
 

 

 

Resource Guide for English Language 
Learners 

 

 

Discovering the Workplace 

GLD20 
 

 

 

2010 

 

 

 

Toronto District School Board 

 

 

 



  2

Acknowledgements 

 

Writing Team: Jane Coughlan, Lead Writer 
   Mary Felice 
   Jo-Anne McLeod 
   Debbie Tulk 
 

Lead Board:               Toronto District School Board 
                                     Paula Markus, ESL/ELD Program Co-ordinator 

 

 

Units 1, 2, and 3 of Resource Guide for English Language Learners: Discovering the Workplace 
have adapted some of the ideas and/or activities from the Course Profile: Discovering the 
Workplace Grade 10 Open GLD2O, 2005.   

 

The adapted material from the Course Profile has been referenced by page number in this 
Resource Guide for English Language Learners. 

 

Use of the GLD20 Course Profile is recommended along with this guide. This guide is intended 
to provide teachers with supplementary lessons and activities to support their GLD2O curriculum 
when ELLs are present in the class, not to act as a complete course. 

 

Reproduction of this resource by teachers is encouraged.  

 

 

 

 

 

 



  3

TABLE OF CONTENTS 

Page 

Rationale  5  

Course Overview and the Resource Guide 5 

Accommodations  7 

Assessment and Evaluation 7 

Unit 1: Essential Skills for Working and Learning 8 
 Unit Description 8 
 Enduring Understandings 8 
 Unit Synopsis Chart 9 
 Resources Consulted 10 
 1.1: Understanding Workplace Essentials 11 
 1.2: Using Literacy and Numeracy Strategies 29 
 1.3: Using Learning and Thinking Strategies 36 
 1.4: Developing Workplace Essential Skills 48 
 

Unit 2: Personal Management 62 
                           Unit Description 62 
 Enduring Understandings 62 
 Unit Synopsis Chart 62 
 Resources Consulted 63 
                           2.1: Self-Knowledge – Learning about Myself 64 
                           2.2: Self-Management 90  
                           2.3: Working with Others 101 
 
Unit 3: Exploration of Opportunities 116 
 Unit Description 116 
 Enduring Understandings 116 
 Unit Synopsis Chart 117 
 Resources Consulted 118 
                          3.1 Community-Based Project 119 
                          3.2 Work-Experience Preparation  134 
 

 
 



  4

Unit 4: Preparation for Transition and Change 174 
                          Unit Description 174 
 Enduring Understandings 174 
 Unit Synopsis Chart 175 
 Resources Consulted 176 
                           4.1 Looking at Changes and Transitions – How They Make Us Grow 177 

   4.2 Goals and Plans — Taking Steps Forward in School,  179 
         thee Community, and the Workplace    

                           4.3 Creating Opportunities for Learning and Work — My Future Career 208 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  5

Rationale 

This Resource Guide for English Language Learners for GLD2O: Discovering the Workplace 
was developed in accordance with the following policy documents: The Ontario Curriculum 
Grades 9 and 10 Revised Guidance and Career Education, 2006, and The Ontario Curriculum 
Grades 9-12, Revised English as a Second Language and English Literacy Development, 2007. 

English Language Learners at different stages of learning English and/or developing literacy in 
English need program adaptations in order to be successful. Appropriate adaptations include: 

 modified expectations (e.g., modification of some or all of the course expectations, based 
on the student’s level of English proficiency)  

 a variety of accommodations related to instructional strategies (e.g., extensive use of 
visual cues, graphic organizers, peer tutoring, scaffolding, strategic use of students’ first 
languages) 

 a variety of learning resources (e.g., use of visual materials, simplified texts, bilingual 
dictionaries, field trips) 

 accommodations related to assessment strategies (e.g., extra time, oral interviews and 
tasks, graphic organizers, cloze sentences) 

Various sections of Units 1, 2, and 3 of this guide have been adapted from the Course Profile for 
GLD2O: Discovering the Workplace, 2005. Unit 4 is a new unit developed for this guide. 

This guide has been geared to meet the needs of students at the ESLCO level by addressing the 
learning expectations from both ESLCO and GLD20. 

 

Course Overview and the Resource Guide 

Students new to Ontario often find courses related to Career Education useful in developing their 
interpersonal skills, communication skills, and academic skills in preparation for further 
education and participation in the community. This guide is adapted and designed to help 
English Language Learners develop interpersonal and communication skills while they learn 
about their local community through career-exploration activities. The lessons and activities 
encourage a high level of student involvement even without a high level of English proficiency. 
This guide provides students with opportunities to discover, develop, and experience the 
workplace by focusing on the transferability of the Nine Essential Skills, as well as on 
experiential learning opportunities such as work-site visits, job twinning, and work experience. 
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This guide is divided into the following four strands of the GLD2O course: Essential Skills for 
Working and Learning, Personal Management, Exploration of Opportunities, and Preparation for 
Transitions and Change. This breakdown facilitates instruction, assessment, and evaluation for 
teachers as they will be using the guide to supplement other GLD20 curriculum resources, such 
as the Course Profile. Each of the four strands is a separate self-contained unit with its own 
handouts specific to the lessons in that unit, as outlined in the Table of Contents. Curriculum 
expectations in all units are grouped into central themes.  

Unit 1 contains various activities which encourage students to work with the Nine Essential 
Skills, while seeing these skills as transferable in their current lives. Students will practise their 
literacy and numeracy skills while planning a school trip, and use such technology resources as 
the Ontario Skills Passport and Career Cruising to extend their learning. As well, students will 
participate in a job-twinning experience to get real-life experience in the workplace and to 
develop familiarity with the expectations and work habits in the workplace.  

In Unit 2, students identify their strengths, interests, and needs to understand how these influence 
the decisions they make. Students learn strategies on how to manage their behaviour, work 
effectively in teams, and demonstrate task planning skills that are required for both school and 
the workplace.  

In Unit 3, students prepare for the workplace with authentic job search activities and tools, such 
as interviews and resumés. Students also learn how to research education and career 
opportunities, plan a community project, and learn about entrepreneurship. Safety policies and 
procedures in the workplace are also an important component of this unit, in order to prepare 
ELLs for Canadian workplace expectations and issues.   

Unit 4 focuses on change and transitions and includes a Culminating Activity. Students will have 
opportunities to engage in differentiated instruction structures such as the Learning Contract, 
Choice Board, and RAFTS. Students will complete work based on their learning styles and 
interests with various forms of demonstrations of learning, including creating a PSA, a talk-show 
interview, or a photo essay. Students will use the information they have learned throughout the 
course as they participate in a work-site visit and use their portfolios and toolkits to plan their 
“Future Career.” 

As the students complete the handouts in each Unit, select ones with important learning for the 
students to include in their toolkits. The more information the students collect about themselves, 
the easier to build on that learning and the better informed they become to make decisions about 
their future.  
 

This guide can be used to support either a few ELLs in the GLD2O classroom or a complete 
class of ELLs taking the GLD2O credit together.   
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Accommodations 

Accommodations effective for ELLs encompass various teaching and learning resources and 
activities. Some include: anticipation guides, bilingual books and labels, free voluntary reading, 
journal writing, language-experience approach, sentence frames, role play, jigsaw activities, and 
the strategic use of first language. 

Accommodations are required when various described teaching/learning strategies are not 
sufficient for conveying the enduring understandings to students with exceptionalities, as well as 
English Language Learners. Strategies such as think/pair/share, T-Notes, co-operative learning, 
writing scaffolds, visuals, technology, and differentiation (content, process, product, and 
environment) are additional effective accommodations for a wide variety of learners. 

 

Assessment and Evaluation 

Diagnostic, formative, and summative assessment opportunities are built into the four units. This 
guide contains various methods of summative assessment, such as rubrics and checkbrics. As 
well, methods of formative assessment such as ongoing observation, Exit Cards, and 
teacher/student conferences are encouraged throughout. As in the workplace, ongoing feedback 
is encouraged throughout the course lessons and activities, since feedback extends the students’ 
learning by encouraging them to self-adjust, a crucial life-long learning skill they all need to 
develop.  
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Unit 1: Essential Skills for Working and Learning 

Time: 28 hours 

Unit Description 

Students will develop the language necessary for identifying the skills, including the workplace 
Essential Skills, that are necessary for school and the workplace. Through experiential learning 
opportunities, they investigate how these skills are used in various occupations, and they explain 
and document how they are currently learning and using these skills. Through information 
interviews, students become aware of the transferability of these skills from home to school, 
community, and the workplace. Students develop competency in using the Internet to locate 
information about occupations of interest. They participate in a job-twinning experience to get a 
real-life experience in the workplace and to develop familiarity with workplace expectations and 
work habits. They take part in a student/teacher conference to communicate their knowledge and 
provide evidence of their learning throughout the unit, as well as to communicate their goals for 
further learning and work based on researched occupations of interest. Extra activities are 
included to support the English Language Learners.  (Adapted from Course Profile Discovering 
the Workplace, 2005) 

