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We the living arise every morning to greet a new day. We to see sun, clouds, or rain 
and yet snow is always welcome to those who live with it.  There over the horizon, from 
the east the sun climbs over the hills of beautiful orange and red. We look at the sun, 
the sky, the clouds and figure out what the day will be. Even though we look into the far 
off space we forget that there is something between the skies and beautiful weather.  

John Weetaltuk 
 
There are a lot of things that the elders are not aware of that the younger people have 
to deal with. Also keep in mind that there are a lot of things that we can share in terms 
of exchanging ideas and knowledge. In this way, we want to develop a communication 
system that will enable both the old and the young to share their destinies together. 

Donald Suluk 
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Introduction 
  
Communications 12 consists of four modules: 
 The Essentials of Working with Others 
 Essential Writing 
 Oral Communication Essentials 
 Essential Reading 
 
With the formation of Nunavut, Inuit have set the high expectation of functioning well in 
both English and an Inuit language. This module aims to provide an understanding of 
the role played by written communication. The basic mechanics and modes of written 
communication are covered. In addition, the module seeks not simply to teach the basic 
skills necessary for skilled written communication to occur, but also to place it in a 
context, historically, critically and practically. This module will require approximately 
25 hours of instructional time.  
 
Communications 10-11-12 is based upon a foundation of Inuit Qaujimajatuqangit and 
content is focused on six of the Human Resources and Skills Development Canada 
(HRSDC) Essential Skills. This module, Essential Writing, develops the Essential Skills 
of Writing and Computer Use. See Appendix C for the Essential Skills indicators 
and tracking form to be developed with this module. Proficiency in writing is developed 
through successive re-visiting of the skills in Communications 10-11-12. Each course 
builds on the previous with increasing skill complexity.  
 
Many activities have been analyzed for their Computer Use. It is anticipated that when 
students are asked to write an essay, they will do so on the computer. Not all of these 
writing activities have been analyzed. Secondary school graduates should be able to 
demonstrate Computer Use Skills at Complexity Levels 1 and 2. (Some graduates may 
be able to demonstrate competency in some of the more advanced Computer Use 
Level 3 and Level 4 tasks.) Throughout this module, we will be concentrating on 
performing, demonstrating and assessing Computer Use Level 1, Level 2 and some 
Level 3 indicators. See Table 1 on page 7. 
 
In Communications 12, the focus is writing tasks at Level 3. Students are expected to 
write longer and more complex texts. See Table 2 on pages 8 and 9. Any of your 
students who are interested in attending college must be able to perform writing 
tasks at a minimum of Level 3.  
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Table 1: Computer Use Indicators 
 

 Complexity 
Level 1 

Complexity 
Level 2 

Complexity 
Level 3 

Complexity 
Level 4 

Complexity 
Level 5 

Dimensions Indicators Indicators Indicators Indicators Indicators 
Interaction 
with 
computer-
controlled 
machinery or 
equipment 
and 
knowledge of 
software 

Tasks which 
require only a 
basic 
interaction with 
computer-
controlled 
equipment 
 
Computer use 
that is limited 
to a few basic 
commands 
with no 
knowledge of 
software 
required  
 
 

Tasks which 
require the use 
of several 
simple software 
features 
 
Using software 
for a limited 
number of 
functions that 
make use of 
existing 
structures or 
standard 
formats 
 
 

Tasks which 
involve several 
operations and 
the use of a 
wide range of 
software 
features or 
options 
 
 
 
 
 

Complex tasks 
which involve 
several 
operations and 
the extensive 
use of software 
functions and 
features. 
 
Tasks that may 
involve selection 
of software and 
linking of several 
software 
packages. 
 
May require 
accessing little-
used features 
and options of 
the software. 

Tasks that 
involve 
assessment of 
technology 
needs, selection 
of appropriate 
computing and 
software 
solution and the 
evaluation of 
outcomes 

 
 

Program-
ming, 
networks and 
software 
design 

Limited 
number of 
steps that can 
be memorized 
as a sequence 
 
No variation in 
computer use 
task from one 
instance to the 
other 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Software is set 
up by someone 
else and used 
with “default” 
value. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

User may be 
largely 
responsible for 
setting up the 
software, 
customizing the 
interface and 
configuring the 
software and 
hardware as 
required. 
 
Work may be 
automated by 
the creation and 
/or use of 
macros,  
scripts, or 
templates  
 
Tasks are more 
varied than at 
level 2 and may 
involve some 
experimentation 
and problem-
solving to 
achieve desired 
results. 

Managing an 
existing 
computer 
network 
including routine 
maintenance 
and system 
management. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Designing, 
writing an 
customizing 
computer 
programs for 
specific 
purposes 
 
Designing and 
setting up new 
computer 
networks. 
 

Sample 
Tasks 

Enter pre-
defined codes  

Use word 
processor to 

Create and 
modify 

Create 
publication or 
presentation 

Assess 
computer 
system and 
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into  computer-  
controlled 
machinery 
 
Respond to 
prompts on a 
computer 
screen 
 
Respond to 
lights on a 
console 
 
Log-on and 
log-off 
sequence 
 
Entry  simple 
data or 
messages  into 
a computer 

produce 
documents in 
pre-set formats 
 
Use a word 
processing 
program with 
simple editing 
and formatting 
to develop a 
simple piece of 
text. 
 
Use 
communications 
software 
(Internet and e-
mail).  
 
Enter data into 
existing 
spreadsheets 
and 
databases/do a 
search on a 
database. 

spreadsheet for 
data entry 
 
Produce 
document with 
extensive 
formatting 
features such 
as page 
numbering, 
headers and 
footers, heading 
levels, indexes, 
table of 
contents, etc… 
 
Use software to 
produce original 
drawings and 
illustrations 
 
Give one on 
one computer 
instruction or 
orientation. 

with linked and 
embedded 
objects create in 
other programs 
 
Create and 
define database 
structures, 
queries and 
forms. Design 
sorting and 
filtering 
processes to 
extract data 
from the 
database 
 
Provide software 
training or 
coaching to 
groups. 
 

network needs. 
Organize needs 
assessment 
process; design 
computer 
network and or 
software in 
response to 
needs. 
 
Design and set-
up new 
computer 
networks. 
Organize user 
accounts and 
system 
resources; write 
batch files and 
operating 
system scripts 
Work with users 
to design or 
adapt 
technology for 
specific contexts 
and application. 
 
Evaluate and 
select hardware 
and software 
appropriate to 
the application 
 
Provide 
professional 
software 
training. 

Illustrative 
Examples 

Use an 
automated 
bank machine 
 
Enter 
identification 
codes into a 
photocopier  
 
Enter names 
and addresses 
into  
computerized 
mailing labels 
 
Print off a 
document 
 
Play digital 
games 
Send a simple 
e-mail to one 

View product 
numbers, 
descriptions 
and prices on a 
database 
 
Send e-mails to 
multiple users; 
attach 
documents or 
files, forward 
messages to 
other recipients. 
 
Use the Internet 
to access 
websites and 
navigate 
through 
websites to 
locate the 
information 

Use graphics 
software, 
manipulate 
photographs by 
adjusting size, 
colour or 
contrast. Create 
animations and 
visual 
representations. 
 
Prepare visual 
aids using 
software such 
as Power Point. 
 
Use 
spreadsheets; 
create list of 
tasks and 
timelines for 
projects, track 

Create banners, 
backgrounds, 
illustrations, 
animations and 
other design 
elements for use 
in web sites. 
 
Update and 
reload 
application 
software and 
configure 
network settings 
for clients' 
computers 
 
Use specialized 
and industry-
specific 
simulation and 
modeling 
software. 
 

Develop web 
pages with 
interactive or 
animation 
features. 
 
 Create 
interfaces for 
databases. 
 
Develop 
information 
management 
systems with 
query 
capabilities. 
 
Create capability 
to validate 
information. 
 
Program e-mail 
messaging 
features, and 
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person. 
 
 

needed. 
 
Use word 
processing 
software to 
create a simple 
letter or note. 
 
Post message 
or pictures on 
Face book, 
YouTube. or 
blogs  
 
Download 
music off the 
Internet onto 
your computer 
or smartphone. 
 
Burn CDs. 
 
Order items off 
the Internet, for 
example e-bay. 
 
Send text 
messages 

feedback or 
comments, 
build tables/ 
graphs, create 
budgets. 
 
Create, edit and 
format 
documents 
such as reports, 
schedules and 
specifications 
documents. 
 
Use desk top 
publishing to 
create a 
newsletter. 
 
Use computer-
assisted design, 
manufacturing 
and machining: 
create two and 
three-dimen- 
sional models 
using drawing 
and design 
programs such 
as CAD 

Use multiple 
computer-
assisted design 
manufacturing 
and machining 
software.  
 
Read 
information from 
digital 
instruments and 
graphical user 
interfaces such 
as an electronic 
sound board for 
recording music. 

link various 
documents, 
tables and web 
pages. 
 
Set up wireless 
networking 
systems.  

On-the-job 
Examples  

Babysitters or 
parents: no 
computer skills 
required. 
 
Cashiers 
use 
computerized 
cash registers, 
requiring 
knowledge of a 
special 
keyboard. 
 
Hunters use 
GPS. 

Airline ticket 
agents use 
databases to 
book flights and 
process cargo. 
 
Cooks send out 
e-mail and 
search for 
recipes on the 
Internet. 
 
 

Pilots use 
advanced flight 
management 
systems on 
newer and 
larger 
passenger 
aircraft for flight 
planning, 
navigation, and 
flight progress 
monitoring. 
 
Teachers enter, 
edit and format 
text, create 
tables, and 
insert graphs 
and pictures 
into word 
processing 
documents 

Web designers 
use graphics 
software to 
create 
illustrations, 
animations and 
other design 
elements for use 
in web sites. 
 
Audiovisual/ 
sound 
technicians use 
specialized 
software 
programs to 
determine the 
optimal locations 
of speakers and 
sound buffers 

Computer 
programmers  
design, create, 
manage, update 
and query the 
databases. They 
develop custom 
software specific 
to clients' needs.  
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Table 2: Writing Indicators 
 

 Complexity 
Level 1 

Complexity 
Level 2 

Complexity 
Level 3 

Complexity 
Level 4 

Complexity 
Level 5 

Dimension Indicators Indicators Indicators Indicators Indicators 
Length 
and 
Purpose of 
the Writing 

 

 

 

                                                                                                                   

Writing that is 
less than a 
paragraph 
 
Intended to 
organize, remind, 
or inform 
                         
 
 
 
 

Writing brief text 
that is a 
paragraph or 
longer 
 
Intended to serve 
a variety of 
purposes 
                         
 
 
 

 

Either longer or 
shorter pieces of 
writing  
 
Intended to 
inform, explain, 
request 
information, 
express opinions 
or give directions 
                          
  
 

Longer pieces of 
writing  
 
Intended to present 
considerable 
information which 
may feature a 
comparison or 
analysis 
 
Writing task may 
involve making 
recommendations                          

Longer pieces of 
writing  
 
Intended to present 
an evaluation or 
critique usually 
accompanied by 
recommendations 
 
Writing tasks of any 
length which 
demand originality 
and effectiveness     

Style and 
Structure 

 

 

 

 

 

 

 

 

 

Informal writing 
for small familiar 
audiences 
(friends, family, 
other students, 
co-workers)  
 
Writing which 
uses pre-set 
formats or writing 
for which the 
format is 
unimportant 
 
 
 
 
 
 
 
 
 
 

 

Writing with a 
more formal style 
for an audience 
other than co-
workers.  
 
The writing sets a 
tone which is 
appropriate for 
the occasion 
(friendly, 
respectful, 
authoritative) 
 
Standard spelling 
and grammar 
(syntax) expected  
 
Writing tasks for 
which templates 
or models exist 
such as memos 
and letters in set 
formats 

Writing task has 
an established 
format, such as a 
contract, lease, 
financial report, 
or job description  
 
Writing format 
may call for 
structural 
elements such as 
headings, a table 
of contents, 
footnotes  
 
 
 
 
 
 
 
 
 
 

Conscious 
organization of 
writing for a given 
purpose  
 
Writing may require 
modification of an 
existing format, 
such as a proposal 
or a report, to fit the 
given information  
 
Consideration of 
the audience may 
be an important 
part of the writing 
task at this level 
 
 
 
 
 

 
 

 

Appropriate tone 
and mood may be 
as important as the 
content 
 
Writing may display 
complex, multi-part 
organization to 
accommodate 
varied content 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Content of 
the Writing 

 

Concrete, day-to-
day, matters of 
fairly immediate 
concern 
 
 
 
 
 
 
 
 

Content of writing 
is routine, with 
little variation 
from one 
instance to the 
next 
 
 
 
 
 
 

Non-routine 
writing tasks  
 
Content of the 
writing may be 
extensive but it is 
readily available 
from established 
sources 
 
 
 

Writing task may 
involve the 
gathering and 
selection of 
information  
 
Abstract or 
technical content 
may demand the 
use of specialized 
vocabulary.  
 
Re-write or 

The content must 
be created or it 
may be 
synthesized using 
information from 
multiple sources 
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transform written 
information for a 
specific audience 
(rewrite technical 
material for a non-
specialist audience) 

 
 
 

 

Sample 
Tasks 

Write a short 
informal note to 
someone you 
know, meant to 
inform or remind. 
 
Enter short 
comments into a 
journal or 
appointment 
book 
 
Complete a form 
requiring only 
brief written 
entries 
 

Write  a 
paragraph or 
more on 
everyday matters  
 
Write in a formal 
style to people 
you don’t know, 
using proper 
tone, correct 
spelling and 
grammar 
 
Write materials 
using an outline 
or where content 
is set and often 
repeated. 
 
Complete forms 
requiring more 
detail and/or 
longer written 
entries 

Write text on less 
routine matters  
 
Prepare writing 
that has a set 
and fairly 
complex format. 
 
Write a report 
that has 
extensive content 
but where the 
information 
needed is found 
easily.   

Write a long text, 
for the general 
public which 
includes sections 
or chapters 
providing step-by 
step instructions. 
 
Write a longer 
piece modifying 
set guidelines 
and format. 
 
 

Write a longer 
document 
summarizing 
complex and 
specialized 
content using 
plain and concise 
language to 
ensure 
understanding 
 
Write longer 
pieces evaluating 
or critiquing a 
subject which 
includes 
recommendation
s 
 
Write a creative 
text that is 
publication 
quality. 

Illustrative 
Examples 

Write yourself a 
to-do list 
 
Take down a 
telephone  
message for a 
family member 
 
Write an e-mail or 
text message to a 
friend telling them 
the date and time 
of a party. 
 
Note homework 
assignments or 
special school 
events on a 
planning calendar 
 
Fill in a time 
sheet. 
 
 

Write a brief 
cover letter to an 
employer. 
 
Write a thank you 
letter to a visiting 
presenter.  
 
Write a personal 
resume using a 
given format. 
 
Write short 
entries in a 
personal journal 
or web log (Blog) 
 
Write answers to 
a set of questions 
using given 
headings and 
titles. 
 
Fill in forms 
requiring longer 
written entries 
such as an 
accident or 

Write letters 
which deal with 
sensitive 
personal or 
emotional issues 
 
Write an essay or 
report about your 
interests and life 
goals for a 
course you’re 
taking at school 
 
Write up the 
formal  minutes 
of a school 
meeting 
 
 

Write a lengthy 
research report 
that requires 
gathering  
information from 
a variety of 
sources and 
includes a 
bibliography. 
 
Write articles for 
magazines, 
newspapers, 
marketing 
materials or 
brochures 
 
Write training or 
instructional 
materials, like an 
instructional 
manual on how to 
repair 
snowmobiles or 
make an igloo. 
 
 

Teach and model 
writing styles and 
genres specific to 
subject areas 
 
Write project 
proposals, grant 
applications and 
project 
evaluations 
 
Write a book of 
poetry that is 
published 
 
Write a TV or 
movie script 
 
Write a marketing 
plan for a large 
territorial ad 
campaign 
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evaluation form. 
 
Use correct 
spelling and 
grammar. 

On-the-job 
Examples 

Babysitters or 
parents may 
coach children in 
printing, writing 
and spelling by 
writing words or 
sentences for 
them to copy. 
 
Cashiers may 
write brief notes 
to record and 
explain 
customers' 
complaints. 

Heavy equipment 
operators 
write accident 
reports, 
describing what 
led up to the 
accident, details 
of the accident 
itself. 
 
Hunters may 
complete a 
number of forms 
to provide the 
government with 
statistical 
information about 
trapping. 

Airline pilots write 
letters describing 
accidents and in-
flight mishaps. 
They may write 
detailed 
descriptions 
about the failures 
of landing 
equipment that 
resulted in 
accidents while 
landing. They 
explain the 
procedures they 
followed to avert 
the accidents and 
the possible 
consequences of 
taking other 
actions. 
 
Website 
designers write 
and edit short 
texts posted on 
Internet sites. 
Create or revise 
web site content 
to achieve a tone 
and style, which 
will appeal to 
specific target 
audiences and 
suit their 
purposes. 

Nurses write 
reports several 
pages in length 
when transferring 
patients to another 
hospital or when 
discharging 
patients. They 
summarize the 
information 
collected from all 
the health 
professionals 
involved in the care 
of the patients and 
detail the 
treatments that 
were administered. 
They make 
recommendations 
for follow-up 
actions. 

Professional 
athletes write 
speeches for 
delivery at a wide 
variety of formal 
and informal 
occasions. 
 
English teachers 
teach how to write 
a proper essay, a 
research paper or a 
special kind of 
poem, like a Haiku. 

 
 
The module consists of 10 units and each unit presents one competency that students 
are expected to demonstrate by the end of the unit or by the end of the module. 
Teachers will need to develop their own lesson plans from the units in order to 
meet the specific needs of their students. Please remember that the Accommodating 
Diversity and Classroom Reinforcement sections are not meant to be additional 
activities. They are intended to assist you with differentiating your instruction and 
providing visual reinforcements for students in your classroom. 
 
Throughout this module, students should be responsible for planning, holding 
and recording minutes for regular class meetings. In this way, they will learn the 
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terminology associated with meetings, how to develop an agenda and how to take 
minutes. It provides an opportunity to develop meeting skills and promotes the 
principles of aajiiqatitgiinniq (decision-making), pirlirqatigiinniq (collaboration), pijitsirniq 
(leadership through serving) and qanuqtuurniq (resourcefulness). Being able to do this 
is a Level 3 writing task. In Unit 6, they explore different templates for agendas and the 
recording of minutes. 
 
Please consult the Handbook that accompanies the Communications 10-11-12 
program for more information related to Inuit Qaujimajatuqangit, the HRSDC Essential 
Skills and preferred pedagogy and assessment strategies.  

Uqausiliriniq: Communications 12, Module 2: Essential Writing 13 



Uqausiliriniq: Communications 12, Module 2: Essential Writing  
 
 Learning Competencies Strategies 

1 

Students will investigate various forms of communication 
by: 
• experimenting with creative writing techniques, using 

images, colour and fonts to enhance the meaning of 
written material and appeal to a specific audience. 

• various writing 
tasks 

• viewing 
• computer usage 
• interviews 
• KWL 
• graphs 
• inclusive group 

activities 
• small group 

discussions 
• research  
• think-pair-share 
• partner work 
• jigsaw grouping  
• scenarios, role 

plays 
• dialogues 
• personal reflection 
• chart and poster 

displays 
• tools for self, peer 

and teacher 
assessment 

• problem solving 
• inner/outer circles 
• interviews 
• critical thinking  
• use of media 

technology such as 
Excel, Word and 
PowerPoint: 
creation of 
documents, 
graphs, 
spreadsheets and 
presentations 

 
 

2 

Students will use critical thinking to analyze the effects of 
technology and their access to technology by: 
• researching the ‘digital divide’ and local worksites’ 

access to technology. 
• presenting their findings in writing.   

3 

Students will investigate the current status of syllabic 
writing and the Inuit language by: 
• developing and administering a survey to a cross-section 

of community members 
• creating a summary report of their findings. 

4 

Students will investigate unfamiliar occupations and 
explore potential career options by: 
• researching the Essential Skills requirement of various 

occupations 
• creating a career display of key job-related information 

using on-line resources. 

5 

Students will demonstrate proficiency in the mechanics of 
good writing by:  
• creating  an outline for writing their autobiography 

following formal guidelines 
• using the writing process to compose a detailed 

autobiography. 

6 

Students will write to organize and summarize key 
information related to successful meetings by: 
• creating a written motion and  agenda 
• providing a formal set of minutes 
• researching and writing an essay or set of tips on 

conducting meetings. 

7 

Students will demonstrate proficiency in writing to inform 
by:  
• composing a formal cover letter applying appropriate 

form, style, vocabulary and content. 

8 
Students will write to persuade by: 
• researching and developing a formal written funding 

proposal addressing an identified community need. 
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9 

Students will demonstrate proficiency in writing and filling 
in complex and lengthy forms by:  
• accurately and appropriately completing a variety of 

application forms relevant to their post-secondary plans. 

10 

Students will review and use the writing skills they have 
acquired by: 
• planning and completing a persuasive piece of writing on 

a community issue related to change;  
• presenting the information in a persuasive format (thesis, 

argument, conclusion). 
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Unit 1: Ways of Communicating  
 

 
Learning Competency 
Students will investigate various forms of communication by:  
• experimenting with creative writing techniques, using images, colour and 

fonts to enhance the meaning of written material and appeal to a specific 
audience. 

