
7

2

Total

37

11

4

Level 5

No
Response

Total

0

0

0

18
20
12
2

0

0

0

52

1
1

Microsoft Word Skill Level at Final Assessment
Site

Level 1

Level 2

University Heights
St. David's
Ted Wake Lounge
Argus
Total

0

Level 3

Level 4

Level 5

7
4
1
1

7
9
10

4
5
1
1

13

26

11

No
Response
2

2

Total
0

18
20
12
2

0

52

Internet Skill Level at Initial Assessment
Site

Level 1

Level 2

Level 3

University Heights
St. David's
Ted Wake Lounge
Argus

16
20
8

1

Total

44

2

Level 4

Level 5

No
Response

1

Total
18
20
12
2

0

1

3
2
1

0

0

52

Internet Skill Level at Final Assessment
Site

Level 1

Level 2

Level 3

Level 4

Level 5

No
Response

University Heights
St. David's
Ted Wake Lounge
Argus

7
10
4

2
5
4

4
3

5
2

Total

21

11

7

7

Total

4
2

18
20
12
2

6

52

0

E-Mail Skill Level at Initial Assessment
Site

Level 1

Level 2

Level 3

Level 4

Level 5

No
Response

Total

University Heights
St. David's
Ted Wake Lounge
Argus

17
19
8

1
1
1

0
3
2

18
20
12
2

Total

44

3

5

52

E-Mail Skill Level at Final Assessment
Site

Level 1

Level 2

University Heights
St. David's
Ted Wake Lounge
Argus

1

Total

1

Level 3

Level 4

Level 5

No
Response

Total

4
12
4

1
6
2

11
1
1

1
1

0
5
2

18
20
12
2

20

9

13

2

7

52

Photocopying Skill Level at Initial Assessment
Site

Level 1

Level 2

Level 3

University Heights
St. David's
Ted Wake Lounge
Argus

7
1

1
3

Total

8

4

Level 4

0

Level 5

0

No
Response

0

Total
10
16
12
2

18
20
12
2

40

52

Photocopying Skill Level at Final Assessment
Site

Level 1

Level 2

University Heights
St. David's
Ted Wake Lounge
Argus
Total

0

Level 3

Level 4

3
1

5
3

4

8

Level 5

0

No
Response

0

Total
10
16
12
2

18
20
12
2

40

52

Faxing Skill Level at Initial Assessment
Site

Level 1

Level 2

Level 3

University Heights
St. David's
Ted Wake Lounge
Argus

11
3

1

Total

14

1

Level 4

0

Level 5

0

No
Response

0

Total
6
17
12
2

18
20
12
2

37

52

Faxing Skill Level at Final Assessment
Site

Level 1

Level 2

University Heights
St. David's
Ted Wake Lounge
Argus
Total

0

Level 3

Level 4

11
3

1

14

1

Level 5

0

No
Response

0

Total
6
17
12
2

18
20
12
2

37

52

ATM Banking Skill Level at Initial Assessment
Site

Level 1

Level 2

Level 3

University Heights
St. David's
Ted Wake Lounge
Argus

1
3

4
3
1

Total

4

8

Level 4

0

Level 5

0

No
Response

0

Total
13
14
11
2

18
20
12
2

40

52

ATM Banking Skill Level at Final Assessment
Site

Level 1

Level 2

University Heights
St. David's
Ted Wake Lounge
Argus
Total

0

Level 3

Level 4

Level 5

3

4
3
1

1

3

8

1

No
Response

0

Total
13
14
11
2

18
20
12
2

40

52

The initial assessment included a question pertaining to "computer comfort level". The
following tables and diagrams pictorially depict the percentage of total learners that
improved their levels of comfort with regard to using the computer. During the initial
assessment, 38 percent of the learners said that they were somewhat uncomfortable, and
13.5 percent said that they were very uncomfortable. At the exit assessment, 46 per cent
said that they were "somewhat comfortable" and only one learner indicated that he/she
remained somewhat uncomfortable.
Initial Assessment
Computer Comfort Level
Frequency
Valid

Very Comfortable
Somewhat comfortable
Neutral
Somewhat Uncomfortable
Very Uncomfortable
Total

Percent
4
14
7
20
7
52

7.7
26.9
13.5
38.5
13.5
100.0

Valid
Percent
7.7
26.9
13.5
38.5
13.5
100.0

Cumulative
Percent
7.
34.
48.
86.
100.