Enduring Understandings 

1. Students will identify and describe the workplace Essential Skills necessary for success in life, 
school, and work. 
2. Students will identify the literacy and numeracy strategies that support the application of 
workplace Essential Skills, and use them to complete specific tasks in school, in the community, or 
in real or simulated workplace settings. 
3. Students will describe learning and thinking strategies, and use them effectively in school and in 
the community. 
4. Students will plan for, assess, and document their ongoing development and demonstration of 
selected workplace Essential Skills. 
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Unit Synopsis Chart 

Activity Time Learning Expectations 
Achievement Chart 

Categories 
Tasks 

1.1: 
Understanding 
Workplace 
Essentials 

 

8 hours 

GLD20: ESV.01, ES1.01, 
ES1.02, ES1.03 

ESLC0: LSV.03, WV.01, 
WV.02, WV.03, 
SCMV.01, SCMV.04 

Knowledge/Understanding,  
Thinking/Inquiry, 
Application 

Essential Skills  

1.2: Using 
Literacy and 
Numeracy 
Strategies 

 

4 hours 

GLD20: ESV.02, ES2.01, 
ES2.02, ES2.03, ES2.04 

ESLC0: LSV.03,  RV.04, 
WV.02, SCMV.01 
 

Knowledge/ Understanding, 
Thinking/Inquiry, 
Communication,  Application 

Numeracy, Authentic 
Workplace Materials  

1.3: Using 
Learning and 
Thinking 
Strategies 

 

8 hours 

GLD20: ESV.03, ES3.01, 
ES3.02, ES3.04, ES3.05 
EOV.04, EO4.01, 4.02  
 

ESLC0: LSV.02, RV.01, 
WV.03, SCM.01 

Knowledge/Understanding,  
Thinking/Inquiry, 
Communication, Application 

Decision Making, 
Problem Solving, 
Mnemonics 

1.4: Developing 
Workplace 
Essential Skills 

 

8 hours 

GLD20: ESV.01, ESV.04, 
ES4.01, ES4.02, ES4.03 

ESLC0: LSV.03, RV.04, 
WV.02, SCMV.01 

Knowledge/Understanding,  
Thinking/Inquiry, 
Communication, Application 

Interviews, 
Ontario Skills 
Passport , Job 
Twinning 
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Resources Consulted 

CareerCruising. Career Cruising. <http://www.careercruising.com>. 
Cronsberry, Jennifer. Word Walls: A Support for Literacy in Secondary Classrooms. Curriculum 

Services Canada.  <http://www.curriculum.org/tcf/teachers/projects/repository/ 
wordwalls.pdf>. 

Ministry of Education, Ontario. English as a Second Language and English Literacy 
Development, Ontario Curriculum, Grades 9-12. Toronto, ON: 2007. 

---. Cooperative Education and Other Forms of Experiential Learning. Ontario Ministry of 
Education. Toronto, ON: 2000. 

---. GLD2O, Discovering the Workplace Grade 10, Course Profile.  2005. 
---. Guidance and Career Education, Ontario Curriculum Grade 9-10. Toronto, ON: 2006. 
Reiss, Jodi. Teaching Content to English Language Learners. New Jersey: Pearson, 2005. 
Toronto District School Board. ESL/ELD Resource Guide for Career Studies, GLC2O. Toronto, 

ON: 2000. 
---. Fresh AER. Toronto, ON: 2006 
---. Ontario Skills Passport Lesson Materials. Toronto, ON: 2005. 
Ontario Skills Passport. Government of Ontario. <http://www.osca.ca/osp/osp.htm>. 
Rubistar4teachers.org. <http://rubistar4teachers.org>. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  11

 

1.1: Understanding Workplace Essentials 
 

Time: 8 hours 

Description 

Students learn and understand workplace Essential Skills and how these transfer from home to 
school to work. 

 
Enduring Understandings 

 Students will begin to identify and understand the workplace Essential Skills 
necessary for success in life, school, and work. 

 Students will learn the requirements for a range of occupations. 
 Students will describe how Essential Skills are transferrable from home to school, 

school to work, occupation to occupation. 
 

Strand and Learning Expectations for GLD 20 

Essential Skills for Working and Learning 

Overall Expectation 

ESV. 01   Students will identify and describe the workplace Essential Skills necessary for 
success in life, school, and work. 

Specific Expectations 

ES1.01   Identify and describe the workplace Essential Skills, using a variety of electronic, print, 
and human resources, brochures on Essential Skills, employers). 

ES1.02   Identify the most important workplace Essential Skills requirements for a range of 
occupations, using various resources and personal workplace experiences (e.g., Essential Skills 
Profiles from the HRSDC website, the Ontario Skills Passport, employers). 

ES1.03   Describe how the Essential Skills are transferable from home to school, school to work, 
occupation to occupation, and sector to sector. 

Strands and Learning expectations for ESL CO 

Listening and Speaking 

LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English. 
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Writing 

WV.01   Write in a variety of forms for different purposes and audiences. 

WV.02   Organize ideas coherently in writing. 

WV.03   Use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation. 

Socio-Cultural Competence and Media Literacy 

SCMV.01   Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

SCMV.04   Demonstrate an understanding of, interpret, and create a variety of media texts. 

 

Teacher’s Planning Notes 

 New words in this unit should be incorporated onto a word wall. This should be a 
dedicated space in your room where new vocabulary is posted for ELLs to consult. The 
list of vocabulary items below is the first set of the new words. 

 Visit <http://www.curriculum.org/tcf/teachers/projects/repository/ wordwalls.pdf>.  
 Photocopy Handouts 1.1a, 1.1b, 1.1c, 1.1d, 1.1e, and 1.1f. 
 Collect the following materials: bristol board, wide tape or duct tape, markers, glue 

sticks, magazines to create the portfolios and toolkits. 
 Collect a range of magazine types (e.g., sports, photo, fashion and beauty, auto, business; 

or have a variety of clip art available). 
 This unit will have many new vocabulary words, assignments, and projects that will help 

ELLs get to know themselves and their potential work places. Keeping track of all this 
information can be a challenge. One way is to have the students create a portfolio or 
toolkit in which all their large (and small) course work and notebook can be kept. These 
portfolios should stay in the classroom. 

 Students will need time to discuss their ideas and their understanding of all the new 
terminology. Formative assessment is important preparation in this unit for application in 
later units. The summative assessment will be based on how well the students 
communicate their understanding of Essential Skills and the transferability of these skills. 
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Lesson Breakdown 

 Students decorate the portfolios or toolkits they have created with drawings and/or 
pictures that are meaningful to them (e.g., map or flag of their country, pictures or 
drawings of future careers, favourite poetry). 

 See Handout 1.1a: Toolkit Cover — Me in Five years! Ask students to look through the 
magazines and any photos they have at home. They should find pictures that show ideas 
they have about their life in five years. Have them cut out the pictures and paste them 
onto the cover of their toolkits. 

 See Handout 1.1b: Know Your Skills. Write “SKILLS” on the board or chart paper. 
 Show photos from magazines or newspapers that demonstrate different skills (e.g., 

reading text, computer use, working with others).  
 Ask the students to describe what they see in the picture. They may respond, for example: 

“Someone is reading.” 
 Write “Reading Text” underneath “SKILLS.”  
 You may need to explain some words as you go along. For example, in the picture where 

two people are talking, explain that this is “oral communication.” 
 These words will be added to your word wall at the end of the lesson. Continue until all 

Essential Skills words are written on the board.  
 Using the chart provided, students will match clip art or magazine pictures to the 

Essential Skills they represent. 
 In their own words, students will describe the skill illustrated in the picture. 

 

Example 

 

 

 See Handout 1.1c: You Do It Every Day! Students will understand how skills can be 
transferred from home to school to work in a variety of tasks. 

 Introduce the concept of “transferable.” Write it on the board. Have the students try to 
define the word by using it in context. Look at the visuals from the last activity and have 
students point out different uses of the same skill. For example, numeracy can be used 
when understanding a bus schedule, when following a recipe, or when using a cash 
register and counting change.  

Reading Text 

The man is reading the 
newspaper. 
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 Have the students, with an elbow partner; discuss skills they use at home and at school. 
Do they use the same skill at both places? These are “transferable skills.” That’s because 
they can be transferred from one activity to a different activity or from one job to another. 

 Have students work in pairs or small groups to complete the chart on Handout 1.1c: You 
Do It Every Day! showing the Essential Skills that each activity demonstrates. Then have 
the students add three of their own tasks.  

 See Handout 1.1d: GLD Career Stories. Students read the stories aloud, and then discuss 
the different tasks and the related Essential Skill(s). This activity will generate discussion 
as some tasks require more than one Essential Skill. 

 Book the computer lab and see Handout1.1e: Researching Essential Skills Internet 
Activity. 