  

 
Language Development – Free Writing   
Students are to write with as much freedom as possible for a fixed duration of 
time. After reflecting on a visual item or an idea, students are instructed to 
write whatever comes to mind without censoring. The writing is not corrected 
in any manner. The aim of free writing is to have students write without their 
internal critic.   

  

  
Materials 
Access to computers with design/draw software  
Calendar pictures, art pictures (Inuit Art Quarterly:IAQ is an excellent source 
of pictures by Inuit artists if your school subscribes; you may find pictures 
available at http://www.inuitart.org/magazine/archives/29.html?layout=blog); 
one copy of the magazine is included with the resource kit)  
Large sheets of poster paper or chart paper 
Paints 
Paint brushes 
Sample DVD or CD covers brought in by you and/or students 

  

 
Background 
Computers have changed the way we write. No longer do we write and edit 
with paper and pen, but rather we save, edit, and spell check all on our 
personal computers. Rarely do people write letters to a friend, rather they 
tend to rely on emails and chat rooms.  Magazines, newspapers, books and 
most other printed material make use of the word processing capabilities of a 
computer.  
 
Reading and writing are both visual experiences that rely on more than the 
printed word to create ideas. Colour and shape also suggest certain 
emotions. Part of the visual experience of reading is the font in which we 
encounter the printed word. The font in which the words are printed has an 
impact on the reader.   
 
Every day our students encounter and make use of fonts. Fonts are not an 
unbiased form of presenting the written word. Fonts, like color and image, 
convey meaning. Studying the characteristics that give an image meaning 
develops visual literacy.  As students become more visually aware, they 
also become discerning readers and thinkers.   
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Opener – Free Draw 
Have students form small groups. Provide each group with a large piece of 
paper, paints and paint brushes. Inform students that they are going to be 
painting a picture, but the content of the picture is not yet known. Tell 
students that during the Opener, they are to remain silent. Ask one student to 
begin painting the picture. They should not discuss what they intend to paint 
before they begin. Allow about two minutes for the student to begin the 
picture. Call time and ask another student to continue the picture. Continue 
switching painters until the picture is complete.  
 
What is the overall effect of the picture? What colors were used? What 
shapes are present in the picture? Did they group follow the theme set by the 
initial painter?  

  
 Connector – Free Write    

Provide students with a variety of art pictures. Calendar pictures are excellent 
or have students find their own on the web or bring in their own. (Use 
pictures from the Inuit Art Quarterly if your school subscribes.) For each 
picture students work with, have them consider the following questions. 
• How does the picture make you feel?  
• What colors are used?  
• What shapes are in the picture?  
• What is the theme of the picture? 
• What does the picture remind you of?  
 

After several minutes of silent reflection, ask students to free write for several 
minutes about one picture. Instruct students to put down in words whatever 
comes to mind. They should focus on the picture and the ideas evoked when 
viewing. Tell students that like the drawing activity in the Opener they need 
not concern themselves with the end product. They should not censor their 
ideas, but rather write down whatever ideas or thoughts are brought to their 
mind.  Allow several minutes for students to write. Ask students to share their 
writing with a partner.  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: 
• Length and purpose: write brief text intended to serve a variety of purposes  
• Content: write text that requires making simple inferences 
Some elements of Writing Level 3 Task addressed: 
• Length and purpose: write either longer or shorter text intended to express opinions 

 
 

 
Activity – Targeting your Audience 
Have students bring in a variety of DVD or CD jackets. Provide some time for 
students to view the introduction and the credits, cover and liner notes. In 
small groups, students are to analyze one of the covers and explain how 
techniques used on the cover would appeal to a specific audience.  
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Individually, have students create two covers for a DVD or a CD of their 
choice. The two covers must be designed to appeal to two different 
audiences, for example, secondary school students and elders or secondary 
school males and secondary school females. Students select color, font, 
images and text to appeal to their two different audiences. 
 
Make a display of the covers and do a gallery walk. As a class, discuss which 
techniques were most appropriate for their target audience. 
Essential Skills Addressed in this Activity 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed 
Computer Use Level 3 – all indicators addressed – specifically addresses (using various 
functions of word processing or using more than one software option to create CD or DVD 
cover) 
• Use multiple operations and a wide range of software features or options  
• Use graphic software to create drawings, manipulate photographs   

   

 
Reflections 
Content – Why is it important for you to be aware of the visual cues you 
encounter? How might this be especially important when you consider 
advertising? 
  
Collaborative – How did you contribute to the group work in this module? 
What helpful behaviours did you notice in others? 
 
Personal 
What font best represents you? Explain your choice.  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer) 
• Length and purpose: intended to serve a variety of purposes (students are not only writing 

to inform but to explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided.) 
• Content: content of writing is routine with little variation from one instance to the next. 

(This is an activity that is present in every Unit and follows the same format.) 
  

 
Follow-Up – Font/Design Research  
Ask students to bring in a cross section of various print materials (for 
example, children’s books, medical brochures, textbooks) or visit several 
different Facebook pages. Have students identify the various fonts. They will 
need to cross-reference the printed material with a computer that displays the 
various fonts. Have students select a favorite font to research using on-line 
sources. Students will prepare a mini-report using their favourite font. In order 
for this to be considered a Level 3 task, the report needs to be several 
paragraphs long and follow an expository writing format. Students should 
address the following questions in their mini-report: 
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Who developed the font? 
When was the font developed? 
Why was it developed? 
For what type of printed material is the font suitable? 
Any interesting facts?  
 

Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed; task specifically addresses (write a report using 
essay or paragraph format and correct spelling/grammar) 
• Purpose and Length: write longer or shorter text intended to inform, explain 
• Style and Structure: write text using an established and more complex format (essay, 

report) 
• Content: write about non-routine subject 
• Content: write a report that may require extensive content but where the information 

needed is easily found 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses: 
 Use software for a limited number of functions (communications software: Internet) 
 Do a search on the Internet and navigate websites to find specific information 

  

 
Classroom Reinforcement  
Display the CD/DVD covers and the research about fonts. 

  

 
Accommodating Diversity  
Free writing is an excellent way to allow all students to participate and gain 
confidence in the writing process. Although free writing activities are not 
included, you may wish to continue including a free write time in the units that 
follow.   
 
If your students are interested, they could make use of one of the many on-
line tutorials and create their own font. Each tutorial has its own specific 
requirements; ensure that you have the proper software before offering this 
option to your students. Below are several such sites you may want to make 
use of:  

http://fontstruct.fontshop.com 
http://www.chank.com/howto/howto5.php 
http://www.vectoralia.com/manual/english/creacion.html 

 
The “fontstruct” site allows students to set up a free account. At the time this 
unit was written the fontstruct site was easy to access and very user friendly.  
 
Essential Skills Addressed in this Activity 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed; task specifically addresses: 
 Use software for a limited number of functions (communications software: Internet) 
 Do a search on the Internet and navigate websites to find specific information 
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Assessment 
Student – Complete the Participation Checklist or the Unit Self-Assessment 
and a Journal Evaluation. Complete at least two Ajunngitakka (Things I Can 
Do) forms related to writing done in the activities in the unit. Store in 
Communications portfolio. Fill in their Journal Evaluation form and hand in 
with their journal. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: Style and Structure:  
 Standard spelling and grammar expected  
 
Teacher – Inform students how this module will be assessed and distribute 
the assessment pieces that should be in their Communications portfolio, ie 
the Participation Checklist OR ten Unit Self-Assessment templates, several 
copies of the Ajunngitakka (Things I Can Do) form, and several copies of the 
Self or Peer Assessment on Group Work form, all found in Assessment A. 
You may choose to use the Participation Checklist located in Appendix B 
yourself at the end of each unit. 
 
Throughout the module, draw attention and provide descriptive feedback on 
the writing tasks that your students are accomplishing. Observe students in 
their group work and note skills that the class as well as individuals need to 
learn or to improve upon related to the unit competencies.  
 
Have students self-evaluate their journal entry for this unit using the Journal 
Evaluation form. Collect student journals to make sure everyone is 
understanding and responding to the Reflections. Respond to their self-
evaluation in the section provided for your comment. 
 
The other form that students should fill in from time to time throughout the 
module is the Ajunngitakka (Things I Can Do) form. The purpose of the form 
is to reinforce that the students are learning and completing tasks related to 
the Essential Skills. (The red text after each activity identifies the Essential 
Skill and the level of the activity.) It also serves as evidence of tasks 
completed that should be recorded on the Module Tracking Forms for Writing 
and Computer Use located in Appendix C. 
 
Monitor students’ Writing and Computer Use development using the Module 
Tracking Forms.  
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Unit 2: Impact of Technology 
  

 
Learning Competency 
Students will use critical thinking to explore and analyze the effects of technology 
and their access to technology by:  
• researching the ‘digital divide’ and local worksites’ access to technology  
• presenting their findings in writing.   

  

 
Language Development  
digital divide: the gap that exists between those who have access to technologies 
and those who do not.  
critique:  a review in which the author provides the reader with an analysis and 
uses that analysis to justify a personal assessment   

  

  
Materials 
On-line video Digital Divide at video.google.com or youtube.com OR scanned 
article from Up Here Business at the end of the unit (a copy of the magazine is 
also provided with the resource kit) 
Computers with Internet access for online research and applications similar to 
PowerPoint and Photoshop 
Worksite Interview Questions 

  

 
Background 
The term digital divide refers to the gap between people with effective access to 
digital and information technology and those with very limited or no access at all. 
It includes the imbalances in physical access to technology as well as the 
imbalances in resources and skills needed to effectively participate as a digital 
citizen. In other words, it is the unequal access by some members of society to 
information and communication technology, and the unequal acquisition of 
related skills. The term is closely related to the knowledge divide as the lack of 
technology causes lack of useful information and knowledge. The digital divide 
may be classified based on gender, income, and race groups, and by locations. 
The term global digital divide refers to differences in technology access between 
countries or the whole world1. 

  

 
Opener – Digital Divide 
Ask students what images, ideas, or words come to mind when they hear the 
phrase, digital divide. Have them record their thoughts on sentence strips and 
post where all can see. Ask students if they are able to categorize the ideas 
under any general headings. Re-arrange the strips in the categories and label.  

  
 Connector – Digital Divide 

Write the following questions on the board: 
• What is the digital divide? 
• What are the affects of the digital divide?  
• When did television come to your community? 
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• What is the digital divide like in Nunavut? 
 
View The Digital Divide. (Find the video online at video.google.com or 
youtube.com: 
http://video.google.ca/videoplay?docid=4787609183667084454&ei=PwlBSpSnAo
LCqQLg65yODg&q=digital+divide&hl=en OR use the article provided at the end 
of the unit. Pause where appropriate to allow students to discuss the questions. 
Debrief by relating the information presented in the video to the ideas presented 
in the Opener. Were there any areas of conflicting thoughts and information? 
 
Have students work in pairs and research the digital divide online. Have them 
note their findings. Ask students to find one article that is of interest or use the 
one provided at the end of this unit to write a summary and critique of the article 
OR write a summary and critique of the video they have viewed in class. Their 
critique should include the following: 

1. Write an overview of the article or video. 
2. Premise: Write what you think is the main point of the article or video. 
3. Is the information provided factual and accurate? Give specific examples.  
4. Is there anything that was done exceptionally well? Poorly?  
5. Conclusion: Provide your opinion of the article or video. Use one to three 

reasons to reinforce your opinion. 
Work with the class to develop criteria for their critique so that they will be able to 
assess one another’s work. Please note that the critique needs to be several 
paragraphs in length to be considered a Level 3 task. 
 
Depending upon the size of your class, have students either share their critiques 
with one or two other students or share with the entire class, having them use the 
class criteria to peer assess and provide feedback. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write a summary or critique 
of more than several paragraphs)  
• Purpose and Length: write longer or shorter text intended to inform, explain, express opinions, 

(summarize and critique) 
• Style and Structure: write text using an established and more complex format (summary and 

critique format) 
• Content: write about non-routine subject 
• Content: write a report that may require extensive content, but where the information needed 

is easily found 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses (communications 
software: Internet) 
 Use software for a limited number of functions  
 Do a search on the Internet and navigate websites to find specific information 
 

 
 

Activity – Technology in our Community 
Explain to the students that they will be exploring the use of technology in their 
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community. Inform students that they should focus on technologies that promote 
communication.  
 
Have the students work in groups to conduct interviews to explore the use of 
technology in their community. You will find a sample set of Interview Questions 
to ask at the end of the unit. You and your students may want to develop 
questions more relevant to your community. Students should send an email 
(make sure students are familiar with proper email procedures such as using the 
copy feature, filling in the subject line and using language that is clear and 
concise) asking for a suitable time to conduct the interview, attaching a formal 
letter explaining the nature of their research, and a copy of the questions they 
wish answered.  
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed: task specifically addresses (writing an e-mail and  
formal letter explaining nature of research) 
• Length and purpose: write brief text that is a paragraph or longer intended to serve a variety of 

purposes (request and explain) 
• Style and Structure: Write in a more formal style for an audience other than familiars 
• Style and Structure: Write in a tone appropriate to the text’s purpose 
• Style and Structure: Write using correct spelling and grammar 
• Style and Structure: Write text for which template or model exists (business e-mail) 
• Content: Writing is routine  
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses: 
 Use software for a limited number of functions (communications software: e-mail with 

attachment)) 
 
After the interview, have students share what they learned by: 

• creating a PowerPoint presentation 
• creating a poster using Photoshop 
• writing a letter to the principal explaining how the technology they are 

learning in school is preparing them for their future. 
 

Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Some indicators of Writing Level 3 addressed: (writing a letter to the principal) 
• Purpose and Length: write longer or shorter text intended to inform, explain 
• Content: non-routine writing task 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed 
Computer Use Level 3 – all indicators addressed: task specifically addresses (using Power Point 
and Photoshop) 
• Use multiple operations and a range of software features or options 
• Use graphic software to create drawings or manipulate photographs 
• Prepare visual aids using software such as Power Point 
 
To conclude, discuss the extent to which the community is affected by the digital 
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divide. For example, what opportunities do they have as a result of the 
technology they have? What limitations do they experience as a result of the 
digital divide? Then have students revise their critique from the Connector to 
include a comment in the conclusion related to the research they have done in 
their community that either supports or refutes the information presented in the 
article or video they critiqued. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed (revise critique) 
• Length and purpose: write brief text that is a paragraph or longer intended to serve a variety of 

purposes (request and explain) 
• Style and Structure: Write using correct spelling and grammar 
• Style and Structure: Write text for which template or model exists (conclusion) 
• Content: Writing text that requires making simple inferences 

  

 
Reflections 
Content – How does technology increase efficiency? Are there ways technology 
decreases efficiency? 
  
Collaborative – In what ways does technology help connect and involve us with 
the people around us? In what ways does it disconnect us from the people 
around us? Does the technology speed things up or slow things down? What 
experiences do we miss or gain in the process? Does the technology increase or 
decrease efficiency? 
 
Personal – Think about a technology you make use of on a regular basis and 
answer the following questions: 
How much of the experience that comes via the technology is in your current 
environment? How much is projected from elsewhere? Why might this be an 
important question to answer? What are the implications of your answer? 
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of student’s 

entry. entry needs to be a paragraph or longer) 
• Length and purpose: intended to serve a variety of purposes (students are not only writing to 

inform but to explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and guiding 

questions provided) 
• Content: content of writing is routine with little variation from one instance to the next. (This is 

an activity that is present in every Unit and follows the same format.) 
  

 
Follow-Up – Thank-You Emails with Attachment 
Have the student pairs send thank-you emails to the person they interviewed and 
attach the poster, PowerPoint or letter they created in the Activity after the 
interview. If the person they interviewed had a supervisor, that person should 
receive a thank-you email as well or be copied on the employee’s email. 
Brainstorm with the class what should appear in the email and what language 
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should be used, for example  
• what makes an appropriate opening: Dear_________” 
• at least three sentences in thanks that refer directly to the interview such as:  

We learned… It was interesting to hear about…Thanks for telling us 
about… 

• a closing: Sincerely… Yours truly… Regards 
 

Remind the students that they interviewed a person in their place of work for a 
school assignment and that their email should be professional.  
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed: task specifically addresses (writing a formal 
thank-you e-mail and  formal  letter explaining nature of research) 
• Length and purpose: write brief text that is a paragraph or longer intended to serve a variety of 

purposes (request and explain) 
• Style and Structure: Write in a more formal style for an audience other than familiars 
• Style and Structure; Write in a tone appropriate to the text’s purpose 
• Style and Structure: Write using correct spelling and grammar 
• Style and Structure: Write text for which template or model exists (business e-mail) 
• Content: Writing is routine  
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 –all indicators addressed: task specifically addresses: 
 Use software for a limited number of functions (communications software: E-mail with  
attachment 

  

 
 
 
 

Classroom Reinforcement  
Post up a banner titled The Digital Divide. Have student find images from pictures 
that represent some aspect of the digital divide and glue them on the banner with 
a brief comment explaining why they selected the image.  

  

 
Accommodating Diversity  
The interview in the Connector could easily take place over the phone. Students 
should still email a copy of the questions and ask for a suitable time to conduct 
the interview. Interested students could explore the introduction of television and 
radio to the community and how it changed people’s lives for better and for 
worse. If your community has a Community Access Program (CAP site), invite 
the person who looks after it to come in and discuss issues related to the digital 
divide. For the Follow-Up, students could design an appropriate thank-you card 
and email it to the person they interviewed. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed: task specifically addresses (writing an e-mail and  
formal letter explaining nature of research) 
• Length and purpose: write brief text that is a paragraph or longer intended to serve a variety of 

purposes (request and explain) 
• Style and Structure: Write in a more formal style for an audience other than familiars 
• Style and Structure: Write in atone appropriate to the text’s purpose 
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• Style and Structure: Write using correct spelling and grammar 
• Style and Structure: Write text for which template or model exists (business e-mail) 
• Content: Writing is routine  
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 –all indicators addressed: task specifically addresses: 
 Use software for a limited number of functions (communications software: e-mail with 

attachment and thank you e-mail) 
 

  

 

Assessment 
Student – Complete the Participation Checklist or Unit Self-Assessment and 
journal Reflections. Complete at least two Ajunngitakka (Things I Can Do) forms 
for Writing or Computer Use in activities in the unit. Store the forms in the 
Communications portfolio. Assess one another’s critiques, revise and hand it. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses (completing 
forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: Style and Structure:  
Standard spelling and grammar expected  
 
Teacher – Observe students and provide feedback on their writing and computer 
use. Note during the activity if there are students who require additional support 
with their writing. Collect and assess the critiques using the criteria developed by 
the class. Fill out the Participation Checklist. 
 
Look for evidence of Writing and Computer Use tasks indicated on the Module 
Tracking Forms for Writing and Computer Use. 
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The Digital Divide 
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Work Site Interview Questions 
 
Find a community agency or individual to interview. Contact the agency to answer the 
following questions. 

1. What uses of new technology are the most beneficial in your place of work? Do you 
make use of video conferencing, digitization of documents, or the Internet?  

2.  How does the technology you use change your working conditions and job 
responsibilities?  

3. Do people need training to operate the technology in your place of work?  

4. What kinds of problems have you encountered in using the technology you 
mentioned above?  

5. Is there any technology you do not have access to that you believe would be helpful?  

 
Other: 
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Unit 3: Inuit and Writing 
 

 
Learning Competency 
Students will investigate the current status of syllabic writing and the Inuit 
language by: 
• developing and administering a survey to a cross-section of community 

members 
• creating a summary report of their findings. 

  

 
Language Development  
assimilation: absorbing people in a minority group, such as Inuit, into a larger 
group, such as those from southern Canadian society, trying to make people 
of a minority group like those of the majority group 
deplorable: regrettable, shocking, very, very bad 

  

  
Materials 
KWL chart 
Times are Changing reading  
Times are Changing question sheet 
Language Protection Act reading  
Access to telephones 
Creating Your Graph checklist 
Brochures from the office of the Language Commissioner 
Access to computers, Excel program, Word and email 

  

 
Background 
There are obvious weaknesses in delivering a survey over the phone to 
investigate the status of syllabics. The purpose of the survey is to make 
students aware of the issue and to begin considering the implications. The 
process of creating and administering the survey is of value in helping 
students consider the issues around syllabic usage and language 
protection.  

  

 
Opener – Times are Changing 
Divide students into four groups. Distribute the reading for Times are 
Changing and the Times are Changing Question sheet. Assign each group a 
part of the Times are Changing reading. Instruct each group to read the 
selection and as a group respond to each of the questions on the question 
sheet. Then have students form new groups comprised of one member from 
each initial group. Have each member summarize their group’s readings and 
their responses to the questions. To be a Level 2 task, the summaries must 
be a paragraph or longer. 
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 
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student’s entry. Entries needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are not only writing 

to inform but to explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions provided) 
• Content: content of writing is about routine classroom subjects or matters  
• Content: Write text that requires making simple inferences. 

  
 Connector – KWL  

Provide each student with a copy of the KWL Knowing and Learning chart. 
Brainstorm what the students know about the Inuit Language Protection Act. 
Have all the students record this information in the K column of their charts. 
Now have the students pair off. Each pair is to come up with some 
information they would like to know about the Language Protection Act. They 
should come up with at least two questions and record these in the W column 
of the chart. 
 