Exit Assessment
Computer Comfort levels 2
Frequency
Valid

Very Comfortable
Somewhat comfortable
Neutral
Somewhat Uncomfortable
10.00
Total

Percent
18
24
8
1
1
52

34.6
46.2
15.4
1.9
1.9
100.0

Valid
Percent
34.6
46.2
15.4
1.9
1.9
100.0

Cumulative
Percent
34.
80.
96.
98.
100.

Learner Final Course Evaluations
The learners at all of the sites were given a final course evaluation. Many of the learners
chose to comment about the course. The following is a summary of remarks that the
learners made for the last questions on the evaluation. This summary was formed by
contrasting and comparing learner comments, and then creating categories that were
similar for most learners. These comments were also grouped according to age-related
responses.
The adults enjoyed all topics covered in the course
The adults felt that the course could have been slower and run "more in-depth"
The adults' favorite activities were the Internet and E-Mail
The older adults felt that more time could have been given for the course topics
The older adults found the computer language to be difficult to learn
Many of the older adults commented that the course was rewarding
The older adults remarked that the learner volunteers were excellent
The older adults wanted the course to be continued
The older adults enjoyed all of the course material
The youth enjoyed the lessons
Almost all of the older adults at the St. David's site expressed in their final evaluations
that they thoroughly enjoyed their assigned volunteer and felt that the volunteers were
essential for the large class. At the Ted Wake Lounge site, it was found that the classes
were too lengthy and many older adults voiced that they would have liked a shorter
class. There was one volunteer per class at Ted Wake Lounge and it was concluded that
these volunteers were essential in decreasing frustration levels when first attempting to
use the computers.
Challenges of Study
1. This project was completed in a time period of six months. This left little room
for formally testing or monitoring literacy levels. Testing throughout the initial
assessment, on-going demonstrations, and the observation checklists inundated
the learners who participated at the test pilot sites. Consequently it was
determined that it was beyond this project to focus on demonstrated improvement
of literacy levels. Furthermore, a two-week course would probably not be
sufficient in making measurable progress towards literacy goals.
2. The demonstrations were test piloted by the author as well as volunteers, one
literacy instructor, and other computer teachers. It would have been beneficial to
receive feedback from more literacy instructors. Furthermore, a six-week period
of running the classes, as well as testing the demonstrations, was unrealistic. It
would have been ideal to test the demonstrations over a longer period of time so
that each topic could be mastered before demonstrations were introduced. For this
reason, I felt that I was often using a demonstration as a learning activity with the
reasoning that during a regular Literacy and Basic Skills class, and over a longer
time period, instructors could use these demonstrations for what they were meant
to be–demonstrations!

3. One particular challenge was finding a youth organization to collaborate on this
project. The main reason for this was that many of the youth were transient and
under literacy and basic skills guidelines youth needed to be out of school and out
of work. Furthermore many of the youth that did express interest in the project,
wanted to work privately similar to a one-on-one tutor situation.
4. The class length and the class size posed as challenges. At Ted Wake Lounge the
senior classes were too lengthy (three hours), and many older adults voiced that
they would have liked shorter classes (preferably less than two hours). At St.
David's School, the class had twenty older adults and nine volunteers. This class
size was only manageable because of the enlistment of volunteers.
5. It became a challenge to cover all data management component outcomes. Many
of the learners who were enlisted at the test pilot sites were beginner learners. For
this reason class material progressed from Windows, to Microsoft Word and then
to the Internet and E-Mail. Although learners were interested in spreadsheets and
Microsoft Excel, we did not have the testing time to cover these topics. Microsoft
Excel teaching demonstrations and observation checklists were therefore not
developed.