 Go to <http://www.osca.ca/osp/osp.htm> as it has tip sheets for using the Ontario Skills 
Passport that are very helpful for students and teachers.  

 This activity will introduce the students to the Ontario Skills Passport website and help 
them understand how certain Essential Skills are more important for particular 
occupations. 

   Visit the Ontario Skills Passport website at <http://skills.edu.gov.on.ca>.  
   You can find an “OSP Tutorial” by clicking on the “Getting Started” button, which is 

located on the home page of the website.  
   Then, click on “Skills and Work Habits” located in the navigation bar at the top of the 

page.  
   For review purposes, have students take turns reading aloud the descriptions of the 

Essential Skills. 
   Click on “Search the database” located in the navigation bar at the top of the page. Click 

on “List of occupations in the OSP.” 
   The students, working in pairs, scroll through various occupations. Students will choose 

ten that they want to learn more about. 
   Using Handout 1.1e, have the students fill in the occupations of interest and the most 

important Essential Skill for each. 
 See Handout 1.1f: Nine Essential Skills (Review). Use as a review of Essential Skills or 

as a mini-quiz. 
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Assessment 

Assessment for Learning  

Introduction of word wall and new vocabulary, creating toolkit using Handout 1.1a: Me in Five 
Years! and Handout 1.1b: Know Your Skills 

Assessment as Learning  

Formative written assignment (individual and small group learning) using Handout 1.1c: You Do 
It Everyday and Handout 1.1d: GLD Career Stories 

Assessment of Learning 

Summative assessments using Handout1.1e: Researching Essential Skills Internet Activity and 
Handout 1.1f: Essential Skills Review or Mini Quiz   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Handout 1.1a: Toolkit Cover — Me in Five Years! 

 

Think about what you want your life to be like in five years. For each area of your life listed on 
the chart, write down an idea about your life in five years.  

 Me in Five Years! 

Education 

 

 

Work  

 

Location  

 

Home  

 

Family  

 

Friends  

 

Travel  

 

Other  
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Handout 1.1b: Know Your Skills 

 Essential Skill Picture 

1 

 

 

 

Reading Text 

 

 

 

 

 

 

 

 

 

2 

 

 

 

 

Document Use 
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3 

 

 

 

 

Numeracy 

 

 

 

 

 

 

 

 

 

 

 

 

4 Writing 
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5 Oral Communication 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6 Working with Others 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

7 

 

Continuous Learning 
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8 Thinking Skills 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9 Computer Use 
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Handout 1.1c: You Do It Every Day! 

 

You use Essential Skills everyday and may not even know you do so!  

 

In the chart below, name the Essential Skills that you would use for each activity listed. 

Activity Essential Skills 

Making pancakes for breakfast 

 

 

 

 

 

 

Looking up the bus route on your computer 

 

 

 

 

 

Completing your math homework in the library before 
classes start 

 

 

 

 

Making a morning announcement for the student 
council meeting  

 

 

 

 

Trying out for the basketball team 
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Joining the photography club and using the new digital 
camera 

 

 

 

 

Being the cashier at your after-school job 
 

 

 

 

 

Being a student in your ESL class 

 

 

 

 

 

 

Fill in your own activity 

 

 

 

 

Fill in your own activity 

 

 

 

 

Fill in your own activity 
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Handout1.1d: GLD Career Stories 

 

Read the career stories below.  For each story, describe the job tasks and the most important 
Essential Skill for each task.  

 

“The Leather Crafter” by Arthur Zedillo 

My grandfather, Luis Zedillo, worked as a leather crafter. This skill was passed along to him by 
his father. He made different leather products such as belts and handbags. He made sandals, also 
called huaraches. He also fixed many types of leather items. To be a good leather crafter you 
must be patient, enjoy the work, and have learned leather crafting from a skilled teacher. The 
most difficult part of the job is learning all the new styles.  

My grandfather is retired from this job, but he still gets orders from old customers from as far 
away as Mexico.  

 

Task Essential Skill 

 

 

 

 

 

 

 

 

 

 

“Growing a Small Business” by Amanda Favalero 

My grandmother, Mary Hutton, worked from 1956 to 1994. She was an administrative assistant 
for a shoe company. In 1966 her salary was $1.70 an hour. My grandmother always wanted to 
work in an office.   

She liked her job so much is because she did a lot of different things. She put together 
catalogues, took phone orders, typed letters, and answered questions from customers. My 
grandma helped the company grow from a small business into a million dollar company.  
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Task Essential Skill 

 

 

 

 

 

 

 

 

 

 

 

 

 

“Helping People Feel Better” by Jane Stover 

My grandmother, Mary Molnar, says she became a dentist because “I wanted a career where I 
could help people feel better.” She liked using the dental tools, and she also liked the challenge 
of learning new ways to repair broken teeth.  

My grandmother said that it is not always easy being a dentist, because sometimes to help people 
you have to hurt them a little bit first. But she really enjoyed talking to the patients. Some of the 
patients went to her dentist office for over 30 years.  

Task Essential Skill 
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Handout 1.1e: Researching Essential Skills Internet Activity 
 

Occupation Most important Essential Skill 

Example 
Air transport ramp attendant 
- operate ramp-servicing vehicles and equipment, 
handle cargo and passenger baggage and perform 
other ground support duties at airports 
- employed by airline and air services companies 
and the federal government  

Working with Others 

 

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

 

5. 

 

 

6. 

 

 

7. 

 

 

8. 

 

 

9. 

 

 

10 
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Handout: 1.1f: Nine Essential Skills (Review) 

 

Identify the Essential Skill and explain why the picture represents that skill. 

 

         1. 

 

 

 

 

 

 

 

 

2. 

 

 

 

 

 

 

 

3. 
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4. 

 

  

 

 

 

 

 5. 

 

 

 

 

 

                  6. 

 

 

        

 

 

 

7.    
_____________________________________________________ 
 
_____________________________________________________ 

_____________________________________________________ 
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8.  
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1.2: Using Literacy and Numeracy Strategies 

Time: 4 hours 

Description 

Students will identify numeracy strategies, understand some non-verbal communication 
strategies, identify strategies for communicating orally in a simulated workplace setting, and 
identify strategies for reading and interpreting text. 

Enduring Understandings 
 Students will continue to assess their use of workplace skills. 
 Students will plan for developing the Essential Skills needed for school and the 

community. 
 Students will use their Ontario Skills Passport to document their development of selected 

workplace skills. 
 

Strands and Learning Expectations for GLD2O 

Essential Skills for Working and Learning 

Overall Expectation 

ES2.01   Identify the literacy and numeracy strategies that support the application of workplace 
Essential Skills, and use them to complete specific tasks in school, in the community, or in real 
or simulated workplace settings. 

Specific Expectations 

ES2.01   Identify the numeracy strategies required for calculation and estimation, and use them 
effectively to manage money (e.g., make change), to work with schedules and budgets (e.g., 
schedule room reservations), to analyse data (e.g., compare monthly reports), and to measure and 
make numerical calculations (e.g., measure ingredients and reduce quantity by half), using real 
workplace materials in school, in the community, or in real or simulated workplace settings. 

ES2.02 Identify strategies for reading and interpreting text (e.g., pre-reading strategies, such as 
identifying signal words; strategies used during reading, such as sorting ideas using a concept 
map; post-reading strategies, such as writing brief notes in response to a text), and use them 
effectively for specific tasks in school, in the community, or in real or simulated workplace 
settings, using real workplace materials. 

ES2.03   Identify strategies for writing text with or without a computer (e.g., generating ideas 
using rapid writing; developing ideas using mapping; revising using peer editing), and use them 
effectively for specific tasks in school, in the community, or in real or simulated workplace 
settings, using real workplace materials. 
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ES2.04   Identify strategies for communicating orally (e.g., active listening, paraphrasing, verbal 
affirmation), and use them effectively in school or in the community. 

 

Strands and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English. 

Reading 

RV.04   Locate and extract relevant information from written and graphic texts for a variety of 
purposes. 

Writing 

WV.02   Organize ideas coherently in writing. 

Socio-Cultural Competence and Media Literacy 

SCMV.0   Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

Teacher’s Planning Notes 
 Photocopy Handouts 1.2.a, 1.2b, and 1.2c. 
 Formative assessment is ongoing in this unit. The summative assessment will be 

based on how well the students communicate their proposal to the class orally and 
visually. 

 Continue with word wall and add vocabulary to a bilingual dictionary. 
 