Have each pair share their questions with another group. Have the students 
hand in their KWL charts. Using the information, create a large master KWL 
chart to be displayed in the class. Return to the master chart throughout the 
unit. As questions are answered record the information in the L column. 
Return the students KWL charts. Inform the students that they are to ensure 
that the questions they wrote in the W column are answered.  
 
Essential Skills Addressed in this Activity  
Activity: Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
• Style and Structure: standard spelling and grammar expected  

 
 

 
Activity – Language Protection Act  
Have the students read the excerpts from the Language Protection Act. In 
groups of five to seven, have students hold a round table discussion panel to 
discuss the following questions with reference to the Language Protection 
Act: 
 

• Why is the Inuktitut language considered important?  
• What deplorable government actions are made reference to in the Act? 
• According to the Act, how is the Inuktitut language to be affirmed?  

  

 
Reflections 
Content – What did you learn about the status of syllabics in your 
community? What is the role of the Language Protection Act?  
 
Collaborative – Why is it important for Inuit to maintain their language? How 
are language and culture connected?  
 
Personal – How do you react to the quote below? Is the use of syllabics an 
important consideration in maintaining the Inuktitut language? What do you 
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feel are some of the important issues surrounding language protection?  
 

Abe Okpik was born near Aklavik in the Mackenzie Delta in the 
traditional way. Hunter, trapper, interpreter, radio announcer, and 
reporter he has held a number of government positions and travelled 
extensively around the territories. In 1969 he headed ‘Project 
Surname’ which the government of the Northwest Territories 
introduced to persuade Eskimo adults to adopt a family name to 
eliminate the old government disc Inuk numbering identification 
system. He was appointed the first Inuk member of the Northwest 
Territories Council and served on it during the years 1965-7. A 
member of the Order of Canada, he was living in Iqaluit in 1988. This 
passage closes his much quoted essay, ‘What does it mean to be an 
Eskimo?’  
 

The survival of the Eskimo people depends on the survival of 
the language. When people meet Eskimos, they are 
disappointed if they cannot show their knowledge of Eskimo 
ways. The Eskimo language is big. It could be used to give 
many great thoughts to the world. If the Eskimos themselves 
don’t use their language more, it will be forgotten, and very 
soon the Eskimo too will be a forgotten people. It is up to the 
Eskimos of today to use their Eskimo strength of word and 
thought. It is up to the young people. If they don’t learn and 
use the language and the stories and songs, they will have 
nothing special to give their children. It’s not good looking like 
an Eskimo if you can’t speak like one. 

 
There are only very few Eskimos, but millions of whites, just like 
mosquitoes.  It is something very special and wonderful to be an 
Eskimo—they are like the snow geese. If an Eskimo forgets his 
language and Eskimo ways, he will be nothing but another 
mosquito.2  

Abe Okpik  
 

Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided) 
• Content: content of writing is routine with little variation from one instance to the next (This 

is an activity that is present in every Unit and follows the same format.) 
• Content: Writing text that requires making simple inferences 

  

Uqausiliriniq: Communications 12, Module 2: Essential Writing 35 



 
Follow-Up – Survey 
As a class, have the students create a questionnaire to determine the status 
and use of syllabics in their community. They should compile their results  
and write a report summarizing their findings. Students should include one 
graph or diagram to further illustrate the information gathered on the 
questionnaire and a paragraph explaining their own interpretations of the 
data on the graph.  
 
For the purpose of this task have the students create a survey to be delivered 
over the phone. The results are to be recorded by the students. Below are 
guidelines to keep in mind when creating an oral survey: 
 
Survey Guidelines: 
1. Interviewers should state who they are and the purpose of the call when 
they contact community members. Students should have a written script for 
this introduction.   
1. The survey should include both closed-ended and multiple choice 
questions as they are easiest to record when conducting a phone survey.   
2. Most surveyors use what is called a probability sample. This simply means 
that the sample of people questioned is random. For example, a random 
number could be achieved by surveying every third person in the phone 
book. 
3. All results should be recorded in an Excel spreadsheet in order to create 
graphs. 
 
When the survey report is completed, have students email it to the Nunavut 
Language Commissioner, the Nunavut Literacy Council, the local radio 
station, and the Hamlet Office. This could also be an item to share with 
students in other communities. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write survey questions 
and then a summary report of their findings using essay or paragraph format and correct 
spelling/grammar) 
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions (summarize) 
• Style and Structure: write text using an established and more complex format (summary 

format) 
• Content: write about non-routine or uncommon subject 
• Content: write a report that may require extensive content but where the information 

needed is easily found 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses: 
 Use software for a limited number of functions (communications software: e-mail with 

attachment) 
  

 
Classroom Reinforcement 
Post the KWL chart from the Connector. Create a display with the graphs 
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created by the students in the Activity portion of the unit.  
  

 
Accommodating Diversity  
Have the students use the questionnaire to determine the status and use of 
syllabics in various communities through Nunavut and compare them with 
their own findings. You will need to contact other schools to arrange the 
contact. The project would work well to administer over Internet.  
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses: 
 Use software for a limited number of functions (communications software: use Internet to 

search information and possibly contact other schools) 
 
If students are unable to find satisfactory answers to the questions recorded 
on the KWL chart, have them write directly to the Language Commissioner 
at:  

Languages Commissioner of Nunavut 
P.O. Box 309, Iqaluit, Nunavut, 
X0A 0H0 
Email: langcomm@assembly.nu.ca 
 

Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed: task specifically addresses (writing a formal 
e-mail requesting specific information) 
• Length and purpose: write brief text that is a paragraph or longer intended to serve a 

variety of purposes (request and explain) 
• Style and Structure: Write in a more formal style for an audience other than familiars 
• Style and Structure; Write in a tone appropriate to the text’s purpose 
• Style and Structure: Write using correct spelling and grammar 
• Style and Structure: Write text for which template or model exists (business e-mail) 
• Content: Writing is routine  
 
If you have access to individuals who are familiar with the Language 
Protection Act, you may want to invite them to speak to the class. Elders 
would also likely enjoy speaking to youth about this topic.  

  

 

Assessment 
Student – Complete the Participation Checklist or Unit Self-Assessment, 
journal Reflections and a Journal Evaluation form. Hand in journals. 
Complete one Ajunngitakka (Things I Can Do) form for Writing and one for 
Computer Use. Also complete a Self or Peer Assessment on Group Work 
form for the work in groups during the Activity. Store the forms in their 
Communications portfolio. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
 Style and Structure: standard spelling and grammar expected  
 
Teacher – Fill out the Participation Checklist. Observe students and provide 
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feedback on their writing and computer use development. Provide additional 
instruction in graphing if necessary. Collect student journals and Journal 
Evaluation forms. 
 
Monitor the demonstration of Writing and Computer Use tasks for the Module 
Tracking Forms. 
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Knowing and Learning Chart (KWL) 

 
What I already know 
about syllabics (K) 

What I want to learn 
about syllabics (W) 

What I learned about 
syllabics (L) 
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Times are Changing – Questions  
 
Name: ___________________________ 
 
Date: _________________________ 
 
Instructions: Below you will find a set of questions for each write-up. Read each excerpt 
and respond to the set of questions in writing. You may initially jot down ideas.   
 

 
1. What changes did the writer make mention of? 
 
 
 
2. How do they feel about the changes they have seen in their lifetime?  
 
 
 
3.  What do they hope for the future? 
 
 
 
4.  Did you react to anything in the write up?  
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Times are Changing – Readings #1-43 
 
Reading 1 
Times are Changing—Atoat  
 
I’ll tell you about the change that I have seen...I’ve got no idea about the future and I 
don’t even want to guess. I don’t know about the next generation either, I don’t think 
the children of today’s youth will be any better than they themselves are...So I don’t 
think the next generation is going to be any better, although if you teach them the right 
way when they are growing, there is a possibility that they may turn out all right.  But 
myself, I’ve got no idea about them; how they should be or how they should lead a 
better life. What I have told you is how I see things from the time I was young.  
 
Cut--------------------------------------------------- 
 
 
Reading 2 
Times are Changing—Oorebecca Issuqanqituq 
 
Life is changing everywhere, all the time.  It has changed completely since my 
childhood and in the future it will not be at all the same as it is today.  Some of the 
young people don’t even know the language any more.  Some of them no longer 
know how to write in syllabics or, if they do, they write in English the words they don’t 
know.  The young people will never be white and yet they are forgetting how to speak 
their own language.  Even the older people are changing.  When I was young, if I 
were doing something wrong, the older person would tell me that I shouldn’t be doing 
whatever it was, that it would bring unhappiness.  They no longer do that, which 
shows that even they have changed since I was young. 
 
Cut------------------------------------------------------------- 
 
 
Reading 3 
Times are Changing—Taqtu 
 
Life is changing and still changing, and when my children are older it will not be the 
same as it is today...The life we had before was all right.  Later on the children had to 
go to school, which was all right too: they had to learn if they were not going to be 
staying out in camp.  They had to take jobs, which was also alright. There really was 
not choice, and I accepted it gladly because our children had to learn.  I wanted them 
to learn English so that they can have good jobs when they grow up.  They still can 
learn ho to hunt while they are going to school.  I can teach them and take them out 
hunting almost any time, and in the spring I can keep them out in camp when I go.  
 
Cut------------------------------------------------------------- 
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Reading 4 
Times are Changing—Enoogoo 
 
I don’t hunt foxes now; this winter I haven’t seen a single trap. But, in the spring, I’m 
one of those who goes out seal hunting.  At the same time I have carving to do.  Our 
rent has to be paid so we usually sell the skins to go toward the rent.  I like to do both 
hunting and carving but come spring I prefer to hunt. I find it difficult in winter because 
of my health. 
 
Life was heavenly sometimes, when we lived out in camp, and sometimes not so 
heavenly.  Since we’ve been living here the winters have been easier to bear; I hardly 
notice them now for the amount of carving I’m doing.  Nowadays we don’t have to run 
our heating systems with animal fat.  But even though we didn’t know such 
conveniences existed in those days, it seems that it really was heavenly at times. 
Spring has always been my favorite season. Winters were very dangerous when our 
only means of heat and light was the qulliit, and the meat and fat had to be stretched 
among so many people.  Spring can be dangerous too, but it’s a welcome sight after 
the hardship of the long winter.  Here, even though the winter still seems impossible 
to bear sometimes, we at least have electricity and heat and the only thing to worry 
about is when the spring will finally arrive.       
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S.Nu. 2008,c.17  
1 

Inuit Language Protection Act 
 
(Assented to September 18, 2008)  
  
Honouring as wise guardians, the Inuit Elders and the other Inuit Language speakers 
and educators who have sustained and developed the Inuit Language from time 
immemorial, and have imparted the knowledge and appreciation of the Inuit Language, 
cultural and oral traditions that characterize Inuit as a people, to this day;  
  
Considering the importance of the Inuit Language  
(a) As a cultural inheritance and ongoing expression of Inuit identity both in Nunavut 
communities and in the wider circumpolar world,  
(b) As the fundamental medium of personal and cultural expression through which Inuit 
knowledge, values, history, tradition and identity are transmitted,  
(c) To the development of the dynamic and strong individuals, communities and 
institutions in Nunavut that are required to advance the reconciliation contemplated by 
the Nunavut Land Claims Agreement,  
(d) To support the meaningful engagement of Inuit Language speakers in all levels of 
governance and in socio-economic development in Nunavut, and  
(e) As a foundation necessary to a sustainable future for the Inuit of Nunavut as a 
people of distinct cultural and linguistic identity within Canada;  
  
Deploring the past government actions and policies of assimilation and the existence of 
government and societal attitudes that cast the Inuit Language and culture as inferior 
and unequal, and acknowledging that these actions, policies and attitudes have had a 
persistent negative and destructive impact on the Inuit Language and on Inuit;  
  

Vocabulary Box 
assented to: approved (officially) 
from time immemorial: from as long as anyone can remember and before 
imparted: shared, passed down 
medium (of expression): means, way of expressing oneself 
reconciliation: settlement of a relationship 
contemplated: intended 
sustainable future: to maintain a future, to protect a future 
policies of assimilation: government course of action to integrate minority people into 
the dominant way of life of southern Canadians  
cast: portrayed, represented 
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Determined to respond to the pressures confronting the Inuit Language by ensuring that 
the quality and prevalent use of the Inuit Language are protected and promoted, and the 
Inuit Language is affirmed as  
(a) A language of education, in a system that in both its design and effect strives to 
equip Inuit children to enter adult life as world citizens having a rich knowledge of the 
Inuit Language and full ability to participate in the day-to-day life, development and 
cultural vibrancy of their communities and homeland,  
(b) A language of work in territorial institutions, and a necessary element in  
(i) The development of a representative and appropriate public service environment in 
Nunavut, and  
(ii) The full and representative participation of the Inuit of Nunavut in the economic 
opportunities and development of Nunavut, and  
(c) A language used daily in services and communication with the public throughout all 
sectors of Nunavut society;  
  
Emphasizing that the effective teaching and transmission of the Inuit language, 
especially during early childhood and in communities or age groups for which there are 
special concerns about language loss or assimilation, are now critical,  
(a) For improved Inuit educational achievement generally, and  
(b) For Inuit Language protection, promotion and revitalization in  
Nunavut;  
  
Observing that territorial institutions have an obligation under Article 32 of the Nunavut  
Land Claims Agreement to design and deliver programs and services that are 
responsive to the linguistic goals and objectives of Inuit, and that Nunavut and Canada 
are the government parties obliged to implement and give effect to the land claim rights 
of Inuit;  
  
Affirming the Speaker's jurisdiction over the privileges and traditions of the Legislative  
Assembly and the independence of the courts of Nunavut to regulate their own 
processes consistent with the interests of justice in individual cases;  
  
Affirming that the Inuit of Nunavut have an inherent right to the use of the Inuit  
Language, and that positive action is necessary to protect and promote the Inuit and 
Inuit cultural expression, and is consistent with Canada's international undertakings, 
including the International Covenant on Civil and Political Rights, the International 
Covenant on Economic, Social and Cultural Rights and the Convention on the 
Protection and Promotion of the Diversity of Cultural Expressions, proclaimed by the 
United Nations;  
  
 
 
 
 
 
 

Vocabulary Box 
prevalent: existing or predominant 
strives: tries hard 
vibrancy: energy, liveliness, vigour 
sectors: distinct parts of a society  
revitalization: to make Inuit Language vital, essential, indispensable to life in Nunavut 
inherent right: essential right, unquestionable right, natural right 
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Observing that the fulfillment of these linguistic rights is inseparable from the equality 
and human dignity of Inuit, and from the promotion of Inuit self-reliance and cultural, 
social and economic well-being as contemplated by the Nunavut Land Claims 
Agreement;  
  
S.Nu. 2008,c.17  
2  
 
Observing that positive action is necessary to ameliorate conditions of disadvantage 
and address systemic discrimination faced by those for whom the Inuit Language is a 
first, only or preferred language;  
  
Affirming the commitment of the Government of Nunavut to uphold its obligations as a 
public government, including its obligations toward Francophones and Anglophones 
under the Official Languages Act of Nunavut and other laws protecting and promoting 
language rights and the right to equality and non-discrimination;  
  
Determined, in return, to advocate for and to achieve the national recognition and 
constitutional entrenchment of the Inuit Language as a founding and official language of 
Canada within Nunavut.  
 
 Vocabulary Box 

ameliorate: improve 
systemic discrimination: discrimination that is supported by the way things are 
accepted by the system, for example, not using Inuit Language in government 
offices when dealing with people whose first or only language is an Inuit Language  
affirming: enforcing, recognizing,  
constitutional entrenchment: firmly established in the constitution 
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Creating Your Graph Checklist 
 
Name: __________________________ 
 
Date: ______________________ 
 
1. Have you selected the type of graph you wish to use?   ____  

 
Line Graph--A line graph shows the relationship between two sets of information. On 
the Y-axis (vertical) one type of data is presented and on the X-axis (horizontal) another 
type of data.  The line graph is very exact. They are good for showing trends and 
patterns.  
 
Bar Graph--In a bar graph the information is presented in columns or bars. These may 
be either horizontal or vertical. Bar graphs are used to compare numbers. .  

• A solid figure graph is a variant of the bar graph. Here each column is shown as 
a three-dimensional solid, such as cylinders. 

 
Double Bar Graph or Double Line Graph--A double graph represents two sets of 
information at the same time. Double graphs allows for the quick visual comparison of 
two or more sets of information.  
 
Circle or Pie Graph--In a pie graph a circle is divided into sections to visually illustrate 
how parts compare or relate to the whole. Pie graphs often show percentages.  
 
Pictograph--Here data is represented with pictures instead of numbers.  

 
2. Does your graph have a title? ____ 

 
Title: The title of the graph tells us what the graph is about. It can be written on the side, 
underneath or above the graph.  Make sure you read it before interacting with the 
information in the graph. 
 
3. Have you decided how you want to organize the information? ____ 

 
Arrangement of Information: Graphs can be arranged in a variety of ways. The graph 
might be arranged in columns, in a circle, on a vertical and horizontal axis. The kind of 
information will determine how it is best represented in graph form.   
 
4. Have you decided what kind of scale you will use in the graph? ____ 
Scale: What are the increments of measurement? Are they large or small? If the range 
in information being presented in small then the increment value will also be small. If the 
range in data is large, the increments will also be large.  Are percentages used? 
 
5. Does your graph need a legend? ____ 
 
Legend: Is there are key or legend that will help you better understand the graph? What 
do the symbols mean? Does the graph contain shading or coloring? What are these 
indicating?  
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Unit 4: Purposes of Writing 
 

 
Learning Competency 
Students will investigate unfamiliar occupations and explore potential career 
options by: 
• researching the Essential Skills requirement of various occupations 
• creating a career display of key job-related information using on-line 

resources. 
  

 
Language Development  

  

  
Materials 
Essential Skills poster (in kit) 
Computers with Internet access, Photoshop, PowerPoint programs 
Job Quest chart 
FANS Application Form: 
http://www.edu.gov.nu.ca/apps/UPLOADS/fck/file/FANS/FANS002c-
Application.pdf  

  

 
Background 
Often students limit their consideration of possible careers to those with 
which they are familiar. Part of career development is expanding the 
knowledge of opportunities beyond their experience.   

  

 
Opener – Essential Skills 
Review the Essential Skills outlined by HRDC: 

1. Reading Text 
2. Document Use 
3. Numeracy 
4. Writing 
5. Oral Communication 
6. Working with Others 
7. Continuous Learning 
8. Thinking Skills, including—Problem solving, Decision Making, Task 

Planning and Organizing, Significant Use of Memory, Finding 
Information 

 
Break the class into eight groups. Assign each group one of the above 
headings. Have them brainstorm examples of tasks for specific jobs that 
involve the skill; encourage students to be specific in their examples. Students 
should record their ideas on a sheet of poster paper.   
 
Each one of the skills is demonstrated in various tasks. When we think of 
writing we often think of writing tasks such as letters and essays. We often 
overlook things like writing out a cheque or filling out an application form; these 
too are examples of writing. When we talk about reading, we tend to think of 
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reading books, magazines, and newspapers. If someone asked you what you 
had read lately you probably would not say the pill bottle or the instructions for 
your new iPod. The same is true for the other skills. With this in mind, ask the 
students if they could add any more examples to their category.  Allow 
students several minutes to add additional tasks. Have each group briefly 
present their list to the class.   

  
 Connector – Job Quest 

Have the students work with a partner to explore Ontario Passport at: 
http://skills.edu.gov.on.ca/OSPWeb/jsp/en/login.jsp site and/or Essential Skills 
web-site at: http://srv108.services.gc.ca/english/general/home_e.shtml. 
Ask students to first become familiar with the layout of the site. Students have 
perused this site several times before over the course of the Communications 
modules and should be confident in their usage of the site at this point. Spend 
some time yourself becoming familiar with the site layout and how to access 
the occupations and the corresponding Essential Skills. The Essential Skills 
web site is being updated and you will need to explore the site and provide 
your students with a set of instructions or helps for them to locate the needed 
information.  
 
Essential Skills Addressed in this Activity 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses (use Internet to 
navigate a site and search information) 
 Use software for a limited number of functions (communications software)  
 
Instruct students to choose a career/job theme, for example, health, and look 
for jobs in that theme that seem interesting. Complete the Job Quest chart 
found at the end of the unit.   
 
Essential Skills Addressed in this Activity  
Activity: Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
• Style and Structure: standard spelling and grammar expected  
 
Have each pair share their finding with the class. In their class presentation 
they should highlight the following:  

• Title of the job/career 
• Educational requirements  
• Any interesting information  

 
 

 
Activity – Career Display  
Using Word, Photoshop or PowerPoint, have the students create their own 
career display, much like that of a science fair exhibit highlighting a career 
from the theme they selected in the Connector. They should use the 
information from the Ontario/Essential Skills website as well as additional 
sources of information for the display. The following components should be 
present in the display: 
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• Job description 
• Responsibilities and expectations 
• Starting salary 
• Educational requirements 
• Length of training 
• Colleges or universities that provide necessary requirements  
• Visuals to enhance the display 
• Any other information they deem important 
 

The display must include a small summary of at least one paragraph about 
the need for this career in Nunavut and the challenges of Nunavut youth to 
enter this career. Share the peer assessment chart with the class so they are 
aware of criteria. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed: task specifically addresses (writing to create 
display ) 
• Length and purpose: write brief text that is a paragraph or longer intended to serve a 

variety of purposes (inform) 
• Style and Structure: Write in a more formal style for an audience other than familiars 
• Style and Structure: Write in a tone appropriate to the text’s purpose 
• Style and Structure: Write using correct spelling and grammar 
• Style and Structure: Write text for which template or model exists (given headings) 
• Content: Writing is routine  
• Content: Write text that requires making simple inferences 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed 
Computer Use Level 3 – all indicators addressed: specifically addresses (using various 
software or using more than one software option to create Career Display) 
• Use multiple operations and a wide range of software features or options  
• Use graphic software to create drawings, manipulate photographs 
• Prepare visual aids using software such as Power Point 
 
When the displays are finished, have students do a peer assessment of 
another group’s work.  
 