APPENDICES

APPENDIX A
Exit Assessment & Final Evaluation

PART OF THE COURSE EVALUATION
NAME:
DATA MANAGEMENT
1. Please answer the following statements by circling the correct response for you:
I know …
How to use the mouse
The parts of the computer
How to turn on/off the computer
How to use the start button
How to open and close solitaire
how to make a window smaller and
larger
Where the delete key is
How to open Microsoft Word
How to type in Microsoft Word
How to save a document
How to print a document
How to use bold and underline
How to use cut and paste
How to change line spacing
How to insert page numbers
How to use grammar and spelling
check
How to create a header and footer
How to insert pictures
How to create a table

Never

Sometimes

Often

Very Often

All the time

1
1
1
1
1
1

2
2
2
2
2
2

3
3
3
3
3
3

4
4
4
4
4
4

5
5
5
5
5
5

1
1
1
1
1
1
1
1
1
1

2
2
2
2
2
2
2
2
2
2

3
3
3
3
3
3
3
3
3
3

4
4
4
4
4
4
4
4
4
4

5
5
5
5
5
5
5
5
5
5

1
1
1

2
2
2

3
3
3

4
4
4

5
5
5

Never

Sometimes

Often

Very Often

All the time

1
1
1
1
1
1
1

2
2
2
2
2
2
2

3
3
3
3
3
3
3

4
4
4
4
4
4
4

5
5
5
5
5
5
5

1

2

3

4

5

1

2

3

4

5

INTERNET & E-MAIL
2. Please answer the following statements:
I know how to…
Send an E-mail
Reply to an E-mail
Print a message
Send an attachment by an E-mail
Get to an Internet address
Scroll down the page
Use different search engines for the
Internet
Move forward and backwards from
Internet sites
Download a file

3. How comfortable do you feel about using computers in general (at this point in time)?
Very Comfortable

Somewhat
Comfortable

Neutral

Somewhat
Uncomfortable

Very
Uncomfortable

1

2

3

4

5

THANK YOU FOR YOUR TIME IN FILLING THIS OUT!!!

Evaluation Form
Please circle the answer that applies to you.
1. Have you learned new skills or things by attending this class?
Yes

No

2. Does this class provide you with some enjoyment?
Yes

No

3. Do you feel good about yourself after the class?
Yes

No

4. When instructions are given, do you understand them?
Yes

No

5. Are you interested in the activities done in class?
Yes

No

6. Do you have an opportunity to get to know other classmates/learners?
Yes

No

7. Will you continue to attend class?
Yes

No

8. Do you feel like you were involved in the activities of this group?
Yes

No

9. Do you consider the class to be rewarding?
Yes

No

10. Do you have enough assistance to do what you want to accomplish?
Yes

No

11. Please list and describe your favourite activity in class.

12. Do you have any additional comments? Please add them.

APPENDIX B
Information Letter

St. Louis Adult Learning Centres
WATERLOO CATHOLIC DISTRICT SCHOOL BOARD

75 Allen Street East
Waterloo, ON N2J 1J3
(519) 745-4277
Fax 745-4277

291 Westminster Dr. N.
Cambridge, ON N3H 1S3
(519) 650-1250
Fax 650-4999

Sample Information Letter

Technology Classes

Hello
Thank you for deciding to take part in the technology classes. As you may already
know, there are four components to these classes. These components include Computer
use, Internet and E-mail, Office Technology and ATM banking. You may choose to
take part in as many classes as you wish.
The technology classes are being run in partnership with The 404 Wing Rotary Center
and the Literacy and Basic Skills Program. Literacy and Basic Skills hired me to
develop a program to do with technology, to run the program as a test pilot study, and
to evaluate the program. Your input concerning these classes will be greatly appreciated.
Since this is a test pilot study, I need your consent to take part in the classes. Please sign
the i section below if you agree to take part. Your progress and final evaluation of the
course will I remain confidential.
Sincerely,
Tonya Beveridge
(Researcher and Instructor)

I,
voluntarily take part in this technology project. I
understand that this project is a pilot study, and that any information that I provide in
the classes will remain confidential.