Lesson Breakdown 
 The teacher will create groups in the class of at least three students per group. 
 Read handout 1.2.a: Planning the Trip aloud and have students highlight or underline 

words they do not understand. 
 Offer the opportunity for students to read sections of the story aloud if they wish.  
 Go over the meanings and pronunciations of all highlighted words (word wall). 
 Part A, Handout 1.2.a, is done individually. 
 Part B, Handout 1.2a, is completed by group discussion and presentation. 
 Handout 1.2b: New Vocabulary: A place to build student’s personal dictionary 
 Handout 1.2c: Inquiry Process Rubric is the summative assessment tool. 
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Assessment  

Assessment for Learning 

Continuation of the word wall, acquisition of new vocabulary, and reading for understanding, 
using Handout 1.2a: Planning the Trip and Handout 1.2b: New Vocabulary 

Assessment as Learning 

Observation and discussion about collection of data and information  

Assessment of Learning 

Assessment of class presentations of students’ proposals that include visual aids (pictures of 
destinations, graphic organizer for costs and itineraries) to clarify their information, using 
Handout 1.2c: Inquiry Process Rubric 
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Handout 1.2a: Planning the Trip 

 

This year the Student Council wanted to go on a field trip for an end-of-year celebration. Mrs. 
Wong, the staff adviser, said that it could certainly be done and she would do the paper work to 
get permission for the trip. She said it also had to be within their budget. The student council had 
$2,000.00 from the school budget but the rest had to be made up from fundraising and a student 
fee. Also, a few students would have to organize the fundraising and the student fee. As well, all 
decisions and bookings had to be in consultation with Mrs.Wong. Kadija (the Student Council 
president), Sara (a class rep and president of the Girls Athletic Association), and Piratheepan 
(president of the Boys Athletic Association) volunteered to do the job with the help of their 
members. There was a lot to do. 

Kadija, Sara, and Piratheepan had a meeting and drew up a list of tasks for each person, being 
careful to share the responsibilities equally. First, they had to decide where to go and how much 
it would cost to get there. After looking at a map, they found three possible places they thought 
would be interesting to visit: Niagara Falls, Sainte-Marie Among the Hurons, in Midland, or 
Stratford. Time at the field trip location would be four hours, including an hour for lunch. Kadija 
got the information for Niagara Falls, Sara for Stratford, and Piratheepan for Midland. 

A list of duties for each organizer was drafted: 

 Get three prices from bus companies for the day 
 Cost of activities: Maid of the Mist, Niagara; See a play, Stratford; Huron Village, 

Midland 
 Calculating cost per student 
 Fundraising  
 Advertising 
 Photocopying, distributing, and collecting all school-board field- trip permission forms 
 Collection and counting of money 
 Checking permission forms 

 Creating and posting student lists for each bus  
 Itinerary for the bus driver 

 

Mrs. Wong, Kadija, Sara, and Piratheepan, got the necessary information, and then held a 
meeting to discuss which excursion would be the best value for the money. 

 

Kadija found that the best price for a bus to Niagara Falls was $1,100.00 a day, and there were 
55 seats on the bus. The travelling time to Niagara Falls was two hours one way. The Maid of the 
Mist boat ride was $9.00 per person. If they left at 8:30 a.m., they would be back at school by 
5:30 p.m. 
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Sara found that the best price for a bus to Stratford was $1,100.00, a day and there were 55 seats 
on the bus. The travelling time to Stratford was three hours one way. The play cost $20.00 per 
person. If they left at 8:00 a.m., they would be back at school by 6:00 p.m. 

 

Piratheepan found that the best price for a bus to Midland was $1,100.00 a day and there were 55 
seats on the bus. The travelling time to Midland was two hours one way. The admission to the 
historical site was $15.00 per person. If they left at 8:30 a.m., they would be back at school by 
5:30 p.m. 

 

After all the information was collected, Mrs. Wong, Kadija, Sara, and Piratheepan discussed 
which destination would be most appropriate. The important factors to consider would be the 
following: overall student enjoyment, student cost, educational importance, and student interest. 
The organizers and their volunteers fundraised $1,000.00 by having pizza and bake sales at 
lunch.  

 

Part A 

Answer the following questions in complete sentences. 

1. What was the cost per student for the Niagara Falls trip? 
 

2. What was the cost per student for the Stratford trip? 
 

3. What was the cost per student for the Midland trip? 
 

Part B 

1. Get into your assigned groups. Discuss each trip and decide which trip your group thinks 
is the best, and why? 

 

2. Review the Nine Essential Skills and state which skills were used in arriving at your 
decision; then rank the Essential Skills in order of importance. 

3. Each group will orally present their proposal to the class, using visual aids (pictures of 
destinations, graphic organizer for costs and itineraries) to clarify their information. 

4. Finally, the class will vote as a whole on which of the three trips is the best choice and 
give reasons why in a class discussion. 
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Handout 1.2b: New Vocabulary 

Nouns Verbs Meaning 
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Appendix 1.2c: Inquiry Process Rubric 
 

Criteria 
Level 1 

(50-59%) 
Level 2  

(60-69%) 
Level 3  

(70-79%) 
Level 4  

(80-100%) 

Thinking 

Gathers 
information 

- gathers 
information and 
ideas that have 
limited relevance 

- gathers 
information and 
ideas that have 
some relevance 

- gathers 
information and 
ideas that have 
considerable 
relevance 

- gathers 
information and 
ideas that have a 
high degree of 
relevance 

Gathers 
information 

- gathers 
information and 
ideas with limited 
range (e.g., depth, 
breadth, or 
significance) 

- gathers 
information and 
ideas with some 
range (e.g., depth, 
breadth, or 
significance) 

- gathers 
information and 
ideas with 
considerable range 
(e.g., depth, 
breadth, or 
significance) 

- gathers 
information and 
ideas with an 
extensive range 
(e.g., depth, 
breadth, or 
significance) 

Organizes 
information 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with limited 
logic 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with some 
logic 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with 
considerable logic 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with a high 
degree of logic 

Summarizes 
information 

- summarizes 
information that 
answers the inquiry 
questions to a 
limited degree 

- summarizes 
information that 
answers the inquiry 
questions to some 
degree 

- summarizes 
information that 
answers the inquiry 
questions to a 
considerable 
degree 

- summarizes 
information that 
thoroughly answers 
the inquiry 
questions  

Communication 

Communicates 
information 

- presents 
information with 
limited clarity 

- presents 
information with 
some clarity 

- presents 
information with 
considerable clarity 

- presents 
information with a 
high degree of 
clarity 

Note: A student whose achievement has not met Level 1 (50%) has not met the expectations for this 
assignment of activity.   (Adapted from the GLD20 profile) 
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1.3: Using Learning and Thinking Strategies 
 

Time: 8 hours 

Description 

Through the use of exercises and discussion, students will learn learning and thinking strategies 
and use them effectively at home and in the school and community. 

Enduring Understandings 
 Students will learn to describe their experience, assess their performance, identify goals, 

and understand how this process contributes to continuous learning. 
 Student will learn effective strategies for their best method of learning. 
 Students will learn effective strategies for remembering information. 
 Students will learn strategies for effective decision making at home and in the school and 

community. 
 Students will learn strategies for effective problem solving at home and in the school and 

community. 
 

Strand and Learning expectations for GLD2O 

Essential Skills for Working and Learning 

Overall Expectation 

ESV.03   Describe learning and thinking strategies, and use them effectively in school or in the 
community. 

Specific Expectations 

ES3.01   Describe and effectively use a process for reflecting on their home, school, or 
community experiences (i.e., describe their experience, assess their performance, set goals for 
future performance, identify strategies for achieving them, apply the learning in a new situation), 
and explain how this reflection process contributes to continuous learning. 

ES3.02 Describe how they learn best (e.g., by visual means, in kinaesthetic ways, by using 
various technologies, through discussion), and use this knowledge to develop effective strategies 
for learning in school and in the community. 

ES3.03   Describe strategies for remembering (e.g., using mnemonics, dividing written materials 
into memorable “chunks”), and use these effectively in situations that require significant use of 
memory in school and in the community. 

ES3.04   Describe a process for decision making and use it effectively in situations in school 
(e.g., in selecting school subjects) and in the community. 
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ES3.05   Describe a process for problem solving and use it effectively in challenging situations 
(e.g., in dealing with problems that arise in group work) in school and in the community. 
 

Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 

Reading 

RV.01   Read and demonstrate understanding of a variety of texts for different purposes. 

Writing 

WV.03   Use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation.  

Socio-Cultural Competence and Media Literacy 

SCM.01   Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

 

Teacher’s Planning Notes 

 New words in this unit should be incorporated into a word wall. This should be a 
dedicated space in your room where new vocabulary is posted for ELLs to consult. 

 Photocopy Handouts 1.3a, 1.3b, 1.3c, 1.3d, 1.3e, 1.3f, and 1.3g. 
 Explain what the multiple intelligences are and how they relate to learning. 
 

Lesson Breakdown 

 Students will be introduced to mnemonics, read the meaning of words such as acronyms, 
rhymes, and mnemonics. Have students, in groups, create their own mnemonics for the 
Essential Skills. See handout 1.3a: Mnemonics. 

 Using Handout 1.3b: Multiple Intelligences, Part A and Handout 1.3c: Multiple 
Intelligences, Part B, students will learn about how multiple intelligences and learning 
styles are connected to the world of work and school. This will help them when working 
toward attaining their goals. 