Essential Skills Addressed in this Activity  
 Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed: (peer assessment) 
• Style and Structure: Write using correct spelling and grammar 
• Content: Writing text that requires making simple inferences 
 
Share the work with a junior secondary class; for additional feedback to your 
students, the junior secondary students could fill out an assessment chart as 
well. 

  

 
 

Reflections 
Content – How would the Ontario Passport site or the Essential Skills website 
be of help to someone interested in pursuing a new career or job?  
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 How do the Essential Skills transfer from one work environment to another?  
 
Collaborative – What strengths did your partner bring? What strengths did 
you bring? Describe how you worked together. 
 
Personal – In what ways did this unit expanded your understanding of work? 
What role does education play in your career future?  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions provided) 
• Content: content of writing is routine with little variation from one instance to the next. (This 

is an activity that is present in every Unit and follows the same format.) 
• Content: Writing text that requires making simple inferences 

  

 
Follow-Up – Interview Practice 
Have students imagine they are the employer looking for someone to fill the 
position from the Activity. They should create a list of interview questions for 
the candidate.  Role-play an interview with a friend using the questions.  
 
Essential Skills addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: intended to serve a variety of purposes (students are writing to 

request information) 
• Style and Structure: Write in a more formal style for an audience other than usual familiars 
• Style and Structure: Write in a tone appropriate to text’s purpose 
• Write using correct spelling and grammar 
• Content: Writing text that requires making simple inferences 

  

 
Classroom Reinforcement  
Display the posters created in the Opener. Leave these visible throughout the 
duration of the module. (Students will need to refer to these posters in Unit 
10.)  Designate an area of the classroom or hallway for students to display 
their career projects. Leave the display visible for the duration of the module. 
Students will need to refer back to the displays in Unit 7.  

  

 
Accommodating Diversity  
 Students could hold a mini-career symposium where they invite another class 
or students from Arctic College to view their displays. Students should be 
prepared to answer the questions of viewers. If necessary, they could provide 
applications for colleges or the universities that offer training for the career or 
job identified, as well as a FANS application form. A copy of the FANS 
application can be printed off from: 
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http://www.edu.gov.nu.ca/apps/UPLOADS/fck/file/FANS/FANS002c-
Application.pdf.  
 
Essential Skills Addressed in this Activity 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses (use Internet to 
navigate a site and search information) 
• Use software for a limited number of functions (communications software) 

  

 

Assessment 
Student – Fill in the Self or Peer Assessment on Group Work form for any 
group activity in this unit; ask another member of the group to check to 
provide feedback on your Self-Assessment. Complete the Participation 
Checklist or Unit Self-Assessment templates and journal reflections. If 
necessary, improve journals according to teacher feedback. Complete at least 
two Ajunngitakka (Things I Can Do) form for Writing and/or Computer Use in 
the activities in the unit and store in portfolio. Prepare for a conference. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
 Style and Structure: standard spelling and grammar expected  
 
Teacher – Provide feedback and additional support, if necessary, for working 
with the occupations websites. Collect the Self or Peer Assessment on Group 
Work form to ascertain how students assess themselves in relation to the 
behaviours involved in effective group work. Complete the Participation 
Checklist. Prepare for conferences. 
 
Monitor evidence of students demonstrating tasks related to Writing and 
Computer Use.  
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Job Quest 
 
Name: ________________________ 
 
Date: __________________ 
 

Job/Career Title:  
 
Job/ Career Description:  
 
 
 
 

Essential Skill Level of Skill 
Required 

Example of  Work Task 

Reading Text 
  

Document Use 
  

Numeracy 
  

Writing 
  

Oral Communication 
  

Working with Others 
  

Continuous Learning 
  

Thinking Skills 
  

Computer Use 
  

 
Numeracy: money math, scheduling or budgeting and accounting, measurement 
and calculation, data analysis, numerical estimation. 
 
Thinking Skills: problem solving, decision making, critical thinking, planning and 
organizing job tasks, significant use of memory, finding information 
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Peer Assessment: Career Display 
 
Name: _____________________________ 
 
Date: ________________________ 
 
 
Group members: _____________________________________________________ 
 
Career Display Viewed: _____________________ 
 
 
Respond with three things that you found interesting, striking, or important about the 
display: 
1. ________________________________________________________________ 

__________________________________________________________________ 

2. ________________________________________________________________ 

__________________________________________________________________ 

3. ________________________________________________________________ 

__________________________________________________________________ 

 
Give two suggestions for the group to consider for future projects.  
1. ________________________________________________________________ 

__________________________________________________________________ 

2. ________________________________________________________________ 

__________________________________________________________________ 

 
What was the best thing about the way the display was organized? 
1. ________________________________________________________________ 

__________________________________________________________________ 
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Unit 5: Qualities of Good Writing  
 

 
Learning Competency 
Students will demonstrate proficiency in the mechanics of good writing by:  
• creating  an outline for writing their autobiography following formal 

guidelines 
• using the writing process to compose a detailed autobiography. 

  

 
Language Development  
Essay: a written expression of the author’s opinion 

  

  
Materials 
We Don’t Live in Snowhouses Now: Reflections of Arctic Bay readings4  
Structure of an Essay 
Essay Outline 
Post-it notes 
Pencils 
Paper 
Writing a Reverse Outline 

  

 
Background 
 

  

 
Opener – We Don’t Live in Snow Houses Now 
Have the class form small groups. Distribute one of the excerpts taken from 
We Don’t Live in Snow Houses Now: Reflections of Arctic Bay (provided at 
the end of the unit). Have the students read through the selection and in the 
margin, note the main idea of each paragraph. Students are allowed to use 
no more than three words and must agree as a group on word selection. 
   
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses (making 
notes on main ideas of text) 
 
Have students record the main ideas on post-it notes. Create a master list of 
ideas. As a class group all like main ideas together and create a master list of 
topic/ideas that could be included in an autobiography.    

  
 Connector – Autobiography Outline 

Distribute the handouts, Structure of an Essay and Essay Outline. Discuss 
the essay structure using one of the excerpts from the Opener. As a class, 
create an outline using the topics identified in the same excerpt. Have 
students then create an outline for their own autobiography. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write an outline of a 
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longer text - one of the excerpts at the end of the unit) 
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions(summarize) 
• Style and Structure: write text using an established and more complex format (essay 

format) 
• Content: write about non-routine or uncommon subject 
 
Activity: preparing outline for their autobiographies 
Writing Level 1 Task – all indicators addressed  
Some elements of writing Level 2: task specifically addresses: 
• Style and Structure: write text for which templates or model exists 
• Content: write text that requires making simple inferences 
 

 
 

Activity – Autobiographies  
Using the outlines created in the Connector, instruct students to write an 
autobiography. Students should go through the process of discussing, 
drafting, editing and writing a final polished piece. The autobiographies should 
be a minimum of 10-15 fully expanded, supported and detailed paragraphs.  
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write an autobiography 
using an essay format). 
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions 
• Style and Structure: write text using an established and more complex format (essay 

format) 
• Content: write a report that may require extensive content but where the information 

needed is easily found or readily available from established resources 
  

 
Reflections 
Content – What did you learn about communicating in this unit?  
 
Collaborative – Why is it important to share our stories with each other? How 
important is it to retain our history and share it with future generations?  
 
Personal – How will you make use of the information you learned in this unit? 
How will it be of help in the present? In the future?  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided) 
• Content: content of writing is routine with little variation from one instance to the next. (This 

is an activity that is present in every Unit and follows the same format.) 
• Content: Writing text that requires making simple inferences 

Uqausiliriniq: Communications 12, Module 2: Essential Writing 55 



  

 
Follow-Up – Editing the Autobiographies 
When trying to remember complex selections of writing, the process of 
reverse outlining may be helpful. Have students work at creating a reverse 
outline for the selection of text found at the end of the unit. The purpose of a 
reverse outline is to have students identify the main ideas in a text and use 
these as a hinge for additional information. The goal of reverse outlining is to 
help students access a limited number of main ideas that then open up to 
additional concepts.  
 

Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed (writing a reverse outline of longer text) 
 
Distribute the Writing a Reverse Outline handout for students to use in the 
editing of their autobiographies. Students should edit their autobiographies for 
grammar and spelling and edit the material to improve the clarity and flow. 
The notes can also be used to turn the information into an informal oral 
presentation, a PowerPoint presentation or study notes. 
 
Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Some elements of Writing Level 3 task: specifically addresses: (editing of Autobiography) 
 Style and Structure: Edit written material to conform to proper grammar, spelling and 

formatting; clarity and flow 
 
If Power Point presentation is used. 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed 
Computer Use Level 3 – all indicators addressed: task specifically addresses( using various 
software or using more than one software option to create Power Point presentation) 
• Prepare visual aids using software such as Power Point 

  

 
Classroom Reinforcement  
Display the autobiographies in a hallway or visible spot in the classroom. 
Allow students time to read through the writings.  

  

 
Accommodating Diversity  
If student interest warrants, you may want to provide a variety of writing topics 
for the Activity, such as recording elder stories, or a biography of a family 
member. In this case students would need to interview the elder with a set of 
questions geared to elicit information in particular areas. Students would then 
create a reverse outline and begin the writing process.   
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write a biography or an 
essay based on interview topic) 
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions  
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• Style and Structure: write text using an established and more complex format (essay 
format) 

• Content: write a report that may require extensive content, but where the information 
needed is easily found or readily available from established resources 

  

 

Assessment 
Student – Complete the Participation Checklist or Unit Self-Assessment and 
Journal Evaluation; make sure journal is up to date. Complete at least two 
Ajunngitakka (Things I Can Do) forms for Writing and/or Computer Use. Sign 
up for a conference. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
 Style and Structure: standard spelling and grammar expected  
 
Teacher – Complete the Participation Checklist. Keep anecdotal notes and 
determine whether students need additional information related to 
autobiographies. Review journals and respond to reflections as appropriate 
and complete evaluation form. 
Hold student conferences using the template from Appendix B. Review the 
students’ Ajunngitakka (Things I Can Do) forms. Discuss the Module Tracking 
Forms for Writing and Computer Use with the students.  
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The Structure of an Essay5  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Introduction 
- thesis statement 
- what you are going to 

talk about 
- what is the point of this 

essay? 

Body  
- arguments and 

examples to 
support your 
argument 

- the supporting 
details 

 

Conclusion 
- identifies the end 
- summarizes 

supporting arguments 
- restates thesis  
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Essay Outline 
 
1.  _________________________________________________________________ 

 a) ____________________________________________________________ 

 b) ____________________________________________________________ 

 
 
2. __________________________________________________________________ 

 a) ____________________________________________________________ 

  i. _______________________________________________________ 

  ii. _______________________________________________________ 

 b) ____________________________________________________________ 

  i. _______________________________________________________ 

  ii. _______________________________________________________ 

 c) ) ____________________________________________________________ 

  i. _______________________________________________________ 

  ii. _______________________________________________________  

 
 
3. _________________________________________________________________ 

 a) ____________________________________________________________ 

b) ____________________________________________________________  
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Writing a Reverse Outline 
 
Purpose of a reverse outline: Identify the main ideas in a text and use these as a hinge 
for additional information. 
 
The goal of reverse outlining is to help access a limited number of main ideas that then 
open up to additional concepts. 
 
Guidelines for writing a reverse outline: 
 

1. In the left margin, record the topic of each paragraph. This should be brief 
and use as few words as necessary. 
 

2. In the right margin, note supporting information in point form. 
 
Use these notes to explain the selection to someone else. 
 
Sample: 
Traditionally, Inuit have made toys that are the miniature replica of the real thing(s), that 
boys and girls can play with and learn how to become responsible adults.  Girls/ boys 
were conditioned early in life to take their roles very seriously in order to do well as 
adults. Playing with toys helps to develop their character and foster the attitude that they 
must possess as adults, to become able human beings. By playing with toys, boys and 
girls were expected to learn and live what they learn during day-to-day contact with their 
adult role-models, who may be their parents, grandparents and other people in the 
child’s life. It takes a whole community to raise a child. Children were given toys 
according to their gender. Girls would be given toys intended for girls only and the boys 
were given toys for boys. Parents were very firm that boys should not to play with girls’ 
toys, and vice-versa. Boys were not allowed to play with dolls, so that they could 
concentrate solely on their roles and not get distracted.  Today, you see boys playing 
with G.I. Joe dolls and Transformers. What message does this send?  
 

Topic of Paragraph Supporting Information 

 
Playing with toys helped children learn 
 
 
 
 
 
 
 
 
 

• miniature replica of real tool 
• learn adult roles 
• develop character and attitude 
• role models could be parents, 

grandparents or others 
• given toys according to gender 
• boys and girls not to play with other 

gender’s toys 
• had to concentrate on their roles 
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Unit 6: Writing to Organize and Record Information  
 

 
Learning Competency 
Students will write to organize and summarize key information related to 
successful meetings by : 
• creating a written motion and agenda 
• providing a formal set of minutes  
• researching and writing an essay or set of tips on conducting meetings. 

  

 
Language Development  
quorum: the number of members that must be present to make a meeting 
official 
make a motion: a formal proposal made by a member at a meeting 
pass a motion: the members of the meeting vote on the motion and it the 
majority are in favour, the motion will pass 
minutes: notes that summarize the proceedings at a meeting 
second a motion, seconder: when a member of the meeting makes a motion, 
another member must support it; that person seconds the motion and is 
referred to as the seconder 
debate: discussion of the motion before a vote is taken 

  

  
Materials 
Planning Template 
Who Called This Meeting?6 

  

 
Background 
It was suggested in the Introduction that you and your class hold regular 
class meetings throughout the duration of this module. The goal of this unit 
to familiarize students with running a semi-formal meeting. Although many 
of the organizations they encounter may not run their meeting in this 
fashion, it is still important that our students are familiar with this style of 
group processing. This class meeting will also prepare them for attending 
and presenting at a Student Council of DEA meeting. 

  

 
Opener – Brainstorming Issues for Student Council/DEA Action   
Have the class brainstorm a list of relevant school issues as well as 
upcoming school events. Take a class vote to decide on an issue to raise 
with the Student Council or DEA. You will conduct your next class meeting in 
a manner similar to a Student Council or DEA meeting in order to prepare 
your students to attend and present at such a meeting.  

  
 Connector – Setting the Agenda 

Have students research templates for meeting agendas on the web. Bring in 
samples of Student Council or DEA meeting agendas and have students 
compare and contrast these with what they found on the web. As a class, 
prepare an agenda for the next class meeting together using one of these 
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templates as a model. The main focus of the agenda is to discuss the issue 
voted on in the Opener and to develop a motion for the Student Council or 
DEA meeting. The agenda provides the focus for the meeting, makes sure 
the relevant topics are covered and that the time for each topic is set.  Do this 
by creating a table with the following headings before writing up the agenda:  
 

1. Topics for discussion 
2. Names of presenters 
3. Time for each topic 
 

Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task – all indicators addressed: task specifically 
addresses (preparing an agenda, writing a formal motion to be presented to student council) 
 Write brief text that is a paragraph or longer intended for a variety of purposes (inform, 

express opinion) 
 Style: Write in a more formal style for an audience other than usual familiars 
 Style and Structure: Write in a tone appropriate to text’s purpose 
 Style and Structure: Write using correct spelling and grammar 
 Style and Structure: Write text for which templates or models exist 
 Content: Write about routine subjects or matters 
 Content: Write text that requires making simple inferences 
 
Computer Use Level 1 – all indicators addressed 
Some elements of Computer Use Level 2 – task specifically addresses (locating templates 
on the Internet) Content: Write text that requires making simple inferences 
 Using software for a limited number of functions that make use of existing structures or 

standard formats 
 
If you have too many agenda items and you think it will take too much time, 
you may have to save some items for another meeting. Every person in 
attendance at a meeting should receive a copy of the agenda.  

 
 

 
Activity – Following the Agenda  
At your class meeting, follow the style of meeting the students will experience 
at either the Student Council or DEA meeting, for example, a DEA meeting 
may be more formal than a Student Council meeting. Develop the motion 
students will present to the Student Council or DEA meeting. Decide how 
they are going to present their issue at the Student Council/DEA meeting, 
how much time they would like and (or how much time they may be allotted), 
and the date when a decision must be reached. They should consider for 
their presentation what will need to be done to implement their motion and 
how and who they suggest should be a part of putting the plan into action.    
Have students complete the Planning Template to clarify their goals and 
objectives. Hold the meeting and have all students take notes. 
 
Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task – all indicators addressed: task specifically 
addresses (fill in in forms requiring longer written entries and more detail) 
 Style and Structure: Write in a tone appropriate to text’s purpose 
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 Style and Structure: Write using correct spelling and grammar 
 Content: write about routine subjects or matters 
 Content: Write text that requires making simple inferences 
 
After the class has held with their meeting, have students use their notes to 
write up minutes for the meeting. To prepare them for writing up the minutes, 
have them do a web search for temples of minute writing. Your students 
should request to be included on the agenda of the next the Student Council 
or DEA meeting and provide their motion with a brief overview of their 
presentation. 
 
Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed 
Writing Level 2 Task – all indicators addressed  
Some elements of Writing Level 3 Task – all indicators addressed: task specifically 
addresses (writing up minutes for the meeting) 
 Purpose: Intended to inform, explain, give direction 
 Style and Structure: Writing task has an established format such as a contract or resume 
 Style and Structure: Writing format may cal for structural elements such as headings, 

table of contents, footnotes 
 
Computer Use Level 1 – all indicators addressed 
Some elements of Computer Use Level 2 – task specifically addresses (locating templates 
on the Internet) Content: Write text that requires making simple inferences 
 Using software for a limited number of functions that make use of existing structures or 

standard formats 
  

 
Reflections 
Content – List the main learning points of this unit. How do they connect to 
other learning experiences in this module?  
 
Collaborative – Consider Aajiiqatigiingniq, the concept of being able to reach 
a decision through consensus. You are to work together with others to find 
solutions with respect for all viewpoints. How would you incorporate this into 
what you have learned in this unit? 
 
Personal – What kind of facilitator would you be? What information in this 
unit has helped you think about yourself as a facilitator?  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided.) 
• Content: content of writing is routine with little variation from one instance to the next. 

(This is an activity that is present in every Unit and follows the same format.) 
• Content: Writing text that requires making simple inferences 
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Follow-Up – Meeting Pitfalls 
Have students work with a partner. Provide each pair with a copy of Who 
Called This Meeting? As they are reading, students should underline or 
highlight all the terminology in the article that relates to meetings. Students 
are to create a list of all the terms and their definitions. Definitions should be 
stated in the students’ own words and demonstrate their understanding of the 
concept.  
 
Students should invite a manager of any community organization to provide 
information and advice on how to run a successful meeting. Students should 
make sure to take notes.  
 
Using the essay format from Unit 5, have students write a minimum five-
paragraph essay on how to prepare and conduct a successful meeting.  
 
Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed:  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 Task: Task specifically addressed ( writing essay on conducting successful 
meetings) 
• Length and Purpose: Write either a longer or shorter text intended for a variety of 

purposes (inform, explain, give direction) 
• Style and Structure: Writing task has an established format such as a contract or resume 
• Content: Writing may be extensive but is readily available from established sources 

  

 
Classroom Reinforcement  
Leave the lists from the Connector posted. Ask students to add to the lists as 
they encounter or think of words that would be appropriate. Meet with 
Student Council. 

  

 
Accommodating Diversity  
For interested students, Alberta offers a CTS course on agenda writing. The 
Follow-Up involves the writing of an essay. This is intended to provide 
students with a Level 3 task. An alternative would be to have them make a list 
of tips on how to conduct a successful meeting and then complete the 
Contributing to Meetings scenarios sheet. They could work in a small group to 
discuss the questions on the worksheet, then work alone or with a partner to 
write a response to each question. Students should refer back to the article, 
Who Called This Meeting?, the information from their guest speaker, and their 
research when considering an appropriate response.  
 
Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 – all indicators addressed: task specifically addresses 
(filling in forms requiring longer written entries and more detail) 
 Length and Purpose: Write brief text that is a paragraph or longer intended for a variety 

of purposes 
 Style and Structure: Write using correct spelling and grammar 
 Content: Write about routine subjects or matters 
 Content: Write text that requires making simple inferences 
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Assessment 
Student – Complete the Participation Checklist or Unit Self-Assessment. Use 
teacher feedback from the conference to improve journal. Complete at least 
two Ajunngitakka (Things I Can Do) forms for Writing and/or Computer Use. 
Store these forms in their Communications portfolio. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
• Style and Structure: standard spelling and grammar expected  
 
Teacher – Observe and provide feedback on development of writing and 
computer use skills. Determine if students need more time to develop skills 
related to essay writing. Complete Participation Checklist. 
 