(Signature)

(Date)

(Witness)

(Date)

APPENDIX C
Observation Checklist

OBSERVATION CHART
Cover Sheet
Introduction:
These observation charts are to be completed by the instructor or
volunteer while in the classroom. Each column may be checked after
observing a learner accomplish a task. The task is "complete" once the
learner is able to do it independently. You may have several
checks
throughout the chart. Decide on the level of observation that works for
your teaching situation. You may include your learners in the process
(participant-observation), or you may decide to simply walk around the
classroom and observe.
Levels:
Under the "task" column, there are success markers that are outlined at
different levels. On the Microsoft Word observation chart the levels are
indicated by L 1, L2, L3, L4, and L5. These levels relate strictly to the
technology domain and not to the literacy levels.
Process:
The observation checklist can be used to assist you in the classroom. You
can unobtrusively observe learner progress, and based on this progress
you can decide if extra time needs to be allotted to different course
topics. The observation checklist can also be used in conjunction with
teaching demonstrations. Overall the observation checklist may enhance
classroom consistency and demonstration reliability by providing a
structured format that monitors learner progress.

Use the checklist
that suits the course
and software that
you have in the
classroom
Provide the learner
name at the top of
the sheet
Check the boxes
that correspond
with the tasks
Share your . . .

OBSERVATION CHART
Learner Name:
WINDOWS
TASK

Starts the computer
(Level 1)
Single clicks with the mouse (Level 1)
Drags with the mouse (Level 1)
Displays the Start menu (Level 1)
Uses the Start menu (Level 2)
Shuts down the computer properly by
using the Start menu (Level 2)
Uses MS Paint, Word Pad, Calculator, or
Games (Level 2)
Opens and closes windows (Level 3)
Uses the scroll bar
(Level 3)
Minimizes and maximizes the screen
(Level 3)
Opens a document from the Floppy A
drive
(Level 3)
Uses menus in MS Paint or another
program
(Level 3)
Minimizes and maximizes windows
(Level 4)
Uses proper hand positioning on
keyboard (Level 4)
Can search for a help topic (Level 5)
Uses wallpaper for the
desktop (Level 5)

VERBALLY
LED

DOES WITH
PROMPTING

DOES IT
INDEPENDENTLY

OBSERVATION CHART
Learner Name:
MICROSOFT WORD
TASK
Types into a Word document (L 1)
Saves a Word document (L 1)
Exits Microsoft Word (L 1)
Print previews a document (L2)
Changes paper size and orientation (L2)
Cancels printing (L2)
Prints a document (L2)
Closes a document (L2)
Opens a document (L2)
Starts a new document (L3)
Moves around a document using the mouse and the arrow
keys (L3)
Uses help (L3)
Highlights or selects text (L3)
Cuts, copies and pastes (L3)
Uses spell check
Character formatting (L4)
Sets tabs and margins (L4)
Changes line spacing (L4)
Indents paragraphs (L4)
Inserts page numbers (L4)
Uses thesaurus check (L4)
Uses grammar check (L4)
Uses footnotes and endnotes (L5)
Special characters (l5)
Sets up long documents (L5)
Creates headers and footers (L5)
Creates a table (L5)

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

Uses borders and shading to tables (L5)
Adds size and moves graphics (L5)
Creates a data source (L5)
Creates the Main document
Merges the Data Source and Main document
Sorts tables and data source files

OBSERVATION CHART
Learner Name:
INTERNET
TASK

Opens an Internet browser (Level 1)
Locates web sites when given an address
(Level 2)
Navigates a web site by clicking on links
(Level 2)
Navigates a web site by using the scroll
bar
(Level 2)
Uses a search engine (Level 3)
Moves backwards and forwards from
web sites (Level 3)
Bookmarks or chooses Favorites for Web
Pages (Level 4)
Locates information and narrows search
(Level 4)
Prints a file (Level 5)
Saves a file (Level 5)
Downloads a file
(Level 5)

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

OBSERVATION CHART
Learner Name:
E-MAIL
TASK

Types a message
(Level 2)
Sends a message
(Level 2)
Replies to a message
(Level 3)
Checks own E-mail messages in mailbox
(Level 3)
Saves a message
(Level 4)
Prints a message
(Level 4)
Deletes a message
(Level 4)
Sends an attachment
(Level 5)
Opens an attachment
(Level 5)

VERBALLY
LED

DOES WITH
PROMPTING

DOES
INDEPENDENTLY