 Using Handout 1.3d: Decisions, Decisions, ask students how they make decisions.  
 Use Handout 1.3e: Case Studies and explain that decision-making is a process that leads 

to a desired goal. Students can work individually or in small groups. Students look at 
their options and make the best choice. 

 Discuss the following decision-making process: 
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- What decision has to be made? 
- What are the options? 
- What are the consequences of your decision to you and others? 
- What is the best result? 
- Make the decision. 
- Evaluate the results of the decision. 

 Handout 1.3f: Decision Making and Problem Solving – Student/Teacher Conference and 
Handout 1.3g: Personal Investigation – Inquiry Chart are assessments for teacher/student 
conferences and personal investigation. 

 

(Ideas adapted from the GLD20 Profile) 

Assessment 

Assessment for Learning 

Continuation of the word wall and acquisition of new vocabulary; understanding of mnemonics 
and multiple intelligences at home and in school, and the workplace 

 

Assessment as Learning 

Completion of Handout 1.3a: Mnemonics; Handout 1.3b: Multiple Intelligences, Part A; 
Handout 1.3c: Multiple Intelligences, Part B;  Handout 1.3d: Decisions, Decisions; and Handout 
1.3e: Case Studies 

Assessment of Learning  

Student/teacher conference using Handout 1.3f: Decision Making and Problem Solving, and 
completion of Handout 1.3g: Personal Investigation – Inquiry Chart 
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Handout 1.3a: Mnemonics 

Aids to memory such as acronyms, rhymes, linking information by creating visual images or 
making up a story, are called mnemonics. 

A mnemonic is a device, procedure or operation that is used to improve memory. Mnemonics 
connect new information to existing knowledge so that you can retrieve new information more 
easily. 

 

1. Learning music or math using an initialism. 

 Music 

Every Good Boy Deserves Fudge.   (notes on the treble clef in music) 

 Math 

Dracula must suck blood. (divide, multiply, subtract, bring down – doing a division 
question) 

 

2.      Learning a spelling rule using rhyme. 

  

 I before E except after C, or when it sounds like “ay” as in neighbour or weigh. 

 

3.       Learning about first aid or place names with an acronym. 

 

    Since blood is RED, remember when you see it to: 

    Rest, Elevate, apply Direct pressure. 

   HOMES: Huron, Ontario, Michigan, Erie, Superior are the five Great Lakes in Ontario. 

 

In your group, create your own mnemonic for remembering the Nine Essential Skills.  
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Handout 1.3b: Multiple Intelligences, Part A 

According to many educators, neurologists, and psychologists, there are various 
ways to be smart. Howard Gardner, an educational psychologist defined these 8 
ways. Match the intelligence with the phrase that best describes it. 

MUSICAL INTELLIGENCE (MUSIC) 

 

 

 

 Good at sports. 

 

BODILY-KINESTHETIC INTELLIGENCE 
(BODY) 

 

 

 Works well in groups. 
 

 

 

INTERPERSONAL INTELLIGENCE (PEOPLE) 

 

 Writes interesting stories. 

 

INTRAPERSONAL INTELLIGENCE (SELF) 

 

 

 Draws beautiful pictures.  

VISUAL/ SPATIAL INTELLIGENCE 
(PICTURE) 

 

 Gets good marks in Math class.  

MATHEMATICAL/LOGICAL (NUMBER) 

 

 Likes to sing and has a great voice.  

LINGUISTIC INTELLIGENCE (WORD)  

 

 Enjoys spending time alone and 
thinking about the meaning of life.  

 

NATURALIST INTELLIGENCE 

(NATURE) 

 

 Enjoys the outdoors and animals 
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Handout 1.3c: Multiple Intelligences, Part B 

 

In the first column, next to each career, write down the type of multiple intelligence that would 
help someone do well at that career. Then write the number of the matching definition next to the 
career.  

           

Type of Multiple Intelligence Occupation Definition 

 composer 1. Plays sports.  

 conductor 2. Performs in movies or on stage 
or TV. 

 scientist 2. Writes music. 

 pharmacist 3. Writes novels and/or poems. 

 nurse 4. Creates art by drawing, 
painting and designing.  

 surgeon 5. Helps people learn. 

 musician 6. Helps people with legal 
matters. 

 carpenter 7. Helps musicians play music. 

 singer 8. Fixes cars and motors.  

 chemical engineer 9. Writes languages for a 
computer. 

 police officer 10. Does scientific research. 

 civil servant 11. Studies the stars and planets. 

 dancer  12. Dances for a living. 

 accountant 13. Prepares medications. 

 mechanic 14. Puts words into a different 
language. 

 artist 15. Helps enforce the law. 
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 journalist 16. Takes care of patients’ needs 
in hospital. 

 psychologist 17. Designs buildings.  

 athlete 18. Uses chemicals to create new 
substances like plastics and 
perfumes. 

 meteorologist 19. Researches the weather.  

 teacher 20. Works in government. 

 actor 21. Performs medical surgery. 

 writer 22. Helps people heal their mind. 

 lawyer 23. Plays music. 

 computer programmer 24. Manages money. 

 translator 25. Sings songs. 

 astronomer 26. Writes for a newspaper or 
magazine  

 architect 27. Makes things out of wood.  

 

 

What career not listed here would you like to know more about? 

 ____________________________________________________________ 
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Handout 1.3d: Decisions, Decisions 

 

Alima has a difficult decision to make. She recently came to Canada and is attending Greenwood 
Secondary School (a school for newcomer youth). When she completes ESLB she will need to 
move to another school.  

Here is her dilemma: Alima is 19 years old. Although she is doing well in her ESL class, math is 
still a challenge for her. She is currently in Grade 9 applied level mathematics. 

 There are two schools Alima is interested in: one is semestered (Carleton SS) and the other is 
not. The non-semestered school, Maple Heights Secondary school, is closer to her home. In fact, 
she could walk there, but she would need to take Grade 10 math all year. Carleton SS is a 45-
minute bus ride away from Alima’s home, and she could take Grade 10 and Grade 11 math in the 
same year. Her best friend is going to Carleton SS for the first semester but will change to the 
adult school for second semester because she turns 21.  

__________________________________________________________________ 

What should Alima do? 

With a partner, use the following problem-solving model to help Alima make her decision: 

 What exactly is the problem? 

 What choices does Alima have? 

 Which option should she choose? Why? 
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Handout 1.3e: Case Studies 

Read each case study. Identify the problem. What choices were there? Identify one decision that 
was made? Give two reasons why you think the person made that decision. 

Case Study # 1 

Jose and Junaid got a Co-Op placement in a sporting goods store. The owner was very happy 
with their work, so he offered them a job after school. They felt fortunate for the opportunity. 
They both liked their job and the people they worked with. Lately, Jose noticed Junaid putting 
some small items from the store in his backpack. Jose told Junaid what he had seen and said it 
wasn’t right. Junaid said that the owner wouldn’t miss the items and the owner was making a lot 
of money anyway. Junaid told Jose to mind his own business. 

Case Study # 2 

Rupinitha got a job in a local restaurant. Part-time jobs were difficult to get. She needed the extra 
money and it was close to home, so she could walk home and save bus fare. The owner was 
friendly and courteous, but her supervisor was always staring at her and frequently made 
suggestive remarks to her. Rupinitha became uncomfortable working with him. She asked him 
not to make sexy comments, and to stop leering at her. He claimed he wasn’t watching her and 
he could do what he wanted because he was the supervisor. 

Case Study # 3 

Giorgio was working at a lumber yard. He took the orders from customers and passed them on to 
the loading-dock workers. Sometimes when the yard was very busy, he was asked to get the 
lumber and cut it to size.  Giorgio didn’t like going into the wood shed because he didn’t have a 
hard hat and steel-toed boots. Also, there were extension cords across the floor that supplied the 
power to the saws. He had tripped on them before. When Giorgio complained that it was 
dangerous, he was told if he didn’t like it, he could leave. 