Monitor the demonstration of tasks related to Writing and Computer Use 
according to the indicators on the Module Tracking Forms. 
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Planning Template 
 

1. Goal 
 
 
 

2. Location 
 
 
 

3. Time 
 
 
 

4. What to bring 
 
 
 

5. Agenda 
 
 
 

6. Chairperson 
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Who Called This  
Meeting? 
 

When you are in the chairperson’s seat, you 
 must take charge. Here’s how. 
 

Rosa Harris-Adler 
 

She pulls herself up to full height, jowls 
quivering, and issues a diatribe that is one 
parts ramble. In a 15-minute monologue she 
manages to stab her colleagues in the back 
while patting her own, all the while making 
little or no relevant point. 
Every meeting harbours one such 
personality –the derailer, the pompous 
windbag, the giant bore or the well-meaning 
meanderer, and they can make the difference 
between a meeting that works and one that 
doesn’t. Unfortunately, there is only one 
person who can control them: the 
chairperson. 
 
As people rise through the ranks of 
commerce. The, politics, and the 
professions, they increasingly find 
themselves in this role. Even the most 
articulate and the creative chairpersons had 
better learn the ropes –and when to pull 
them –or they will find their meeting bogged 
down in rhetoric and confusion. A sound 
knowledge of meeting protocol is a must. 
 
“I’ve found the more democratic you are; 
the more a meeting drags on”, says Marnie 
Fortier, who, as director of the Eastern 
Canadian region of the International 
Association of Business Communications, 
presides over a 16-member board. “It’s hard 
to cut people off, to bring them back to the 
agenda without being accused of being 
undemocratic. So you have to use the rules 
to your advantage. Set up a speaker’s list 

before each meeting and allot a specific time 
for each subject. Often you don’t stick to the 
list, but you have to try. At the least, 
participants are aware that the structure is 
there. Besides, it’s a lot easier to say ‘We’re 
running 15 minutes over the schedule’ than 
it is to say ‘you’re talking too much.’ “ 
 
The first step is becoming familiar with 
meeting methodology. In formal meetings, 
like it or not, what was good for General 
Henry Robert in 1876 remains (for want of a 
choice) good for us today.  Robert was 
responsible for Robert’s Rules of Order –
and a humourless, intimidating reference 
work on parliamentary procedure it is. 
Sample paragraph:”This division of a 
question is really an amendment, and subject 
to the same rules. Instead of moving a 
division of the question, the same result can 
be usually attained by moving some other 
form of an amendment. When the question 
is divided, each separate question must be a 
proper one for the assembly to act upon, 
even if none of the others were adopted.” 
Got that? Move to the head of the class. 
 
Inevitably, the only people who seem to 
have committed every word of Robert’s to 
memory are the very same bores and 
blowhards who are the bane of every 
meeting; perhaps they were born with a 
Robert’s gene. Because they follow the rules 
to the letter, it’s hard to reproach

Uqausiliriniq: Communications 12, Module 2: Essential Writing 74 



them when they disrupt an otherwise 
productive session; the solution is to fight on 
their turf. However, most sane individuals 
have what psychologists call an approach 
avoidance relationship with the general. 
They hate him yet they need him. Says 
Carol Ann Fried, a time-management 
instructor at the McGill University 
Management Institute in Montreal, who runs 
workshops on meeting management: 
“‘Robert’s Rules are outmoded. Stuffy. 
Complicated. For the birds. They add time 
to meetings. But I’ve been to appalling 
meetings in which everyone talks at the 
same time and there is no agenda. I believe 
meetings need form.” 
 
Structure keeps the lid on and participants’ 
interest perking. The person who chairs the 
meeting creates the structure and keeps it on 
track –and a distilled version of Robert’s is 
ultimately the most effective way of doing 
that. There is a method in its maddening 
obsession with vocabulary: when you use 
formal terms, it’s harder for a meeting to be 
sidetracked. The terms define the 
methodology: what follows is the essential 
meeting terminology. 
 
A quorum: the number if people –usually a 
majority –it has been decided is the 
minimum needed to hold an official 
meeting. If a quorum is present, the meeting 
begins. The members then take each item on 
the agenda and discuss it. Discussion at this 
point is informal –and ideally just a long 
enough for the members to feel ready to act. 
When a member wishes to propose action, 
he or she does so in the form of a motion, 
which must in most cases be seconded by 
another member of the group before the 
more formal discussion begins. The mover 
has the right to open the formal discussion 
and to speak last on the subject before a vote 
is called; all other members may speak twice 
on each issue. The chairperson may 

participate in the discussion only by the 
temporarily relinquishing the chair to 
someone else. And he or she may only vote 
on motions to break a tie. 
 
Only one motion can be considered at a 
time, although some motions take 
precedence over the on being debated. A 
motion to adjourn takes precedence over any 
other motions on the floor, but the mover 
must have a food reason (the washroom is 
ablaze and leaving the building seems the 
path of least resistance). 
 
A motion to call the previous question, 
wherein a member and seconder move to 
end debate on the original motion under 
consideration, also takes precedence. There 
is no discussion permitted on a move to call 
the question –if the assembly votes in 
favour, the original must then be put to a 
vote. 
 
A motion may also be amended before 
voting if. In the course of discussion, 
changes pr additions appear necessary –and 
even amendments can be amended. If further 
information seems called for or a pressing 
matter intercedes, a motion may be tabled –
postponed –until later in the meeting or a 
future meeting. 
 
The chair rules, and like a good traffic cop 
can interrupt the flow when necessary to 
redirect it elsewhere. But other board 
members may only interrupt a speaker on a 
point of order or a point of information. The 
first is an excellent tool for controlling 
pomposity and windbaggery. When the 
speaker’s comments are irrelevant or he or 
she doesn’t follow the procedure, protesting 
on a point of order is legitimate. The chair 
determines whether the protest is valid. A 
point of information is simply a method of 
asking the speaker or the chairperson a 
question. 
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That, in a nutshell, is all you really need to 
know about meeting terminology and formal 
methodology. But veterans of smoky 
boardrooms know there’s more to running a 
successful a meeting. It’s a little like being a 
diplomat in a hotseat: you must sit carefully 
and stay alert if you don’t want to be burned. 
Some advice on meeting management from 
Fried and Fortier: 

1. Determine what the meeting should 
cover long before it takes place. 

2. Alert colleagues that you are 
planning the agenda and ask them to 
submit their items by specific date. 

3. Allot specific times for each item, 
giving priority to the most important, 
and include times on the agenda. 

4. Circulate the agenda a minimum of 
three days in advance. 

5. Start and end the meeting on time. 
6. Lead. Preside. Interrupt when people 

carry on. Keep them on track. 
7. Don’t be drawn into personality 

squabbles. Keep discussions 
objective and impersonal. 

8. During long meetings, schedule 
breaks –fresh minds mean fresh 
insights. 

9. Listen carefully and solicit the 
opinions of participants who don’t 
contribute on their own. 

10. After the meeting, circulate a report 
stating when action will be taken on 
the discussion reached, and who is 
responsible for carrying out 

The derailers are a tenacious lot and deserve, 
as usual, a last comment. “Put their concerns 
last, or towards the end of the agenda,” 
Fortier recommends. “That way, if you’re 
strapped for time, they can’t go on. Even if 
they do, the important things are behind you. 
But you have to be patient, to handle them 
with magnanimity. Different people have 
different viewpoints and your job is to bring 
them all together.” 
One last word. Your meeting has gathered to 
get work done. But as you, the chairperson 
and traffic cop, cajole, listen, judge, and 
guide the meeting down the rocky road of 
procedure and protocol, it’s easy to forget 
that you’re there to effect change, to take a 
quantum leap forward. Don’t lose sight of 
your goal
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Contributing in Meetings 
 
Name: ____________________________ 
 
Date: _________________________ 
 
Instructions: 
Read each scenario and respond to the questions.  
 
1. You are discussing an important change in work procedures. You know that Piita 

has a lot of great ideas but usually does not speak up at meetings. What could you 
do?  

 
2. Lena is a friend and colleague. During meetings she often has side conversations 

that are not about the topic at hand. What could the chairperson do to keep Lena on 
task? 

 
3. Andy always finds something to criticize in meetings. Whatever the topic he has 

something to say that is negative. How should the chairperson handle this situation? 
 
4. Rhoda, a member of your team at work, is constantly doing paper work or on her 

cell phone texting during meetings.  When asked a question, she has no idea what 
is going on and is not able to contribute. How should the chairperson address this 
issue? 

 
5. Staff meetings are scheduled after work. You do not mind having to attend a 

meeting after hours, but you do mind the fact that the meetings tend to go on and 
on. Padluq always adds his two-cents and somehow cannot be brief. How could this 
be addressed? 

 
6. In the middle of a staff meeting someone brings up a sensitive personal issue from 

home and asks for advice from the group. How could this be handled so everyone 
feels good?  
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Unit 7: Writing to Share Information 
 

 
Learning Competency 
Students will demonstrate proficiency in writing to inform by: 
• composing a formal cover letter applying appropriate form, style, 

vocabulary and content. 
  

 
Language Development  

  

  
Materials 
Access to computers with Acrobat Writer to create pdf documents 
Cache template 
Cover Letter Information handout 
Cover letter peer assessment checklist 

  

 
Background 
The goal of the vocabulary builder task in the Opener is to build confidence 
and foster interest when encountering new words. Students are required to 
incorporate the new words in their writing assignments throughout the rest of 
the module. The Word Cache is similar to a Word Wall which is a useful 
strategy throughout Communications 10-11-12.  
 
The purpose of the free write in the Connector is to foster ease in the 
writing process and to reinforce that students have much to express 
through writing. It is a strategy that could be incorporated in other units and 
modules as well. 

  

 
Opener– Word Cache7  
Discuss that when we read, we sometimes encounter words that are 
unfamiliar. Building our vocabulary is a great way to enhance our learning 
and strengthen our writing. Inform the students that they will be starting a 
class Word Cache. Designate a wall for the Word Cache.  
 
Have a stack of stone block templates and cache templates stationed in the 
classroom. You will find these at the end of the unit. Distribute one of the 
templates to each student. Students should have written at least 16 new 
words blocks by the end of the unit. The words may be from a variety of 
sources, for example, other classes, texts read for pleasure, words heard in 
music. Designate a wall for the class to create their Word Cache. Entries 
should follow the format below: 
 

1. Write the vocabulary word on the top of the template.  
2. Identify any prefixes, suffixes and root words underline these.  
3. *Write 2-3 derivatives on the left side of the vocabulary word. (If 

applicable.) 
4. Write several synonyms on the right side. (If applicable.) Students 
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may use the thesaurus for aid if needed.   
5. Determine the meaning from the text or dictionary. Write this 

underneath the vocabulary word.   
6. Write an example that illustrates the word and draw a picture or 

symbol connected to the word in the centre of the template.  
7. Add to the Word Cache wall.   
 

Essential Skills Addressed in this Activity  
Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 – all indicators addressed: task specifically addresses 
(Creating Word Caches) 
 Style and Structure: Write using correct spelling and grammar 
 Content: Write text that requires making simple inferences 

 
*For meanings of the word you may search http://www.dictionary.com, and 
for the etymology of a word go to http://www.etymonline.com/  
 
Computer Use Level 1 – all indicators addressed 
 Computer Use Level 2 – all indicators addressed: task specifically addresses (use 

Internet to search information) 
 Use software for a limited number of functions (communications software)  

  
 Connector - ME 

Have the students create an idea cluster with “ME” at the centre of the cluster 
and all the adjectives that describe them around the centre. Ask the students 
to select a job/career that arouses their interest. Students are to free write for 
five minutes. They should visualize how they would perform in the selected 
position, and imagine the day-to-day activities and expectations.  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: 
• Length and purpose: write brief text intended to serve a variety of purposes  
• Content: write text that requires making simple inferences 
Some elements of Writing Level 3 addressed: 
• Length and purpose: write either longer or shorter text intended to express opinions 
 
Have them compare their list of descriptive words to those created earlier by 
the group. How well are they suited for the job? What would be their 
strengths? What weaknesses did they perceive?  

 
 

 
Activity – Writing a Cover Letter  
Review the Career Bulletins created in Unit 4. Choose one or two of the jobs 
and brainstorm with the class a list of words that would describe a person 
well suited for the job. They should post these with the career displays.   
 
Have students each choose a job advertisement from the government 
website (Job Postings), local paper or local postings around the community. 
They should brainstorm a list of words that would describe a person well 
suited for that job. They are to write a cover letter as if they were applying for 
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the job, outlining their interest in the job and describing past experiences that 
address the specific requirements for the job. They should also refer to the 
job advertisement for specific words and phrases to use so that their letter is 
tailored to the advertisement. They should assume they have the required 
education. You will find information for a cover letter at the end of the unit.  
 
Letters need to be a minimum of three paragraphs and follow all the 
requirements of the cover letter information at the end of the unit. Have 
students work with a partner and use the peer editing form to edit each 
other’s cover letter. 
 
Students are to use the comments of their peer to edit and rewrite the letter. 
Have students create a pdf document of their letter (so that it cannot be 
changed by anyone else).  
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed; task specifically addresses (write and edit a cover 
letter for application to a job) 
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions 
• Style and Structure: write text using an established and more complex format (business 

cover letter format), edit written materials to conform to proper grammar, spelling and 
formatting, rewrite material to improve clarity and flow 

• Content: write non-routine writing tasks. 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed; specifically addresses (convert Word file to  
PDF file) 
• Use several familiar software features  

  

 
Reflections 
Content – Write a brief description of how to write a cover letter.  
 
Collaborative – What strengths will you bring to those around you regardless 
what career or job you choose to pursue? 
 
Personal – How will the information and tasks of this unit help you in the 
future?  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided) 
• Content: content of writing is routine with little variation from one instance to the next. 

(This is an activity that is present in every Unit and follows the same format.) 
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• Content: Writing text that requires making simple inferences 
  

 
Follow-Up– Word Pantomimes  
Have the students form small groups. Each student should take a turn 
reading two or three of their favorite entries from the Word Cache. The group 
then selects a word from each student and creates an action or brief 
pantomime to teach the new word to another group; this provides the visual 
context for understanding the word. (One vocabulary word per student.) Have 
two groups join together when they are prepped and ready to present.  
 
Have the students follow the presentation format below. 
 

1. Act out the word. Have the other group venture several guesses. 
2. Show the word to the group and have them repeat it. 
3. Act out the word. Have the other team mimic the action. 

  

 
Classroom Reinforcement  
Create a class display with the ME clusters from the Connector. If you have 
access to a digital camera you may want to include a student picture with 
each cluster.  
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed  
Computer Use Level 3 – all indicators addressed: task specifically addresses (take digital 
photo and download it, then use it to create a visual display) 
• Use graphic software to create drawings, manipulate photographs 
• Prepare visual aids using software such as digital photography  

  

 
Accommodating Diversity  
For those students interested have them analyze new vocabulary words 
identifying root, suffixes, prefixes, and derivatives. Project a sample cover 
letter for students to discuss with the Cover Letter Information handout..   

  

 

Assessment 
Student – Have students exchange their cover letter with a partner and use 
the peer assessment to provide feedback. Remind students to add four to 
five words to their Word Cache Dictionary. Complete the Participation 
Checklist or Unit Self-Assessment. Complete at least three Ajunngitakka 
(Things I Can Do) forms for Writing and Computer Use and store in portfolio. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
 Style and Structure: standard spelling and grammar expected  
 
Teacher – Fill out the Participation Checklist. Maintain anecdotal notes on 
students; provide more samples of cover letters if necessary. Note whether 
further reading assistance and instruction is required for documents of this 
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nature. 
 
Monitor demonstration of Writing and Computer Use tasks. 
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Cache Template 
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Cover Letter Information 
 
1. Make sure you use at least three power words. You may have quality adjectives from 

the Opener and Connector you wish to use.   
 
achieved organized  instructed 

created directed  managed 

led prepared  qualified 

administered                                developed                          generate 

recommended                              suggested                           taught 

assisted                                       won                                    guided     

exceeded                                     designed                            trained 

                       
2. Your cover letter should contain a heading, an introduction a body and a closing.  
 
Heading 

a. your contact information 
b.  current date 
c. employers name and address 

 
Introduction—should spark the reader’s interest 

a. greeting 
b. reason for letter 
c. how you heard about the position 
d. why you are interested in the position 
e. career objectives 

 
Body—This is your opportunity to sell yourself. This portion of the letter should link to 
your resume and emphasize qualifications the employer has included in the job 
description. 

a. two paragraphs long 
b. qualifications—explicit to job  
c. demonstrate knowledge about the company 
d. conclude with an affirmation of your strengths 

 
Closing 

a. Make a request for an interview 
b. Thanks for consideration 
c. Polite closing 
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Peer Assessment 
Name: __________________________ 
 
Date: _____________________ 
 
 

What to look for … √ Comments or suggestions: 

Does the letter include an 
introduction? 

  

Does the letter include the 
body? 

 

Does the letter include a 
closing? 

 

Are all the words spelled 
correctly? 

 

Does the letter include at 
least 3 power words? 

 

Does the language in the 
letter use language from the 
advertisement? 

 

 Is the punctuation correct? 
 

Does the letter look and 
sound professional? 

 

Is the letter geared 
specifically to the job? Does 
it address the specific 
requirements mentioned in 
the advertisement?  
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Unit 8: Writing to Gather Information 
 
 

 

Learning Competency 
Students will write to persuade by: 
• researching and developing a formal written funding proposal addressing 

an identified community need. 
  

 
Language Development  

  

  
Materials 
Computer access 
Maligait overview8  
Planning for the Proposal  
Proposal Guidelines 
NWT Literacy Council’s Tools for Community Building Workbook, includes an 
excellent chapter on proposal writing 
http://www.toolsforcommunitybuilding.ca/pdf/tcbwrkbk.pdf  
Nunavut Literacy Council on writing proposals: 
http://www.nunavutliteracy.ca/english/resource/funding/writing.pdf (provided 
at the end of the unit) 

  

 
Background 
For the purpose of this unit students will write a proposal to create a 
program that will meet the needs of their community. The aim is to foster 
community responsibility as well as teach the writing skills and steps in 
involved in the process.   

  

 
Opener – Brainstorm Community Needs 
Review the maligait using the overview provided at the end of the unit. Ask 
students to reflect quietly for a moment on what the maligait mean for them.  
How is this expressed in their actions?  
 
As a class brainstorm a list of community needs.  Record these on a sheet of 
poster paper and keep the list visible throughout the unit.  
 

Examples:  
Need for playground equipment 
Internet access for library 
Town garbage clean-up day 
Support groups 
Drop-In centre  
Summer programs for youth 
Food cupboard for needy  

 
Have the students poll their parents and community members for additional 
ideas and include these on the class list. They might also contact the Hamlet 
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Office or any other organizations or offices that could be involved in the 
project. 

  
 Connector – What Goes into a Funding Proposal? 

Brainstorm with students what they think should be included in a funding 
proposal. Generally, a proposal is asking for a considerable amount of 
money, so what would you need to include to convince someone that your 
proposal is worth funding? Make a class list [for example, the necessity for a 
change or update, that the costs will be outweighed by the long-term results, 
the problem or opportunity is clearly identified]. 
 
As a class, identify the solutions/ideas on the list that would require monetary 
input to implement and mark this with a star.  
 
Discuss that for most organizations or groups of people working for change 
that requires funding or resources, the process of change usually begins with 
a funding proposal and that students will be doing just this over the next few 
classes. As students begin to plan their proposals, the list created in the 
Opener will provide ideas and may spark additional ideas.  

 
 

 
Activity – Writing a  Funding Proposal 
Inform students that writing a proposal will constitute a large portion of their 
work in this unit. The process will stretch over several classes and require 
students to complete some work after class. They may choose to work either 
independently or with a small group to create a proposal.  
 
Distribute the Planning for the Proposal steps provided at the end of the unit. 
Read through with the class and highlight each step. Explain and answer 
questions where necessary. Post these steps in a visible spot in the 
classroom. Allow students to work through each step. They should record the 
process and ideas in their journal. Allow students several classes to complete 
the steps.  
 
Refer back to the list of things a funder would like to know from the Opener. 
Hand out the Writing a Funding Proposal. Depending on your class, you may 
want to go over the steps together or have them read through in small groups 
and then have a class discussion. Allow students as much time as necessary 
to complete the proposal. You may want to have the students identify what 
parts they could complete after school hours.  
 
Students will also need to spend some time on the computer locating sources 
of funding for their proposals. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed; task specifically addresses (write a funding 
proposal for a community project) 
• Purpose and Length: Write longer or shorter text intended to inform, explain, express 
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opinions, persuade, request 
• Style and Structure: Write text using an established and more complex format (funding 

proposal) 
• Style and Structure: Write using structural elements such as headings, table of contents) 
• Content: Write non-routine writing tasks. 
• Content: Write a text that may require extensive content, but where the information 

needed is easily found or readily available form established resources 
 
If seeking funding information via Internet search 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed; specifically addresses (using Internet to 
search out funding information) 
• Use communication software ( Internet)  
 

  

 
Reflections 
Content – What skills and information did you learn in this unit?  
 