Case Study # 4 

 

Leeda has a Co-Op placement as a teacher’s helper at an elementary school in the afternoons. 
She is very good with the students and the teacher is impressed with her work. However, two or 
three times a week, Leeda is a few minutes late for work. The teacher mentioned it to her, but 
Leeda said the teachers at her school were making her late because they kept her after class to 
discuss her class work. Leeda thought that she was only a few minutes late, so it shouldn’t be big 
deal. 
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Handout 1.3f: Decision Making and Problem Solving 
– Student/Teacher Conference 

A. Decision Making 

Criteria  

Achievement Category: Thinking 

Scoring Scale 

1. with limited success 
2. with some success 
3. with considerable success 
4. with a high degree of success 

The student… 

1. plans for decision making 
- identifies the decision that needs to be made 
- creates a broad range of options 
- identifies possible options 
- sees potential consequences of these options 

1 2 3 4 

 

2. processes information for decision making 
- clarifies the consequences of each option for self 
- makes clear the consequences of each option for others 

1 2 3 4 

3. reaches a conclusion 
- selects the option that will give the best result(s) 
- evaluates the effect of the decision 

1 2 3 4 

 

Part B: Problem Solving 

Criteria  

Achievement Category: Thinking 

Scoring Scale 
1. with limited effectiveness 
2. with some effectiveness 
3. with considerable effectiveness 
4. with a high degree of 

effectiveness 

The student… 

1. plans for problem solving 
- can see many aspects of the problem(s) 
- clarifies the problem 
- generates possible solutions 
- predicts the ideal solution 
 

1 2 3 4 

2. processes information for problem solving 
- identifies issues related to possible solutions 
- predicts consequences of possible solutions 
- lists preferred solutions 

        1            2           3           4 

3. reaches a conclusion 
- determines which solution comes closest to the ideal solution 
- selects the best option 

1 2 3 4 

(Ideas borrowed from the GLD Course Profile) 
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Handout 1.3g: Personal Investigation – Inquiry Chart 
 

Part A: Investigation 

Inquiry Process Planning the Investigation 

Create/Ask questions What do I like to do? (My interests) 

 

What motivates me? 

 

What can I do? (My skills and strengths) 

 

What is important to me? (My values) 

 

Gather information What sources will I use to find out this information? 

I will use at least four sources: 
- my own experiences 
- coaches, teachers, peers, neighbours, relatives, and other people 
- employers (if applicable) 
- inventories (e.g., of skills, interests, learning styles) 
- “Know Yourself” quiz – Job Futures – go to www.jobfutures.ca 
 

Organize information Interests Strengths and 
Skills 

 

 

 

Values Occupations of 
Interest 

Interpret information A brief summary (including comments on my personal use of time) 
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Assess information Is there any other way to find out more about myself? 

 

 

Have I done a balanced search of my interests, skills, and values? 

 

Present information In what way will I present my summarized information based on the way I like 
to learn (e.g., a collage, silhouette, oral presentation with brief notes, chart). 

 

Part B: Occupations for Further Research 

Three types of work or occupations that I might be interested in – based on the results of my personal 
investigation and what I would like to find out more about. 

 

(Ideas borrowed from the GLD Course Profile) 
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1.4: Developing Workplace Essential Skills 

Time: 8 hours 

Description 

Through the use of investigative interviews and group activities, students will continue to plan 
and document their development of their Essential Skills, and plan their one-day job-twinning 
experience. 

 

Enduring Understandings 
 Students will continue to assess their use of workplace skills. 
 Students will plan for developing Essential Skills needed for school and the community. 
 Students will use their Ontario Skills Passport to document their development of selected 

workplace skills. 
 

Strand and Learning Expectations for GLD2O 

Essential Skills for Working and Learning 

Overall Expectations 

ESV. 01   Students will identify and describe the workplace Essential Skills necessary for 
success in life, school, and work. 

ESV.04   Plan for, assess, and document their ongoing development and demonstration of 
selected workplace Essential Skills. 

Specific Expectations 

ES4.01   Assess their use of selected workplace Essential Skills, using feedback from others 
(e.g., peers, teachers, supervisors).  

ES4.02   Demonstrate the ability to plan for the development of the workplace Essential Skills 
that they require to complete specific tasks in school and in the community.  

ES4.03   Document their development of selected workplace Essential Skills, including evidence 
of development of these skills from their Ontario Skills Passport.  
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Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English. 

Reading 

RV.04   Locate and extract relevant information from written and graphic texts for a variety of 
purposes. 

Writing 

WV.02   Organize ideas coherently in writing. 

Socio-Cultural Competence and Media Literacy 

SCMV.01   Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

Teacher’s Planning Notes 

 Book the computer lab for two or three days. 

 Photocopy Handouts 1.4a, 1.4b, 1.4c, 1.4d, 1.4e, 1.4f, and 1.4g. 

 Obtain Bristol board. 

 Create a sample bio poem. 

 Obtain a digital camera. 

 Consult with the teacher of Cooperative Education to arrange job-twinning opportunities for 
your students. 

 Consider language skills and appropriateness of placements. 

 Explain to students that they will participate in a workplace experience to investigate an 
occupation of their choice. They will visit a workplace with a senior student in Cooperative 
Education for a job-twinning experience.  

 Invite the Cooperative Education class to a combined class. The focus of the class is to: 
– have GLD2O students choose a work placement that they would like to investigate 

further by accompanying a Cooperative Education student to the workplace 
– set up expectations for the job-twinning (e.g., purpose of job twinning, behaviour, health 

and safety) 
 Senior Cooperative Education students present the following information to the GLD2O 

students: 
– their name 
– where they work (placement occupation) 
– where the placement is located (main intersection) 
      what they do at the placement. 
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 Students prioritize three choices and submit them to the teacher, who then matches each 
GLD2O student with a Cooperative Education student. Students are notified of their 
placement, the date of the placement, and the name of their senior Cooperative Education 
student. 

 This opportunity for job-twinning allows students to experience firsthand the workplace 
Essential Skills, including numeracy at work, health and safety, and other topics that have 
been covered so far in the classroom. Note: Students are at the workplace to observe only. 

 Seek permission from employers for the Cooperative Education student to bring a GLD2O 
student for the day. 

 Ensure all permission forms are completed. 

 Review the Cooperative Education and Other Forms of Experiential Learning, 2000 policy 
document. 

 Review board policy and procedures related to field trips. 

 

(Adapted from GLD Course Profile) 

 

Lesson Breakdown 
 Using Handout 1.4a: Interview Photo Essay, students work in pairs to interview a school 

staff person. A photo should be taken to show the staff person in the work environment. As 
well, the students are to photograph each other practising appropriate interview skills. When 
the photo essays are presented, each photo should include a caption that describes the 
information obtained through students’ research. 

 Using Handout 1.4b: Model of a Bio Poem, students create a bio poem for the person they 
interviewed to highlight what they have learned in the interview. First, model for the 
students how to create a mind map if this has not been formally taught, as students will 
create a mind map from their answers on the interview handout.  Students can work in pairs 
and share information they have gathered from their interviews. The mind map is a 
springboard to write the bio poem.  Provide students with the structure for writing the bio 
poem. Tell students that 8-10 lines are sufficient for their poems. Allocate time for peer 
editing and teacher input to work through the writing process (brainstorming, first draft, 
editing, revising, proofreading, and publishing). 

 See Handout 1.4c: When I grow up I want to be a….Students will use Career Cruising to 
investigate careers that match their interests. 

 See Handout 1.4d: Finding Tasks That Use Essential Skills in Occupations of Interest. 
Students will be in the computer lab using Ontario Skills Passport. They are to bring with 
them the occupation they will experience during job-twinning. They will create a Work Plan 
outlining the Essential Skills needed for this job. 

 Using Handout 1.4e: Job-Twinning Investigation Chart, students work in pairs to complete 
their job-twinning chart. 

 See Handout 1.4f: Job-Twinning: A Reflection. Students complete their reflection for the 
toolbox. 

 See Handout 1.4g: Rubric for Photo Essay Interview. 
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Assessment 

 

Assessment for Learning 

Continuation of word wall and acquisition of new vocabulary, and completion of Handout 1.4a: 
Interview Photo Essay and Handout 1.4b: Model of a Bio Poem 

Assessment as Learning 

Demonstration of ability to navigate Career Cruising through formative written assignments 
using Handout: 1.4c: When I grow up I want to be a…., Handout 1.4d: Finding Tasks That Use 
Essential Skills in Occupations of Interest, and Handout 1.4e: Job-Twinning Investigation Chart  

Assessment of Learning 

Summative assignment using Handout 1.4f: Job Twinning: A Reflection and Handout 14g: 
Rubric for Photo Essay Interview 
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Handout1.4a: Interview Photo Essay 

 

Staff Member_______________________________________________________ 

 

Occupation   ________________________________________________________ 

 

Please describe your job at our school. ___________________________________ 

 

___________________________________________________________________ 

 

___________________________________________________________________ 

 

___________________________________________________________________ 

 

How long have you been working at your job? _____________________________ 

 

What four Essential Skills do you use everyday at your job? 

 

1._______________________________2._________________________________ 

 

3._______________________________4._________________________________ 

 

Which do you feel is the most important? ________________________________ 

 

What types of documents do you use in your job? __________________________ 
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___________________________________________________________________ 

 

___________________________________________________________________ 

 

May I have a copy of a document? 

 

How is this document used? ___________________________________________ 

 

What do you like most about your job? _____________________________________ 

 

Is there anything else you would like to tell us about your job? 

___________________________________________________________________ 

 

___________________________________________________________________ 
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Handout 1.4b: Model of a Bio Poem 

 

A bio poem focuses on the characteristics of a person, place or thing. You must put 
yourself in your subject’s place. 