Collaborative – Look back at your response to the Content question. How 
will the information and the skills you learned in this unit be of benefit to your 
community? What role do youth play in building a strong community? 
 
Personal – How is your expression of Maligait different from that of your 
parents at your age? How is it the same?  
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided) 
• Content: content of writing is routine with little variation from one instance to the next. 

(This is an activity that is present in every Unit and follows the same format.) 
• Content: writing text that requires making simple inferences 
 

  

 
Follow-Up – Doing It!  
Have class representatives attend a Hamlet Council meeting to discuss the 
plans of the students and to get their support for the funding proposal. They 
should consult with other organizations and individuals in the community to 
get feedback on their ideas and support for their proposal. Have the students 
find and download a Brighter Futures application form (see website below) 
for a proposal, fill it in and send it off.  
http://www.city.iqaluit.nu.ca/apps/UPLOADS/files/1236977159-32187.pdf     
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed   
Some elements of Writing Level 3 addressed: task specifically addresses (filling in grant 
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application form) 
• Purpose and Length: Write either a longer or shorter text intended for a variety of 

purposes 
• Content: Write about non-routine or uncommon subjects or topics 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses ( use Internet 
to find and download Brighter Futures application form) 
 Use software for a limited number of functions (communications software)  

  

 
Classroom Reinforcement  
Display the visual timelines. If students have elected to implement their 
program have them write their name on the appropriate place on the timeline.  

  

 
Accommodating Diversity  
The proposal writing aimed to allow students to identify areas where they 
could contribute to their communities. You will need to decide if you and your 
students have the time and energy to implement the proposal.  

  

 

Assessment 
Student – Remind students to add new vocabulary words to the Word Cache 
Dictionary. Complete the Participation Checklist or Unit Self-Assessment and  
journal Reflections. Complete at least three Ajunngitakka (Things I Can Do) 
Writing or Computer Use forms. Store in portfolio. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
• Style and Structure: standard spelling and grammar expected  
 
Teacher – Check that word entries to the word cache have been made.  
Provide feedback on writing and computer use development. Collect journals 
and Journal Evaluation forms. Provide class feedback on the journals. 
Complete the Participation Checklist  for this unit. 
 
Monitor demonstration of Writing and Computer Use tasks using the Module 
Tracking Form. 
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 Maligait 
 

Common Good 
Inuit are socially responsible for each other. Inuit share, serve and care for each other 
by working for the well-being of all in the community. Inuit strive for and expect unity.  

 
 

Respect for all Living Things  
Inuit believe in a power greater than oneself. Inuit believe it is folly to set themselves 
above others or the natural world. Being humble and respectful of both others and 
nature helped Inuit maintain balance.  

 
 

Keeping Harmony 
If conflict arises Inuit strive to maintain harmony for the group. Harmony in the group is 
essential.  

 
 

Preparing for the Future 
Inuit focus on continual improvement. The nurturing of good human beings is vital to 
Inuit. Being capable and contributing is expected for everyone. Using your skills to 
provide for others is essential to Inuit. Being able to make life easier is a prized 
achievement.  
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(Once steps 1-4 are completed and you have provide written documentation to your teacher you 
are ready to proceed to step 5)  
  

Planning for the Proposal 

Step 1—Identify 
Identify an issue or opportunity in your community that you think needs 
addressing. Focus on an issue or opportunity that is reasonable to begin 
working with. Then take break it down into even more manageable parts. 
Tackle one part in your proposal. 
 

Step 2—List 
List all possible options and consider as many ways to address the issue as 
they can. Brainstorm and let your imagination go free. List all possible 
solutions even if you think they are crazy. Do some research into how other 
communities have dealt with the issue.  
 

Step 3—Rationale 
You need to rationalize your position. Why does this issue need to be dealt 
with? What are the effects of not tackling the matter? You must be able to 
cite credible and reliable sources in justifying the need for addressing the 
issue. Statistics, personal interviews, on-line sources, books, interview, and 
journal articles are all possible resources. They must include at least three 
sources.   
 

Step 4—Find funding 
You may consider any of the following when trying to access funding. 

Churches 
 

Hamlet councils often have 
a list of possible funding 
agencies: Brighter Futures, 
Inuit organizations, Nunavut 
Tunngavik, Recreation 

Hamlet Council may 
already have access 
to funds  
 

Fund raising 
 

Create a service that is paid for as it is 
used. (In this case, students should still 
write the proposal for support from Hamlet 
Council or any other community 
organizations that may be affected. 
Perhaps part of the plan is to use a school 
classroom to run an after-school games 
time. The Principal and DEA should be 
given a copy of the proposal.    
 

Step 5—Write 
You are ready to write the proposal. Begin drafting your proposal 
following the guidelines provided by your teacher. Remember you will 
need to revise and edit before you hand in a polished copy. 
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 Writing a Funding Proposal9  
 

Writing proposals is often seen as a difficult thing, but if you have done good project 
planning before sitting down to write your proposal, most of the information you need to 
complete the proposal will be available to you. 
 
Some General Information 
Before getting into the specific areas a proposal should include, here some general tips: 
 Make sure your request fits the funder’s mandate. You may want to call the funder 

to discuss your project ideas before you write your proposal. 
 Answer all questions asked by the funder. 
 Be as clear and concise as possible. 
 Support your comments. 
 Keep the language simple and direct. Avoid jargon and acronyms. 
 The final copy should be neat, easy to read and carefully proofread. 
 Make sure the numbers in the budget add up. 
 Be positive. 
 

The Components of a Proposal 
Any proposal that you write will probably include the following topics: 
 Introduction – describes your organization, its qualifications and experience 

In this section, you will describe your organization, its mandate, its membership or 
clients and its programs and activities. This kind of information helps to establish 
your experience and ability to successfully manage and complete the project. 

 
 Problem or Needs Statement – describes the need for the project 

In this section, you should be able to answer these kinds of questions: 
 What problems are you trying to address and what needs are you attempting 

to meet? 
 If your project is to help people, are they interested in participating in the 

project? 
 Why does your organization want to do this project? 

 
 Goals and Objectives – describes what you hope to accomplish and what steps 

need to be taken in order to meet your goals. 
Goals describe what you want to accomplish and objectives are the specific steps 
you will take in order to meet your goals. Here’s an example of a goal: To support 
family literacy activities within the community. 

 
For each goal, there are several short-terms objectives. Objectives state the main 
activities or tasks you need to carry out to meet your goal. It is important to keep 
your objectives: 
 Specific 
 Measurable 
 Achievable 
 Realistic 
 Time-limited 
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Examples of objectives could be: 
1. to set up a family reading centre in the community library; 
2. to promote family literacy activities at the school, daycare and adult education 

programs by holding family reading circles; 
3. to hold a family reading program on the local radio station one evening per 

week during the winter. 
 
 Action Plan and Schedule – describes what you will actually do to achieve the 

objectives 
In this section, you will clearly describe in detail the steps you will take to meet 
each objective. The Action Plan describes what you will do, who will do it, how 
you will involve the target group and when each activity will occur. Funders want to 
see that your group has anticipated and thought through each step of the project. 
 
Here’s an example: We have approached the local librarian to set up a family 
reading centre in the library that will offer structured activities to families two nights 
a week. The family Literacy Coordinator will organize and lead the activities and 
will be responsible for promoting each session throughout the community. 

 
 Evaluation – describes a plan for determining how well the objectives are met. 

Evaluation is helpful because it: 
 lets you think about what you are doing and why 
 lets you know if you’re doing what you said you would 
 tells you what’s working well 
 lets you know what you need to change and how you can improve your 

project 
 shows other communities what has worked for you 
 give you ideas for future projects 

 
An evaluation plan is linked to your project objectives and activities. A plan should 
include: 
 How you will measure success (indicators), for example, # of families 

participating in family reading activities; 
 What results you hope to achieve, for example, more families using the 

library; more awareness of the importance of reading for both parents and 
their children. 

 How you will gather information, for example, survey, feedback session with 
parents. 

 
 Budget – outlines the total costs of the project, including in-kind support 

The budget is a very important part of the proposal. It should very clearly show 
how much money you require in order to carry out the project as described in the 
action plan. It should include: 
 all salary costs listed by position; 
 benefits (Employer’s share of EI and CPP; vacation pay); 
 rent; 
 materials and supplies; 
 telephones and fax; 
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 equipment rental; 
 other costs (provide clear details). 

 
 Other funding – describes other sources of funding or support for each item. It is 

important to stay within that limit. 
You should also list any donations, in-kind support or other sources of funding. 
Example of in-kind support may be free space for your program or the donation of 
a computer. 

 
Example budget 

Family Reading Circle Project 
  
Staff costs  
 Family Literacy Coordinator ($20/hr x 20 hr/week x 16 weeks) 6,400.00 
         Mandatory Benefit Costs (10%) 640.00 
 General Project Costs (or 0 & M)  
        Rent In-kind 
      Materials and Supplies 1,500 
      Phones, Fax, photocopies 600.00 
  
        Total $9,140.00  

 
 Letters of Support – shows that other groups, organizations and individuals in 

your community are aware of your project and support it 
Most of the funders will ask for at least two letters of support. They let the funders 
know that you have discussed your project with others in the community and that 
there is support for the activities you are proposing to carry out. 

 
 Appendices – any supporting documents like a needs assessment, community 

profile or information about your organization 
Appendices are attachments to the proposal that provide useful additional 
information for the funders. It is helpful to use appendices rather than overcrowding 
the proposal itself. Any supporting documents that demonstrate the need for your 
project or the structure of your organization can be attached to your proposal as 
appendices. 

 
 Top 10 Ways to Get Your Proposal Read! 
 

1. Make sure you know something about the company or agency before you submit 
your request. Call and ask them for their guidelines.  

2. Individualize the proposal. “To whom it may concern” indicates you haven’t done 
your homework. 

3. Be sure to include all the information they request. 
4. Don’t overwhelm them with support materials such as videos. The ideal length of a 

proposal should be 4 – 6 pages. 
5. Be sure to call and follow up on your request 3-4 weeks after submitting it. 
6. If an organization supported you in the past, make sure to say thank you. Keep in 

touch with them and let them know how the funds were spent. 
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7. If this is your first time requesting funds from this organization, don’t ask for too 
much. 

8. If you are turned down – call the organization and find out why. 
9. Illustrate the benefits of supporting your cause to the organization. 
10. Be passionate about your goals and objectives and make your enthusiasm clear in 

the proposal. 
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Unit 9: Writing For the Future 
 

 
Learning Competency 
Students will demonstrate proficiency in writing and filling in complex and 
lengthy forms by:  
• accurately and appropriately completing a variety of relevant application 

forms. 
  

 
Language Development – Think-Pair-Share     
This strategy encourages students to practise language in non-threatening 
way. Students are given a question or idea to think about quietly, then they 
pair up with a classmate to discuss their ideas together. They finish by 
sharing their ideas with the class.  

  

  
Materials 
Access to computers for the application forms 
CD: Handbook of Opportunities (scholarships, bursaries and exchanges for 
Nunavut secondary school students) (provided with the resource kit) 

  

 
Background 
Most college and university information packages can be accessed on-line 
or by a quick phone call. You may have students who are not 
contemplating post-secondary studies at this time. Explain that if they 
change their mind in the future, they will know how to apply in the best way 
possible.  

  

 
Opener – Think-Pair-Share 
Have students respond to the following questions using Think-Pair-Share: 
 

1. How does knowledge help us prepare for the future? 
2. In what ways is your education providing for your future? 
3. In what way will your education contribute to your community? 

  
 Connector – Filling in Application Forms   

Make a list of application forms students have filled in so far in their lives. 
Have students respond to the following questions with a partner. Compile a 
class list.  
 

• *Are there any colleges or universities for which they would like 
applications? 

• Are there any forms of particular interest to them personally that were 
not listed? 

• Are there any forms that are particular to Nunavut?  
• Which ones do they have? Which ones do they not yet have?  

  
Students who wish to attend college or university or take special training 
should be checking websites for entrance requirements and application forms 
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now. They should not be waiting for the results of examinations. 
 
Essential Skills Addressed in this Activity 
• Computer Use Level 1 – all indicators addressed 
• Computer Use Level 2 – all indicators addressed: task specifically addresses: (use 

Internet to find and download college and university entrance application form) 
• Use software for a limited number of functions (communications software)  
 
Have students research the websites of colleges, universities and 
apprenticeship institutions for entrance applications. Students may have 
specific application forms identified in the Connector which they wish to fill 
out. They should fill in applications for bursaries and scholarships. The CD 
Handbook of Opportunities for Nunavut Students is provided with the 
Communications kit. Students should complete two application forms; if they 
are contemplating post-secondary schooling, one of the applications forms 
should be an application for Financial Assistance for Nunavut Students 
(FANS). Ask the students to help each other to complete their forms 
correctly.  
 
Essential Skills Addressed in this Activity 
If registration forms only require brief written entries (FANS ) 
Writing Level 1 Task – complete a form requiring only brief written entries 
 
If college registration forms require more detail and/or longer written entries – See 
registration form for Simon Fraser University 
Writing Level 2 Task – complete a form requiring longer written entries (a paragraph or more 
 
If college registration forms require letters of intent or writing (NAC) 
Level 3 Writing Task – writing formal letters of intent 
 
Computer Use Level 1 – all indicators addressed 
Computer Use Level 2 – all indicators addressed: task specifically addresses: (use Internet 
to find  application form and fill in online application forms) 
Use software for a limited number of functions (communications software) 

 
 

 
Activity – Educational Goals  
Have students write an essay about their educational goals using the 
following template or a similar one: 

• Introduction – introduce yourself 
• state your educational goals and career plans  
• describe your community involvement 
• describe your contributions to your family and school 
• describe your personal challenges  
• explain why you think staying in school is important (or lifelong 

learning or post-secondary education) 
 
Students will be able to use this essay to help them write a letter of intent that 
some institutions, such as Nunavut Arctic College, require. (NAC asks for a 
letter of intent asking potential students to explain why they want to attend 
the program they are applying for.) The Foundation for the Advancement of 
Aboriginal Youth (FAAY), a source of scholarships and bursaries, requires a 
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1000-word essay. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed   
Writing Level 3 Task – all indicators addressed; task specifically addresses (writing essay 
that may be used to compose a letter of intent) 
• Purpose and Length: Write longer or shorter text intended to inform, explain, express 

opinions, persuade, request 
• Style and Structure: Write text using an established and more complex format (essay 

that maybe used to compose letter of intent) 
• Content: Write a text that may require extensive content, but where the information 

needed is easily found or readily available form established resources 
  

 
Reflections 
Content – What information is required when you fill out most forms? Make 
sure you try some forms for places you might like to work or study when you 
finish grade 12. 
 
Collaborative – Leaving the community to pursue post-secondary education 
or training is often difficult for people who are close to their families. Talk to 
some students who have done this and ask them for advice. 
 
Personal – Which of your skills do you want to make use of in the future? 
What kinds of work or study would that lead you into? 
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided.) 
• Content: content of writing is routine with little variation from one instance to the next. 

(This is an activity that is present in every Unit and follows the same format.) 
• Content: writing text that requires making simple inferences 

  

 
Follow-Up – *Résumé Update  
Have students make sure they have a current résumé available. If students 
have a working résumé, have them bring it up to date adding any relevant 
additional experiences. If students do not have a résumé, allow them time to 
create one. In order for the résumé to be considered a Level 3 writing task, it 
needs to have a fairly complex format. Have students do a web search on 
résumé templates and choose a complex format either to update their current 
résumés or to write a new one.  
 
*Resume writing is covered in Aulajaaqtut modules. Please check with your 
Aulajaaqtut teacher; there should be an electronic copy of the students’ 
résumés available. 
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Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed; task specifically addresses (write an effective 
resume)  
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions, persuade, request  
• Style and Structure: write text using an established and more complex format (resume) 
• Content: write non-routine writing tasks 
• Content: write a text that may require extensive content, but where the information 

needed is easily found or readily available from established resources 
  

 
Classroom Reinforcement  
Set aside a corner of the classroom where the application forms are available 
to your students. Encourage students to share these with interested family 
members or friends.  

  

 
Accommodating Diversity  
If students are having difficulty filling out the applications have them use the 
Filling Out an Application Form sheet prior to attempting the application form. 
Students who are interested in the same forms may work together to 
complete the task. 
  
 If this unit is being delivered at the same time as the grade 11 Essential 
Writing, Unit 9, you may want to have your students volunteer to help the 
grade 11 students. They could provide additional support in running the 
centers set up to provide the community help in filling out a variety of 
application forms.  
 
For the Activity, please adapt the template for students who are not planning 
on post-secondary studies. Instead of Educational Goals the topic could be 
Future Goals. The essay will help all students with their cover letters for 
applications.  

  

 

Assessment 
Student – Remind students to add four to five words to the Word Cache. 
Complete the Participation Checklist or Unit Self-Assessment and make sure 
journal is up to date. Complete three Ajunngitakka (Things I Can Do) forms 
for Writing or Computer Use during this unit. Store in portfolio. Sign up and 
prepare for a student conference. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
 Style and Structure: standard spelling and grammar expected  
 
Teacher – Check that word entries in the word cache are up-to-date. 
Complete the Participation Checklist for this unit. Prepare for student 
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conferences. Read through the application forms and work with individual 
students to make sure they understand the process and what is required for 
the various forms. Prepare for conferences. 
 
Watch for indicators of Writing or Computer Use tasks being demonstrated 
by students.  
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 Application Forms 
 

In Communications 10, students complete applications forms related to employment. In 
11, the application forms relate to broader issues such as obtaining bank accounts, 
driver’s licences, and passports. In Communications 12, students complete application 
forms related to their post-secondary plans for example, colleges, universities, Nunavut 
Sivuniksavut, apprenticeship, FANS, scholarships and bursaries, and employment or 
training. 

 
On-Line Application Forms 

 
Application: birth certificate – Writing Level 1 Task  
http://www.gov.nu.ca/documents/Vital%20Statistics-Birth-Marriage-Death-
Applications.pdf  
 
Application: Financial Assistance for Nunavut Students (FANS) – Writing Level 1 Task 
http://www.gov.nu.ca/education/eng/adult/fans/05-06_forms/Adobe/Application.pdf  
 
Application: Financial Assistance for Aboriginal Students (FAAY) – Writing Level 3 Task  
http://www.ccab.com/uploads/File/FAAY/FAAY-Application-2011-2012.pdf 
 
Application: ATV/snowmobile insurance – Writing Level 1 Task 
http://www.nunavutinsurance.ca/english/forms/ATV_Snow%20App.pdf 
 
Application: firearm acquisition – Writing Level 1 Task 
http://www.privcom.gc.ca/information/app_i_e.pdf  
 
Application: outfitter’s licence – Writing Level 2 Task 
http://www.gov.nu.ca/documents/SportHuntOutfitterApplicationForm.doc  
 
For extra help and information: 
http://www.servicecanada.gc.ca/en/audiences/aboriginal/cards.shtml  
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Filling Out an Application Form 
 

1. Read through the whole form before beginning. 
 
2. Are there specific instructions for filling out the application, 

such as print only, block letters, or black ink only?  
 
List them here:  

 
 
 
3. Are there additional forms, resumes, paperwork required? 

What are they? 
 
Where would you get them?  
 

 
 
4. What questions are you unsure of how to answer? 

Record them here.    
_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________ 
 

Personal Notes and Reminders: 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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Unit 10: Life-Long Writers 
 

 
Learning Competency 
Students will review and use the writing skills presented in this module by: 
• planning and completing a persuasive piece of writing on a community 

issue related to change (community may include the home community, but 
may extend also to their region, Nunavut or Canada);  

• presenting the information in a persuasive format (thesis, argument, 
conclusion). 

  

 
Language Development  
critique:  a review in which the author provides the reader with an analysis 
and uses that analysis to justify a personal assessment   

  

  
Materials 
Computer access 
Samples of satire from YouTube (not provided) or the Hammer at 
www.thehammer.ca or other appropriate websites illustrating satire 
DVD: Qallunaat: Why White People are Funny (This DVD was first used in 
Communications 11, Module 1. We are revisiting it here as an example of 
satire.) 
Pijunnaqsijuq/The Proficient Learner definition (at end of unit) 

  

 
Background 
This unit aims to provide students with the time to identity and reflect on 
their learning throughout the module.  
 
The students completed a writing project of their own choice in 
Communications 10 which was expected to meet the Essential Skills 
Indicators for a Level 1 or Level 2 task. In Communications 11, they 
completed a writing project that had to be persuasive in nature and meet 
the Indicators for Level 2 or 3. Communications 12 expects a writing 
project that investigates an issue of the student’s choice that the student 
feels strongly about; the final task should meet the Indicators for Level 3 or 
4.  
 
For comparison with the Manitoba grade 12 English Language Arts 
Standards Test, go to 
http://www.edu.gov.mb.ca/k12/assess/infobulls/ela.pdf . It is based on the 
writing process and includes teacher notes, student samples and rubrics.  

  

 
Opener – Satire Samples 
Share one of the satirical samples mentioned in the Materials, then allow 
students several minutes to free write about the concept of satire. Have them 
share their ideas with a partner or small group. 
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Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: task specifically addresses (free write) 
• Length and purpose: write brief text intended to serve a variety of purposes  
• Content: write text that requires making simple inferences 
Some elements of Writing Level 3 Task addressed: 
• Length and purpose: write either longer or shorter text intended to express opinions  

  
 Connector – Critique: Qallunaat: Why White People are Funny    

Watch the DVD Qallunaat: Why White People are Funny.  Have the students 
write a brief critique of the film. It should be a minimum of six paragraphs in 
length addressing the following six items: 

1. Overview: Include both plot and characters 
2. Premise: Write what you think is the main point of the DVD? 
3. Characterization: Are the characters believable? Do their actions, 

words, thoughts, and clothes seem natural? Give specific examples. 
4. Plot: Is the plot believable? Does it correspond with the characters’ 

behaviours? Is it humorous? Give specific examples. 
5. Is there anything that was done exceptionally well? Poorly?  
6. Conclusion: Provide your opinion of the DVD; rate if with 0 to five stars. 

Use one to three reasons to reinforce your outlook.  
 
Have students share their critiques in a small group. Does the DVD fit their 
ideas of satire? 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write a critique)  
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions (critique) 
• Style and Structure: write text using an established and more complex format (critique) 
• Content: write about non-routine subject 
• Content: write a report that may require extensive content, but where the information 

needed is easily found 
 
 

 
Activity – Writing Persuasively  
Review essay writing. Make a list of the features of essay writing to serve as 
a reminder. Review the steps of the writing process. (The Communications 
12 essay project should meet the Essential Skills Indicators for Level 3 or 4.) 
The final product will be a formal persuasive piece of writing related to 
change in their community (for example: political, environmental, leadership, 
attitudes, sports, youth engagement, decentralization) and students must 
take a position on the issue. Students will conduct research (survey, reading, 
interview, on-line search) and document sources (bibliography, references). 
Students will choose their own audience and write in a manner appropriate 
for that audience.  
 
Post the Pijunnaqsijuq handout and provide a copy for each student. This is 
the Inuktitut term for learners in the final stage of K-12 schooling. In English, 
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it means that learners at this stage are expected to be proficient. Have 
students reflect on this information and let it provide guidance in the 
approach they take to the issue they have chosen. 
 
Students are to edit and publish their essay. Nunavut Tunngavik has annual 
writing contests and so do other organizations or, if students are willing, 
publish the essays in a format similar to a class yearbook or share with the 
organizations addressed in their piece of writing.  
 
Provide students with the assessment rubric and discuss it with them prior 
to beginning the project. Please note that the final product must be 
persuasive, but may be presented as a written essay, a picture and writing 
essay, or any other format that demonstrates a theses, argument and 
conclusion. 
 
Essential Skills Addressed in this Activity 
Writing Level 1 Task – all indicators addressed  
Writing Level 2 Task – all indicators addressed 
Writing Level 3 – all indicators addressed: task specifically addresses (write an essay using 
an essay format) 
• Purpose and Length: write longer or shorter text intended to inform, explain, express 

opinions 
• Style and Structure: write text using an established and more complex format (essay 

format) 
• Content: non-routine writing task 
• Content: write a report that may require extensive content, but where the information 

needed is easily found or readily available from established resources 
  

 
Reflections 
Content – The focus of this module has been the Essential Skill of Writing 
and Computer Use. These skills are transferable to work, home, and life in 
general. How do they equip you to carry out the topic you have identified in 
your essay? 
 
Collaborative –Talk to an elder, parent, or trusted relative about the topic of 
your essay. 
 
Personal – What influenced you to choose the essay topic you have 
chosen? 
 
Essential Skills Addressed in this Activity 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• Length and purpose: brief text that is a paragraph or longer (dependent on length of 

student’s entry, entry needs to be a paragraph or longer.) 
• Length and purpose: intended to serve a variety of purposes (students are writing to 

explain, express feelings and opinions) 
• Style and Structure: writing tasks for which templates or modules exist (heading and 

guiding questions are provided) 
• Content: content of writing is routine with little variation from one instance to the next. 

(This is an activity that is present in every Unit and follows the same format.) 
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• Content: writing text that requires making simple inferences 
  

 
Follow-Up – Finishing  Up 
Have students summarize their essay in a presentation to share with peers, 
family or specific people from the community. 
 
Essential Skills Addressed in this Activity 
Computer Use Level 2 Task 
- task requires use of several simple software features 
If presentation done with computer-generated visual aids or specialized formats –  
Computer Use Level 3 Task 
- tasks which involve several operations and the use of a range of software features or 
options 

  

 
Classroom Reinforcement  
Enlarge and post the Pijunnaqsijuq passage.  

  

 
Accommodating Diversity  
If students are having difficulty executing any of the tasks in the unit, allow 
them to devise an activity that they feel would allow them to demonstrate the  
learning competency or seek the assistance of the Student Support Teacher 
or School Community Counsellor. 

  

 

Assessment 
Student – Complete the Participation Checklist or Unit Self-Assessment and  
Journal Evaluation. Complete one Ajunngitakka (Things I Can Do) form for 
Writing and one for Computer Use; store in portfolio. Make sure journal is the 
best it can be for the conference. 
 
Essential Skills Addressed in this Activity  
Activity:  Writing Level 1 Task – all indicators addressed: task specifically addresses 
(completing forms requiring brief written entries) 
Some Elements of Writing Level 2 Task addressed: 
• Style and Structure: standard spelling and grammar expected  
 
Teacher – Complete the Participation Checklist for this unit. Use the criteria 
developed with the students to assess the student essays.   
 
Hold student conferences. Review with them their Ajunngitakka (Things I Can 
Do) forms and use the information to update the Module Tracking Forms for 
Writing and Computer Use. Review their journals and evaluation forms, and 
assess together the competencies they have demonstrated through this 
module. Use the conference forms in Appendix A (student) and B (teacher). 
 
Reflect and add to the Module Tracking Forms for Writing and Computer 
Use. A process will be developed to maintain this form on record for students 
to use when applying for work, training and post-secondary institutions. 
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Pijunnaqsijuq/The Proficient Learner10 

 
At this stage, learners are interpreting the information and building appropriate language 

use in their relationships to deepen meaning and understanding. They are very 

engaged and show solid awareness of language diversity and cultural issues. They 

demonstrate proficiency with the learning process and are pushing forward in their 

application of the material, information and skills. They are willing to address difficult 

situations and are able to apply what they know to new circumstances. The learners are 

ready to actively use their knowledge and skills in ways that enhance and improve their 

environment and their relationships as participants within a community of learners. At 

this stage learners begin to think abstractly and critically and can reason and seek 

solutions, and design ways of applying these solutions to contexts in the real world. 

Mastery at this level is what all Nunavut students should achieve. 
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Summative Assessment for Writing: Persuasive Essay 

 Exceeds 
Standard 

4 pts 

Meets 
Standard 

3 pts 

Approaches 
Standard 

2 pts 
Emerging 

1 pt 
 

76-100% 65-75% 55-64% 50-54% 

1 
Position 
Statement 

Provides a clear, 
strong position 
statement with 
detailed outline of 
main points that 
enhances the 
readers’ interest 
and curiosity 

Provides a clear 
position statement 
with general 
outline of main 
points that 
captures the 
readers’ interest  

Provides a position 
statement and 
some information 
of main points is 
outlined that 
somewhat 
captures reader’s 
interest  

Provides a weak 
position statement 
and very little 
information of 
main points that 
has limited appeal 
to reader  

2 
Argument 

Develops more 
than three clear, 
strong arguments 
that support the 
position statement 

Develops three 
clear, strong 
arguments that 
support the 
position statement 

Develops three 
arguments to 
support the 
position statement 

Develops less  
than three 
arguments to 
somewhat support 
the position 
statement 

3 
Support 

Presents detailed, 
developed 
evidence to 
elaborate on each 
argument 

Presents detailed 
evidence to 
elaborate on each 
argument 

Presents some 
evidence for each 
argument or 
develops only one 
argument 

Presents some 
evidence  

4 
Focus 

Maintains and 
stresses a 
persuasive focus 
on position 
throughout 

Maintains a 
persuasive focus 
on position 
throughout 

Generally 
maintains a 
persuasive focus 
on position  

Maintains focus 
but is not 
persuasive 

5 
Conclusion 

Summarizes 
arguments 
succinctly, 
concludes with a 
strong, convincing 
restatement of 
position, and 
poses questions or 
makes 
recommendations  

Summarizes 
arguments,  
concludes with a 
convincing 
restatement of 
position, and 
poses questions or 
makes 
recommendations  

Attempts to 
summarize 
arguments and 
concludes with a 
restatement of 
position  

Concludes with a 
restatement of 
position  

6 
Organization 
and Sequence 

Enhances the 
established format 
for a persuasive 
document and 
presents 
arguments and 
evidence in logical 
and easy-to-follow 
order 

Follows the 
established format 
for a persuasive 
document and 
presents 
arguments and 
evidence in logical 
order 

Follows the 
established format 
for a persuasive 
document, but 
presents 
arguments and 
evidence in 
random order 

Attempts to follow 
the established 
form for a 
persuasive 
document, but 
order of arguments 
and evidence is 
difficult to follow 
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7 
Language 

• Uses wide 
vocabulary 
appropriate to 
audience and 
persuasive 
purpose 

• Uses transitions 
vocabulary to 
create 
connection and 
flow between 
ideas 

• Uses 
conventions 
creatively 

• Uses 
vocabulary 
appropriate to 
audience and 
persuasive 
purpose 

• Uses transitions 
vocabulary to 
create 
connection 
between ideas 

• Uses 
conventions  

• Uses 
vocabulary 
appropriate to 
audience and 
persuasive 
purpose with 
subtle 
prompting 

• Uses some 
transitions 
vocabulary to 
create 
connection 
between ideas 

• Uses 
conventions with 
subtle prompting 

• Uses 
vocabulary 
appropriate to 
audience and 
persuasive 
purpose with 
assistance 

• Uses few 
transitions 
vocabulary to 
create 
connection 
between ideas 

• Uses 
conventions 
with assistance 

 
Total possible:  28 points. 
Total mark: ____ ÷ 28 x 40 = ____ 
Note: Students planning on entering college programs should be obtaining a minimum 
of 65%. 
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Appendix A: Student Assessment Tools 
Participation Checklist 

Unit Task Participated Completed Effort 
Try Harder/Effective/Awesome 

 
1 Free Draw    

1 Free Write    

1 CD/Movie cover    

1 Reflections    

1 Font/Design Research    

2 DVD: Digital Divide     

2 Digital Divide Discussion    

2 Technology in our 
Community  

  

2 Reflections    

2 Thank-you Cards    

3 Times Are Changing    

3 KWL    

3 Language Protection Act    

3 Reflections    

3 Survey    

4 Essential Skills    

4 Job Quest    

4 Career Display    

4 Reflections    

4 Interview Practice    

5 We Don’t Live In Snow 
Houses  

  

5 Autobiography Outline    

5 Autobiographies    

5 Reflections    

5 Editing the Autobiographies    
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6 Brainstorming Issues for 
Student Council  

  

6 Planning Template and Mock 
Meeting    

6 Meeting Pitfalls    

6 Reflections    

6 More Pitfalls    

7 Word Cache    

7 ME    

7 Writing a Cover Letter    

7 Reflections    

7 Word Pantomimes    

8 Brainstorm Community 
Needs    

8 What Goes into a Proposal?    

8 Writing a Proposal    

8 Reflections    

8 Doing It!    

9 Think-Pair-Share    

9 Application Forms    

9 Educational Goals    

9 Reflections    

9 Resume Update    

9 Assessment    

10 Satire Samples    

10 Critique: Qallunaat: Why 
White People are Funny    

10 Writing Persuasively    

10 Reflections    

10 Finishing Up    

 Assessment    

 Word Cache Dictionary    
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Student Self-Assessment 
 

Name _________________________ 
 
Unit Checklist and Assessment for Unit _____ 
 
Did I complete or participate in the following? 

 

  
 

Rate your effort for each activity. 
 

Activity Title Try Harder Effective Awesome 

    

    

    

    

    

    

    

    

 

Activity Title Yes/Date Not Complete/Comments 
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Ajunngitakka (Things I Can Do) 
 
Name: ________________________ Date: ______________________ 
 
Essential Skill:   ___ Writing    ___ Computer Use 
    
 
I demonstrated this skill when I 

______________________________________________________________________

______________________________________________________________________  

 
 
 

Ajunngitakka (Things I Can Do) 
 

Name: ________________________ Date: ______________________ 
 
Essential Skill:   ___ Writing    ___ Computer Use 
     
 
I demonstrated this skill when I 

______________________________________________________________________

______________________________________________________________________ 
 
 

Ajunngitakka (Things I Can Do) 
 

Name: ________________________ Date: ______________________ 
 
Essential Skill:   ___ Writing    ___ Computer Use 
     
 
I demonstrated this skill when I 

______________________________________________________________________

______________________________________________________________________ 
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 Self or Peer Assessment on Group Work 
 
Activity _______________________________________ 
 

Working with Others Yes/
No Comments (self or peer) 

Did I work cooperatively with 
the others in the group? 

 
 

Did I give directions to the other 
members in my group to help 
get our work done? 

 
 

Did I use directions from other 
members in my group to help 
get our work done? 

 
 

Did I do things to make sure we 
completed the work on time? 

 
 

Did I help to organize the work? 
 

 

Did I encourage the others to 
make sure we all did our best? 

 
 

Did I finish my part of the work? 
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Portfolio Evaluation 
 
Student __________________ Portfolio item _______________________ 
 
Description of Portfolio item: 
____________________________________________________________ 
For this entry I worked with: 
________________________________________________ 
I chose this item because: 
____________________________________________________________ 

____________________________________________________________ 
            
 Not 

really Seldom Mostly Always 
I understood the requirements of the 
assignment and completed them 

    

My work is clear, neat and well 
organized 

    

I demonstrated creativity     

I elaborated on the idea     

 
The part that shows my personal growth is … 
______________________________________________________________________

______________________________________________________________________ 
 
My biggest challenge was…  
______________________________________________________________________

______________________________________________________________________ 
 

Teacher Feedback  
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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Journal Evaluation 
 
Student Name __________________________________ 
 
Journal entry date _____________________  Unit _________ 

 
                                                          
 Yes     No 
Does the writing make sense?   

Are the ideas clearly stated?   

Are the ideas in order?   

Is each thought complete?   

Do the supporting sentences offer enough detail?   

Does the writing stay on topic?   

 
An area of strength in the journal entry is… 
______________________________________________________________________

______________________________________________________________________ 
 
I noticed… 
______________________________________________________________________

______________________________________________________________________ 

 
One area I think I should work on is… 
______________________________________________________________________

______________________________________________________________________ 

 
Teacher Feedback 
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Uqausiliriniq: Communications 12, Module 2: Essential Writing 116 



Appendix B: Teacher Assessment Tools 
Participation Checklist 

 

Unit Task Participated Completed Comments 

1 Free Draw    

1 Free Write    

1 CD/Movie cover    

1 Reflections    

1 Font/Design Research    

2 DVD: Digital Divide     

2 Digital Divide Discussion    

2 Technology in our 
Community    

2 Reflections    

2 Thank-you Cards    

3 Times Are Changing    

3 KWL    

3 Language Protection Act    

3 Reflections    

3 Survey    

4 Essential Skills    

4 Job Quest    

4 Career Display    

4 Reflections    

4 Interview Practice    

5 We Don’t Live In Snow 
Houses    

5 Autobiography Outline    

5 Autobiographies    

5 Reflections    

5 Editing the Autobiographies    
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6 Brainstorming Issues for 
Student Council    

6 Planning Template and Mock 
Meeting    

6 Meeting Pitfalls    

6 Reflections    

6 More Pitfalls    

7 Word Cache    

7 ME    

7 Writing a Cover Letter    

7 Reflections    

7 Word Pantomimes    

8 Brainstorm Community 
Needs    

8 What Goes into a Proposal?    

8 Writing a Proposal    

8 Reflections    

8 Doing It!    

9 Think-Pair-Share    

9 Application Forms    

9 Educational Goals    

9 Reflections    

9 Resume Update    

9 Assessment    

10 Satire Samples    

10 Critique: Qallunaat: Why 
White People are Funny    

10 Writing Persuasively    

10 Reflections    

10 Finishing Up    

 Assessment    

 Word Cache Dictionary    
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Conference 1: Unit 1-5 Competencies 
 
Student _________________________            Date ______________________ 
 

Competency Met Not 
Yet Comments 

• experimenting with creative 
writing techniques and by 

• using images, colour and fonts 
to enhance the meaning of 
written material and appeal to 
a specific audience 

   

• researching the ‘digital divide’ 
and local worksites’ access to 
technology 

• presenting their findings in 
writing 

   

• developing and administering 
a survey to a cross-section of 
community members 

• creating a summary report of 
their findings 

   

• researching the Essential 
Skills requirement of various 
occupations 

• creating a career display of 
key job-related information 
using on-line resources 

   

• creating  an outline for writing 
their autobiography following 
formal guidelines; 

•  using the writing process to 
compose a detailed 
autobiography 

   

    
Other:    
    
 
 
Follow-Up 
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Conference 2: Unit 6-10 Competencies 
 
Student _________________________            Date ______________________ 
 

Competency Met Not 
Yet Comments 

• creating a written motion and  
agenda 

• providing a formal set of 
minutes 

• researching and writing an 
essay or set of tips on 
conducting meetings; 

   

• composing a formal cover 
letter applying appropriate 
form, style, vocabulary and 
content 

   

• researching and developing a 
formal written funding proposal 
addressing an identified 
community need 

   

•  accurately and appropriately 
completing a variety of relevant 
application forms 

   

• planning and completing a 
persuasive piece of writing on 
a community issue related to 
change 

• presenting the information in a 
persuasive format (thesis, 
argument, conclusion) 

   

    
Other:    
Word Cache Dictionary    
 
Follow-Up 
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Appendix C: Essential Skills Information11, Tables and Assessment 
 
Writing  
 
This module provides a primary focus on the Essential Skill of Writing, a foundational 
skill used daily at home, at school and at work. This skill reflects a person’s ability to 
effectively communicate through writing. It includes writing text, writing to fill-out forms 
and writing on a computer.  
 
In the Essential Skills Methodology, writing pertains to preparing written materials for a 
variety of purposes and may include both simple and complex writing tasks.  
Writing includes: 
 writing texts and writing in documents (for example, filling in forms)  
 non-paper-based writing (for example, typing on a computer) 

 
There are five levels in the Essential Skills Writing Complexity Scale. The following 
three characteristics or dimensions are used to assess the complexity level of writing 
tasks12:  

• Length and purpose: how much and why you are writing 
• Style and Structure of writing: the tone (i.e., informal or formal) and format of 

the writing 
• Content: the complexity of vocabulary and subject matter, as well as the 

ability to adapt writing for different audiences 
 

Each level of the Writing Complexity Scale is defined with reference to all three 
dimensions. 

Levels 2 and higher refer to texts that are one paragraph or more in length or are written 
in a specialized literary form not employing paragraphs. 

While Level 2 writing is expected to reflect standard spelling and grammar, at Level 3 
the writing should “demonstrate good control over common sentence patterns, 
coordination and subordination (forming compound sentences), spelling and 
mechanics.)13 

Also note that Level 2 refers to writing where the content is "routine", while Levels 3 and 
above are for writing with "non-routine" content. In deciding between these, experts 
considered whether individuals can use texts that they have written before, taking 
extracts or reworking them to produce the new text, or whether they have to create new 
ways to say new things. 
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 Writing Indicators 
 

 Complexity 
Level 1 

Complexity 
Level 2 

Complexity 
Level 3 

Complexity 
Level 4 

Complexity 
Level 5 

Dimension Indicators Indicators Indicators Indicators Indicators 
Length 
and 
Purpose of 
the Writing 

 

 

 

                                                                                                                   

Writing that is 
less than a 
paragraph 
 
Intended to 
organize, remind, 
or inform 
                         
 
 
 
 

Writing brief text 
that is a 
paragraph or 
longer 
 
Intended to serve 
a variety of 
purposes 
                         
 
 
 

 

Either longer or 
shorter pieces of 
writing  
 
Intended to 
inform, explain, 
request 
information, 
express opinions 
or give directions 
                          
  
 

Longer pieces of 
writing  
 
Intended to present 
considerable 
information which 
may feature a 
comparison or 
analysis 
 
Writing task may 
involve making 
recommendations                          

Longer pieces of 
writing  
 
Intended to present 
an evaluation or 
critique usually 
accompanied by 
recommendations 
 
Writing tasks of any 
length which 
demand originality 
and effectiveness     

Style and 
Structure 

 

 

 

 

 

 

 

 

 

Informal writing 
for small familiar 
audiences 
(friends, family, 
other students, 
co-workers)  
 
Writing which 
uses pre-set 
formats or writing 
for which the 
format is 
unimportant 
 
 
 
 
 
 
 
 
 
 

 

Writing with a 
more formal style 
for an audience 
other than co-
workers.  
 