 

Title: _________ [first name of the person interviewed] ____________________  

Line 1:   Is a ___ [person’s career/job] _____________________________________ 

Line 2:    He/she works doing___________________________________________  

Line 3:    He/she enjoys_____ [what the person like most about the job] ________ 

Line 4:  ________________ [insert three Essential Skills the person has] _________ 

Line 5:   ________________ [students create lines 5, 6, and 7)] ________________  

Line 6: _____________________________________________________________ 

Line 7: _____________________________________________________________ 

Line 8:  ________________ [insert the person’s last name] ___________________ 
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Handout 1.4c: When I grow up I want to be a…. 

 

Using Career Cruising, you will explore some of your likes and dislikes. Since there will be new 
vocabulary, read carefully and ask any questions you may have as you do the activity.  

1. Log on to < www.careercruising.com/>. 
 

2. Click on Career Matchmaker and fill in your name. 
 

3. Click on “start a new Matchmaker session.” 
 

4. Look at your top 10 career matches. Write down four that interest you most. 
 
______________________________________________ 

 

          ______________________________________________ 

 

          ______________________________________________ 

 

          ______________________________________________ 

 

5. List three Essential Skills that are needed for all four careers. 
 

________________________________________________ 

 

________________________________________________ 

 

________________________________________________ 

 

Remember that Essential Skills are “transferable skills,” skills that you already have that can be 
used in other jobs or different stages of your career. 
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Handout 1.4d: Finding Tasks That Use Essential Skills in  
Occupations of Interest 

1. Go to the Ontario Skills Passport website: < http://skills.edu.gov.on.ca>.  

2. Click “English.” 

 

3. Click “Create a Work Plan/Training Plan” at the bottom of the page. 

 

4. Click “Create an OSP Work Plan.” 

 

5. Check “Option B - I am ready to create an OSP Work Plan.”  

6.  Click “Next.” 

7. Check “Option B: Search using keyword(s).” 

 

8. Fill in one or more keywords for your occupation (e.g., teacher or vet), then click “Next.”  If 
you entered vet, this results in three choices.  Click “NOC 6483 Pet Groomers and Animal 
Care Workers.” 

 

9. Click “Next.” 

 

10. Choose “Let me create a customized OSP Work Plan step by step.” 

 

11. Click “Next.” 

 
12.  After consulting with your teacher, select the most important Essential Skills for this 
occupation that you think will be important for your work-experience placement (e.g. for NOC 
6483 Pet Groomers and Animal Care Workers, the most important Essential Skills – in addition 
to oral communication, which is already pre-selected on the screen – might be document use, 
reading text, money math, and job task planning and organization).  

 

13. Click “Next.”  You will see a level number in brackets beside each of the tasks. This 
indicates the level of complexity of the task (from Level 1, least complex, to Level 5, most 
complex). 

14. With the assistance of your teacher, decide which tasks are applicable to your work plan. To 
delete a task from your work plan, click on the box beside the task. Select no more than five to 
eight tasks for your work plan. Your supervisor may add to or subtract from these. 

 

15. Fill in the information, as required. Your name is the only mandatory field. 
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16. Click “Next.” 

 

17. Review your work plan 

 

18. Click “Save Work Plan in Word”  

 

19.  Print your work plan to add to your toolkit. 

 

You have completed your personalized Essential Skills Work Plan. 

 

(Adapted from GLD 2O course profile) 
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Handout 1.4e: Job-Twinning Investigation Chart 

 

Inquiry Chart 

1. Create and Ask Questions 
 What workplace Essential Skills (including 

numeracy) are important for one of the 
occupations in which you are interested? 

 What are some typical duties or tasks in one of 
the occupations in which you are interested? 

 What preparation is needed to work in one of 
the occupations? 

 How is an accident or unsafe practice reported? 

 Answer one of these questions: “Why I might 
like to work in an occupation like this?” or 
“Why I would not like to work in an occupation 
like this?” 

 

 

2. Gather/Organize/Interpret Information 
 How can I find out this information? 

 Will the Co-op student be able to give me the 
information I need? Can I ask a supervisor? 

 What are the types of things I can observe 
while on the job? 

 How will I take notes? 

 

3. Assess Information 
 Did I get the information I wanted? 

 Did I remember my workplace materials? 

 

 

(Adapted from GLD2O Course Profile) 
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Handout 1.4f: Job Twinning:  A Reflection 

 

Description of the experience 

 

 

 

 

 

 

 

 

 

 

 

Something I learned 

 

 

 

 

 

 

 

 

 

 

Essential skills that were demonstrated 

 

 

 

 

 

 

 

 

 

 

 

How were they demonstrated 
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A plan for a future experience 

 

 

 

 

 

 

 

 

 

 

How will it be the same or different? 
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Handout 1.4g: Rubric for Photo Essay Interview 

 

Criteria 
Level 1 

(50-59%) 
Level 2  

(60-69%) 
Level 3  

(70-79%) 
Level 4  

(80-100%) 

Thinking 

Creates and asks 
questions to obtain 
required 
information  

- creates questions 
with limited focus 
and clarity 

- creates questions 
with some focus 
and clarity 

- creates questions 
with considerable 
focus and clarity 

- creates questions 
with a high degree 
of focus and clarity

Gathers 
information 

- gathers 
information and 
ideas that have 
limited relevance 

- gathers 
information and 
ideas that have 
some relevance 

- gathers 
information and 
ideas that have 
considerable 
relevance 

- gathers 
information and 
ideas that have a 
high degree of 
relevance 

Organizes 
information 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with limited 
logic 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with some 
logic 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with 
considerable logic 

- classifies, orders, 
and/or prioritizes 
information and/or 
ideas with a high 
degree of logic 

Summarizes 
information 

- summarizes 
information that 
answers the inquiry 
questions to a 
limited degree 

- summarizes 
information that 
answers the inquiry 
questions to some 
degree 

- summarizes 
information that 
answers the inquiry 
questions to a 
considerable 
degree 

- summarizes 
information that 
thoroughly answers 
the inquiry 
questions  

Communication 

Communicates 
information 

- presents 
information with 
limited clarity 

- presents 
information with 
some clarity 

- presents 
information with 
considerable clarity 

- presents 
information with a 
high degree of 
clarity 

Note: A student whose achievement has not met Level 1 (50%) has not met the expectations for 
this assignment of activity. 
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Unit 2: Personal Management 

Time: 19 hours 

Unit Description 

Students will identify their strengths and interests and how these influence their decisions in life. 
Students will explore strategies needed to manage their behaviour, their organizational skills, and 
how they can work effectively in a team. 

Enduring Understandings 

1. Students will identify their interests, strengths, and needs to understand how these influence 
their life decisions. 
2. Students will identify and use strategies to understand and manage their behaviour when 
working with others. 
3. Students will identify interpersonal and teamwork skills and strategies required when working 
with others in school or in the community.  
4. Students will demonstrate the ability to use the task-planning and organizing skills and 
strategies that are required for success in school and in the workplace.  

 
Unit Synopsis Chart 

 
Activity Time Learning 

Expectations 
Achievement Chart Categories Tasks 

2.1: Self-
Knowledge 
 

 
 

8 hours 

GLD2O: PMV.01, 
PM1.01, PM1.02, 
PM1.03 
 
ESLCO: LSV.02, 
RV.01,WV.03, 
SCMV.01 

Knowledge/Understanding, 
Thinking/Inquiry, 
Communication, Application 

Learning About 
Themselves, 
Likes/Dislikes, 
Values 

2.2: Self- 
Management 
 
 

 
5 hours 

GLD2O: PMV.02, 
PM2.01PM2.02, 
PM2.03, PM2.04 
 
ESLCO: LSV.02, 
RV.01, WV.03, 
SCMV.01 

Knowledge/Understanding, 
Thinking/Inquiry,Communication, 
Application 

Communication 
Style,  
Workplace 
Communication, 
Personality, 
Managing Conflict 

2.3: Working with 
Others 
 

6 hours 

GLD2O: PMV.03, 
PMV.04, PM3.01, 
PM3.02, PM3.03, 
PM3.04, PM4.01 
 
ESLCO: LSV.02, 
RV.01, WV.03, 
SCM.01 

Knowledge/Understanding, 
Thinking/Inquiry, 
Communication, Application 

Problem-Solving 
Model, Managing 
Conflict, Teamwork, 
Group Project 

 



  63

Resources Consulted 

CareerCruising. Career Cruising. <http://www.careercruising.com>. 
Cronsberry, Jennifer. Word Walls: A Support for Literacy in Secondary Classrooms. Curriculum 

Services Canada.  <http://www.curriculum.org/tcf/teachers/projects/repository/ 
wordwalls.pdf>. 

Ministry of Education, Ontario. English as a Second Language and English Literacy 
Development, Ontario Curriculum, Grades 9-12. Toronto, ON: 2007. 

---. Cooperative Education and Other Forms of Experiential Learning. Ontario Ministry of 
Education. Toronto, ON: 2000. 