The writing sets a 
tone which is 
appropriate for 
the occasion 
(friendly, 
respectful, 
authoritative) 
 
Standard spelling 
and grammar 
(syntax) expected  
 
Writing tasks for 
which templates 
or models exist 
such as memos 
and letters in set 
formats 

Writing task has 
an established 
format, such as a 
contract, lease, 
financial report, 
or job description  
 
Writing format 
may call for 
structural 
elements such as 
headings, a table 
of contents, 
footnotes  
 
 
 
 
 
 
 
 
 
 

Conscious 
organization of 
writing for a given 
purpose  
 
Writing may require 
modification of an 
existing format, 
such as a proposal 
or a report, to fit the 
given information  
 
Consideration of 
the audience may 
be an important 
part of the writing 
task at this level 
 
 
 
 
 

 
 

 

Appropriate tone 
and mood may be 
as important as the 
content 
 
Writing may display 
complex, multi-part 
organization to 
accommodate 
varied content 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Content of 
the Writing 

 

Concrete, day-to-
day, matters of 
fairly immediate 
concern 
 
 
 
 
 
 
 
 

Content of writing 
is routine, with 
little variation 
from one 
instance to the 
next 
 
 
 
 
 
 

Non-routine 
writing tasks  
 
Content of the 
writing may be 
extensive but it is 
readily available 
from established 
sources 
 
 
 

Writing task may 
involve the 
gathering and 
selection of 
information  
 
Abstract or 
technical content 
may demand the 
use of specialized 
vocabulary.  
 
Re-write or 

The content must 
be created or it 
may be 
synthesized using 
information from 
multiple sources 
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transform written 
information for a 
specific audience 
(rewrite technical 
material for a non-
specialist audience) 

 
 
 

 

Sample 
Tasks 

Write a short 
informal note to 
someone you 
know, meant to 
inform or remind. 
 
Enter short 
comments into a 
journal or 
appointment 
book 
 
Complete a form 
requiring only 
brief written 
entries 
 

Write  a 
paragraph or 
more on 
everyday matters  
 
Write in a formal 
style to people 
you don’t know, 
using proper 
tone, correct 
spelling and 
grammar 
 
Write materials 
using an outline 
or where content 
is set and often 
repeated. 
 
Complete forms 
requiring more 
detail and/or 
longer written 
entries 

Write text on less 
routine matters  
 
Prepare writing 
that has a set 
and fairly 
complex format. 
 
Write a report 
that has 
extensive content 
but where the 
information 
needed is found 
easily.   

Write a long text, 
for the general 
public which 
includes sections 
or chapters 
providing step-by 
step instructions. 
 
Write a longer 
piece modifying 
set guidelines 
and format. 
 
 

Write a longer 
document 
summarizing 
complex and 
specialized 
content using 
plain and concise 
language to 
ensure 
understanding 
 
Write longer 
pieces evaluating 
or critiquing a 
subject which 
includes 
recommendation
s 
 
Write a creative 
text that is 
publication 
quality. 

Illustrative 
Examples 

Write yourself a 
to-do list 
 
Take down a 
telephone  
message for a 
family member 
 
Write an e-mail or 
text message to a 
friend telling them 
the date and time 
of a party. 
 
Note homework 
assignments or 
special school 
events on a 
planning calendar 
 
Fill in a time 
sheet. 
 
 

Write a brief 
cover letter to an 
employer. 
 
Write a thank you 
letter to a visiting 
presenter.  
 
Write a personal 
resume using a 
given format. 
 
Write short 
entries in a 
personal journal 
or web log (Blog) 
 
Write answers to 
a set of questions 
using given 
headings and 
titles. 
 
Fill in forms 
requiring longer 
written entries 
such as an 
accident or 

Write letters 
which deal with 
sensitive 
personal or 
emotional issues 
 
Write an essay or 
report about your 
interests and life 
goals for a 
course you’re 
taking at school 
 
Write up the 
formal  minutes 
of a school 
meeting 
 
 

Write a lengthy 
research report 
that requires 
gathering  
information from 
a variety of 
sources and 
includes a 
bibliography. 
 
Write articles for 
magazines, 
newspapers, 
marketing 
materials or 
brochures 
 
Write training or 
instructional 
materials, like an 
instructional 
manual on how to 
repair 
snowmobiles or 
make an igloo. 
 
 

Teach and model 
writing styles and 
genres specific to 
subject areas 
 
Write project 
proposals, grant 
applications and 
project 
evaluations 
 
Write a book of 
poetry that is 
published 
 
Write a TV or 
movie script 
 
Write a marketing 
plan for a large 
territorial ad 
campaign 
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evaluation form. 
 
Use correct 
spelling and 
grammar. 

On-the-job 
Examples 

Babysitters or 
parents may 
coach children in 
printing, writing 
and spelling by 
writing words or 
sentences for 
them to copy. 
 
Cashiers may 
write brief notes 
to record and 
explain 
customers' 
complaints. 

Heavy equipment 
operators 
write accident 
reports, 
describing what 
led up to the 
accident, details 
of the accident 
itself. 
 
Hunters may 
complete a 
number of forms 
to provide the 
government with 
statistical 
information about 
trapping. 

Airline pilots write 
letters describing 
accidents and in-
flight mishaps. 
They may write 
detailed 
descriptions 
about the failures 
of landing 
equipment that 
resulted in 
accidents while 
landing. They 
explain the 
procedures they 
followed to avert 
the accidents and 
the possible 
consequences of 
taking other 
actions. 
 
Website 
designers write 
and edit short 
texts posted on 
Internet sites. 
Create or revise 
web site content 
to achieve a tone 
and style, which 
will appeal to 
specific target 
audiences and 
suit their 
purposes. 

Nurses write 
reports several 
pages in length 
when transferring 
patients to another 
hospital or when 
discharging 
patients. They 
summarize the 
information 
collected from all 
the health 
professionals 
involved in the care 
of the patients and 
detail the 
treatments that 
were administered. 
They make 
recommendations 
for follow-up 
actions. 

Professional 
athletes write 
speeches for 
delivery at a wide 
variety of formal 
and informal 
occasions. 
 
English teachers 
teach how to write 
a proper essay, a 
research paper or a 
special kind of 
poem, like a Haiku. 
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Module Tracking Form: Essential Skill – Writing  
 
Student ______________________ 
 
 Consistent Demonstration  of Skill  Not 

yet 
 Comment Date Date Date  
Writing  Level 1   
Purpose and Length : Student is able to: 

Write text less than a 
paragraph long that is 
intended to organize remind 
or inform 

     

Style and Structure: Student is able to: 
Write informally for a familiar 
audience, usually classmates 
or self 

     

Write text using pre-set 
formats or where format is 
unimportant 

     

Content: Student is able to: 

Write about concrete, day to 
day matters      

Writing Level 2 
Purpose and Length : Student is able to: 

Write brief text that is a 
paragraph or longer intended 
for a variety of purposes (i.e. 
inform, explain, request 
information, summarize, 
express opinions) 

     

Style and Structure: Student is able to: 

Write in a more formal style 
for an audience other than 
usual familiars 

     

Write in a tone appropriate to 
the occasion or text’s 
purpose 

     

Write using correct spelling 
and grammar      
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Write text for which templates 
or model exist. (i.e. letters of 
inquiry, simple resume) 

     

Content: Student is able to: 
Write about routine 
classroom subjects or 
matters 

     

Write text that requires 
making simple inferences 

     

Writing Level 3 
Purpose and Length : Student is able to: 
Write either a longer or 
shorter text intended for a 
variety of purposes (i.e. 
inform, explain, request 
information, give directions, 
express opinions)  

     

Write appropriately about 
sensitive, personal or 
emotional issues 

     

Style and Structure: Student is able to:     

Write texts using an 
established and more 
complex format, such as a 
work contract or an extensive 
resume 

     

Write using structural 
elements such as headings, 
table of contents, footnotes, 
endnotes, bibliography 

     

Edit written materials to 
confirm to proper grammar, 
spelling and formatting; to 
improve clarity and flow 

     

Content: Student is able to: 

Write about non-routine or 
uncommon subjects or topics      
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Write a report that may 
require extensive content, but 
where the information 
needed is easily found or 
readily available from 
established resources 

     

 
________________________________     ___________________ 
  Teacher Signature            Date  
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Computer Use 
 
A secondary focus of this module is the Essential Skill of Computer Use, a critical 
skill for today and tomorrow’s world. This skill reflects the use of any type of 
computerized technology including digital and electronic tools and equipment. 
  
In Essential Skills Methodology, computer use pertains to using any type of 
computerized technology. There are five levels in the Computer Use Complexity 
Scale.  Complexity Levels 4 and 5 represent the most complex and difficult tasks. 
Levels 4 and 5 are associated with tasks typically related to technical 
occupations in the Information Technology industry (i.e. web designers, computer 
programmers, systems/network managers, and IT support staff.) It is expected 
that high school graduates will be able to demonstrate Computer Use Skills at 
Complexity Levels 1 and 2. (Some graduates may be able to demonstrate 
competency in some of the more advanced Computer Use Level 3 and Level 4 
tasks.) 
 
Throughout this Grade 10 Module we will be concentrating on performing, 
demonstrating and assessing Computer Use Level 1, Level 2 and some Level 3 
indicators. 
 
Level 1 describes computer use tasks that require no software knowledge. This 
is interpreted as some simple interaction with computer-controlled equipment 
such as putting a code into a bank machine or fuel pump.  Level 1 may include 
using e-mail or a database or other software but the task would be limited 
to very few simple steps. 
 
The major difference between Level 1 and 2 is some evidence of “software 
knowledge.” For example ‘uses a work processor to type letters” is a task 
description that says nothing about the level of software use. For this to be a 
Level 2 task, the person using the word processor needs to be using several 
functions such as setting up the page, cutting and pasting, putting in bullets, 
formatting tables, or using spell check.. 
 
Level 3 is about performing tasks which involve multiple operations and the use 
of a wide range of software features or options. (In Level 2, software is used for 
more limited number of functions.) It is about having in-depth knowledge of a 
software application or broad knowledge of many applications. It includes tasks 
such as installing and configuring software or embedding or linking work 
processing and spreadsheet files into a Power Point presentation. It also may 
include some experimentation and problem solving in order to get the desired 
results. 
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Computer Use Indicators 
 

 Complexity 
Level 1 

Complexity 
Level 2 

Complexity 
Level 3 

Complexity 
Level 4 

Complexity 
Level 5 

Dimensions Indicators Indicators Indicators Indicators Indicators 
Interaction 
with 
computer-
controlled 
machinery or 
equipment 
and 
knowledge of 
software 

Tasks which 
require only a 
basic 
interaction with 
computer-
controlled 
equipment 
 
Computer use 
that is limited 
to a few basic 
commands 
with no 
knowledge of 
software 
required  
 
 

Tasks which 
require the use 
of several 
simple 
software 
features 
 
Using software 
for a limited 
number of 
functions that 
make use of 
existing 
structures or 
standard 
formats 
 
 

Tasks which 
involve several 
operations and 
the use of a 
wide range of 
software 
features or 
options 
 
 
 
 
 

Complex tasks 
which involve 
several 
operations and 
the extensive 
use of software 
functions and 
features. 
 
Tasks that may 
involve selection 
of software and 
linking of several 
software 
packages. 
 
May require 
accessing little-
used features 
and options of 
the software. 

Tasks that 
involve 
assessment of 
technology 
needs, selection 
of appropriate 
computing and 
software solution 
and the 
evaluation of 
outcomes 

 
 

Program-
ming, 
networks and 
software 
design 

Limited number 
of steps that 
can be 
memorized as 
a sequence 
 
No variation in 
computer use 
task from one 
instance to the 
other 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Software is set 
up by someone 
else and used 
with “default” 
value. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

User may be 
largely 
responsible for 
setting up the 
software, 
customizing 
the interface 
and configuring 
the software 
and hardware 
as required. 
 
Work may be 
automated by 
the creation 
and /or use of 
macros,  
scripts, or 
templates  
 
Tasks are 
more varied 
than at level 2 
and may 
involve some 
experimentatio
n and problem-
solving to 
achieve 
desired results. 

Managing an 
existing 
computer 
network 
including routine 
maintenance and 
system 
management. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Designing, 
writing an 
customizing 
computer 
programs for 
specific 
purposes 
 
Designing and 
setting up new 
computer 
networks. 
 

Sample Enter pre- Use word Create and Create 
publication or 

Assess computer 
system and 
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Tasks defined codes  
into  computer-  
controlled 
machinery 
 
Respond to 
prompts on a 
computer 
screen 
 
Respond to 
lights on a 
console 
 
Log-on and 
log-off 
sequence 
 
Entry  simple 
data or 
messages  into 
a computer 

processor to 
produce 
documents in 
pre-set formats 
 
Use a word 
processing 
program with 
simple editing 
and formatting 
to develop a 
simple piece of 
text. 
 
Use 
communication
s software 
(Internet and e-
mail).  
 
Enter data into 
existing 
spreadsheets 
and 
databases/do a 
search on a 
database. 

modify 
spreadsheet 
for data entry 
 
Produce 
document with 
extensive 
formatting 
features such 
as page 
numbering, 
headers and 
footers, 
heading levels, 
indexes, table 
of contents, 
etc… 
 
Use software 
to produce 
original 
drawings and 
illustrations 
 
Give one on 
one computer 
instruction or 
orientation. 

presentation with 
linked and 
embedded 
objects create in 
other programs 
 
Create and 
define database 
structures, 
queries and 
forms. Design 
sorting and 
filtering 
processes to 
extract data from 
the database 
 
Provide software 
training or 
coaching to 
groups. 
 

network needs. 
Organize needs 
assessment 
process; design 
computer 
network and or 
software in 
response to 
needs. 
 
Design and set-
up new computer 
networks. 
Organize user 
accounts and 
system 
resources; write 
batch files and 
operating system 
scripts 
Work with users 
to design or 
adapt technology 
for specific 
contexts and 
application. 
 
Evaluate and 
select hardware 
and software 
appropriate to 
the application 
 
Provide 
professional 
software training. 

Illustrative 
Examples 

Use an 
automated 
bank machine 
 
Enter 
identification 
codes into a 
photocopier  
 
Enter names 
and addresses 
into  
computerized 
mailing labels 
 
Print off a 
document 
 
Play digital 
games 
Send a simple 
e-mail to one 
person. 
 

View product 
numbers, 
descriptions 
and prices on a 
database 
 
Send e-mails 
to multiple 
users; attach 
documents or 
files, forward 
messages to 
other 
recipients. 
 
Use the 
Internet to 
access 
websites and 
navigate 
through 
websites to 
locate the 
information 

Use graphics 
software, 
manipulate 
photographs by 
adjusting size, 
colour or 
contrast. 
Create 
animations and 
visual 
representations
. 
 
Prepare visual 
aids using 
software such 
as Power 
Point. 
 
Use 
spreadsheets; 
create list of 
tasks and 
timelines for 

Create banners, 
backgrounds, 
illustrations, 
animations and 
other design 
elements for use 
in web sites. 
 
Update and 
reload 
application 
software and 
configure 
network settings 
for clients' 
computers 
 
Use specialized 
and industry-
specific 
simulation and 
modeling 
software. 
 
Use multiple 
computer-

Develop web 
pages with 
interactive or 
animation 
features. 
 
 Create 
interfaces for 
databases. 
 
Develop 
information 
management 
systems with 
query 
capabilities. 
 
Create capability 
to validate 
information. 
 
Program e-mail 
messaging 
features, and link 
various 
documents, 
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 needed. 
 
Use word 
processing 
software to 
create a simple 
letter or note. 
 
Post message 
or pictures on 
Face book, 
YouTube. or 
blogs  
 
Download 
music off the 
Internet onto 
your computer 
or smartphone. 
 
Burn CDs. 
 
Order items off 
the Internet, for 
example e-bay. 
 
Send text 
messages 

projects, track 
feedback or 
comments, 
build tables/ 
graphs, create 
budgets. 
 
Create, edit 
and format 
documents 
such as 
reports, 
schedules and 
specifications 
documents. 
 
Use desk top 
publishing to 
create a 
newsletter. 
 
Use computer-
assisted 
design, 
manufacturing 
and machining: 
create two and 
three-dimen- 
sional models 
using drawing 
and design 
programs such 
as CAD 

assisted design 
manufacturing 
and machining 
software.  
 
Read information 
from digital 
instruments and 
graphical user 
interfaces such 
as an electronic 
sound board for 
recording music. 

tables and web 
pages. 
 
Set up wireless 
networking 
systems.  

On-the-job 
Examples  

Babysitters or 
parents: no 
computer skills 
required. 
 
Cashiers 
use 
computerized 
cash registers, 
requiring 
knowledge of a 
special 
keyboard. 
 
Hunters use 
GPS. 

Airline ticket 
agents use 
databases to 
book flights 
and process 
cargo. 
 
Cooks send 
out e-mail and 
search for 
recipes on the 
Internet. 
 
 

Pilots use 
advanced flight 
management 
systems on 
newer and 
larger 
passenger 
aircraft for flight 
planning, 
navigation, and 
flight progress 
monitoring. 
 
Teachers 
enter, edit and 
format text, 
create tables, 
and insert 
graphs and 
pictures into 
word 
processing 
documents 

Web designers 
use graphics 
software to 
create 
illustrations, 
animations and 
other design 
elements for use 
in web sites. 
 
Audiovisual/ 
sound 
technicians use 
specialized 
software 
programs to 
determine the 
optimal locations 
of speakers and 
sound buffers 

Computer 
programmers  
design, create, 
manage, update 
and query the 
databases. They 
develop custom 
software specific 
to clients' needs.  
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Module Tracking Form: Essential Skill – Computer Use 
 
Student ______________________ 
 
 Consistent Demonstration  of Skill  Not 

yet 
 Comment Date Date Date  
Computer Use  Level 1   
Student is able to: 

Log-in and log-out correctly      

Enter pre-determined codes 
on a key pad 

     

Respond to prompts on a 
computer screen/monitor 

     

Enter  very simple data into a 
computer (no knowledge of 
software necessary) 

 
 

 

    

Use a variety of electronic 
devices (printers, scanners, 
smart phones, games) 

     

Use common desktop icons      

Computer Use  Level 2 
Student is able to: 
Use word processor software 
with simple editing and 
formatting to produce a 
simple piece of text 

     

Use work processing 
program to produce 
documents in a pre-set 
format 

     

Send e-mail or text 
messages to multiple users 
with attachments 

     

Do a search on the Internet, 
and navigate websites to find 
specific information, 
download files or post entries 

     

Manage and organize 
electronic  files 

     

Computer Use Level 3 
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Student is able to: 
Use multiple operations and 
a wide range of software 
features or options (word 
processing, database, 
spreadsheet and graphic 
software features and 
packages) 

     

Produce word documents 
with extensive formatting 
features such as page 
numbers, headers and 
footers, heading levels, 
tables of contents 

     

Use graphic software to 
create drawings, manipulate 
photographs or produce 
animations 

     

Prepare visual aids using 
software such as Power 
Point 

     

Give one-on-one computer 
instruction or orientation to 
others 

     

Install and configure new 
software applications 

     

Distinguish between different 
file formats 

     

 
 
________________________________     ___________________ 
  Teacher Signature            Date  
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Feedback Fax 
 
To: English Language Arts Coordinator 
 Curriculum and School Services 
 Department of Education 
 Arviat 
 (867) 857-3090 
 
Date: ______________________________ 
 
From: ______________________________ 
 

Re:  Communications (English) 10-11-12 
 
This is feedback for the Communications (English) 10, Module 2, Essential 
Writing. 
 
What was helpful to you in this module? 
 
 
 
What did you find was unnecessary information? 
 
 
 
What needs more detail? 
 
 
 
Did you see any mistakes that we need to correct? 
 
 
Is there anything that you would like to contribute to this module? (for example, 
teaching ideas, assessment ideas, samples of student work, resources) 
 
 
 
Is there something that we can do to make this module more useful for you? 
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Endnotes 

1 Taken from http://www.wikipedia.org  
 
2 Taken from Northern Voices: Inuit Writing in English, pages 140-14. 
 
3 Taken from We Don’t Live in Snow Houses Now: Reflections of Arctic Bay, 
pages 79, 87, 89, 97. 
 
4 Taken from “We Don’t Live in Snow Houses Now – Reflections of Arctic Bay” 
from the Department of Indian and Northern Affairs, pages 24-26, 33-35, 39, 60-
62. 
 
5 Taken from The Lively Art of Writing by Lucile Vaughan Payne, Follett 
Publishing Company, River Grove, Illinois,1965, page 41. It is presented in the 
text as the structure for a persuasive piece of writing. 
 
6 Taken from Language at Work, by Nigel Gough and Gael Tickner Holt, Rinehart 
and Winston of Canada 1987, pages 107-111. 
 
7 Adapted from vocabulary builders presented in Chapter 3 of Reading and 
Writing Across the Content Areas, by Roberta Sejnost & Sharon Thiese, pages 
64-84. 
 
8 For further information, consult the Inuit Qaujimajatuqangit Education 
Framework for Nunavut Curriculum. 
 
9 Taken from http://www.nunavutliteracy.ca/english/resource/funding/writing.htm 
 
10 Taken from the Inuit Qaujimajatuqangit Education Framework for Nunavut 
Curriculum, page 41. Pijunnaqsijuq is the Inuktitut term for “is now capable”. 
 
11 Adapted from Readers’ guide to Essential Skills Profiles, HRSDC at 
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml#42. The 
tracking forms were developed by Suzanne Klinga, our Essential Skills 
consultant. 
 
13 Canadian Language Benchmarks; Comparative Framework: Writing – 
Essential Skills Level 3, Global Descriptions  
 http://www.itsessential.ca/itsessential/comparativeframework/writing_3.asp 
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