---. GLD2O, Discovering the Workplace Grade 10, Course Profile.  2005. 
---. Guidance and Career Education, Ontario Curriculum Grade 9-10. Toronto, ON: 2006. 
Reiss, Jodi. Teaching Content to English Language Learners. New Jersey: Pearson, 2005. 
Toronto District School Board. ESL/ELD Resource Guide for Career Studies, GLC2O. Toronto, 

ON: 2000. 
---. Fresh AER. Toronto, ON: 2006 
---. Ontario Skills Passport Lesson Materials. Toronto, ON: 2005. 
Ontario Skills Passport. Government of Ontario. <http://www.osca.ca/osp/osp.htm>. 
Rubistar4teachers.org. <http://rubistar4teachers.org>. 
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Unit 2.1: Self-Knowledge – Learning about Myself 

Time: 8 hours 

Description 

Students will have opportunities to discover their interests, strengths, and needs, and describe 
how these influence their decisions about education and work. 

Enduring Understandings 

 Students begin to identify, summarize, and document various aspects of their personal 
profile, including their strengths, interests, and needs. 

 Students begin to understand the importance of learning from experiences such as school 
and volunteer or part-time work. 

 Students begin to understand the internal and external factors that motivate them. 
 

Strand and Learning Expectations for GLD2O  

Personal Management 

Overall Expectation 

PMV.01   Identify their interests, strengths, and needs, and describe how these influence their 
decisions about education and work.  

Specific Expectations 

 PM1.01   Identify, summarize, and document various aspects of their personal profile (e.g., 
interests, skills, needs, values), using feedback from others, personal reflection, and information 
from standardized assessment tools, and explain how this information contributes to the 
development of their goals and plans (e.g., decisions about course selection, part-time work, 
work-experience placements) 

PM1.02   Describe how learning from experience (e.g., work done in school subjects, 
volunteering, part-time jobs) can influence their plans for learning and work.  

PM1.03   Identify and describe internal and external factors that motivate them (e.g., sense of 
satisfaction, money, recognition), and explain how such factors may influence the achievement 
of their short-term goals for learning and work. 

Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 
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Reading 

RV.01   Read and demonstrate understanding of a variety of texts for different purposes. 

Writing 

WV.03   Use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation. 

Socio-Cultural Competence and Media Literacy 

SCMV.01   Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

 
Teacher’s Planning Notes 

 Continue to add new vocabulary to your word wall. 
 Photocopy Handouts 2.1a, 2.1b, 2.1c, 2.1d, 2.1e, 2.1f, 2.1g, 2.1h, 2.1i, 2.1j, and 2.1k. 
 Book the computer lab for two days. 
 Post a schedule for student/teacher conferencing. 
 Prepare a conference checklist. 
 Ongoing assessment occurs through student/teacher conferencing and student 

participation in class discussion. 
 
 

Lesson Breakdown 

 Discuss with the students the purpose of an “Interest Inventory.” 
 Visit <http://www.jobfutures.ca/en/home.shtml>.  Have students click on “Know 

Yourself.” 
 Read the quiz questions on this web page with the students to ensure they understand 

them; then students will complete the quiz online.  
 Distribute and have students complete Handout 2.1a: A Personal Snapshot. 
 Distribute and have students complete Handout 2.1b: Activity Log to help them raise 

their awareness of how they spend their time. 
 Handouts 2.1c, 2.1d, 2.1e, 2.1f, 2.1g, 2.1h, 2.1i, and 2.1j contain activities that have been 

adapted for this course from The Career Life Planning Guide from the Toronto Centre for 
Career Action. The activity described in Handout 21j is to be completed individually by 
students, but all the others may be done either individually or in pairs. Vocabulary will 
need to be explained and then posted on the word wall. The values activities will generate 
class discussion, so it is important to emphasize that there are no right or wrong answers. 
The activities are for personal growth and raising self-awareness. At the end of the unit, 
all of these sheets are to be placed in the students’ toolkits. 

 Handout 2.1k: Personal Investigation –Student/Teacher Conference is for the assessment 
of learning. 
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Assessment 

Assessment for Learning 

Continuation of the word wall, acquisition of new vocabulary, completion of Handout 2.1a: A 
Personal Snapshot, and completion of the “Know Yourself” quiz at 
<http://www.jobfutures.ca/pls/jf-ea/dpt.page_one> 

Assessment as Learning 

Completion of Handouts 2.1b, 2.1c, 2.1d, 2.1e, 2.1f, 2.1g, 2.1h, 2.1i, and 2.1j  

Assessment of Learning 

Completion of Handout 2.1k: Personal Investigation – Student/Teacher Conference  

 

 

 

 

 

 

 

 

 

 

 



Handout 2.1a – A Personal Snapshot 

PART A: Investigation 

Inquiry Process 

Create/Ask Questions 

1. What do I like to do? (My interests) 
What do my 
experiences tell me?  

 

 

 

 

 

What do the people in my 
life (e.g., my friends, 
family members, 
teachers, coaches, 
employers) tell me?  

 

What do personal 
inventories of my 
learning styles and 
interests tell me?  

What does the Job 
Futures “Know 
Yourself” quiz tell 
me? 

2. What can I do? (My skills, strengths, and experiences) 
What do my 
experiences tell me?  

 

 

What do the people in my 
life (e.g., my friends, 
family members, 
teachers, coaches, 
employers) tell me?  

 

 

 

 

 

What do personal 
inventories of my 
learning styles and 
interests tell me?  

What does the Job 
Futures “Know 
Yourself” quiz tell 
me? 

 

 

 

 

 

3. What motivates me? What do I get excited about?  
What do my 
experiences tell me?  

 

 

 

 

What do the people in my 
life (e.g., my friends, 
family members, 
teachers, coaches, 
employers) tell me?  

 

What do personal 
inventories of my 
learning styles and 
interests tell me?  

What does the Job 
Futures “Know 
Yourself” quiz tell 
me? 
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4. What is important to me?  (My values) 
What do my 
experiences tell me?  

 

 

 

 

 

What do the people in my 
life (e.g., my friends, 
family members, 
teachers, coaches, 
employers) tell me?  

 

What do personal 
inventories of my learning 
styles and interests tell 
me?  

What does the Job 
Futures “Know 
Yourself” quiz tell 
me? 

 

PART A: Investigation 

Interpret Information 

Brief Summary  

My interests are: 

 

 

My skills and strengths are: 

 

 

I am motivated by: 

 

 

The things that are important to me are:  
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Assessing My 
Information 

 

 

 

 

Are there any other ways to find out more about myself? 

 

 

 

Do I have enough information about my interests, skills, values, and motivation? 

 

Presenting 
Information 

How do I want to present my information? 

 a collage (a group of pictures that shows your values, experiences, interests, 
strengths, and skills) 

 a silhouette (a cut-out poster of your head, with written information on it) 

 an oral presentation to the class, with brief notes 

 a chart with lists that explain what you have learned 

 a song or rap  

PART B: Occupations for Further Information 

Three types of work or occupations that I might be interested in, based on the results of my personal 
investigation. 

1)                                                                                          NOC Code: 
 

2)                                                                                          NOC Code: 
 

      3)                                                                                            NOC Code: 



Handout 2.1b: Activity Log 

Questions Tasks Date Completed 

Thinking  

  

  

  

People to talk to   

  

  

  

Inventories and Quizzes  

  

  

What do I like to do?  

  

Thinking  

  

  

What can I do?  
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People to talk to   

  

  

  

Inventories and Quizzes  

  

  

  

Thinking  

  

  

  

People to talk to   

  

  

  

What motivates me?  

 

Inventories and Quizzes  
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Thinking  

  

  

  

People to talk to   

  

  

  

Inventories and Quizzes  

  

  

What is important to me?  

  

Job Futures “”Know Yourself” Quiz <http://jobfutures.ca/en/home.shtml>  
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Handout 2.1c: Work- and School-Related Interest Areas 

I like… School Subjects My Activities                        (In 
and out of school) 

Doing artistic and creative 
things 

(e.g., Music/ Gym) 

 

(e.g., dancing in a multicultural 
school assembly or community 
event) 

Doing scientific and medical 
things  

 

 

 

 

Working with plants and 
animals 

 

 

 

 

Protecting or guarding people 
or property 

 

 

 

 

Working with mechanical 
things 

 

 

 

 

Doing routine things  

 

 

 

Doing general office duties  

 

 

 

Selling things  
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Providing services for other 
people 

 

 

 

 

Helping people in need  

 

 

 

Managing things  

 

 

 

Amusing and entertaining 
people 
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Handout 2.1d: My Activities…My Skills… 

Activity I Do/Enjoy Doing Skills I Use What I Like About This Activity Environment 
(Where I Do This) 
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Handout 2.1e: What I Believe…What I Value… 

Put a check mark in the column that best describes how you feel. Put only one check mark for 
each statement. Then follow the instructions below the chart. 

 Strongly 
Agree 

Agree Undecided Disagree Strongly 
Disagree 

1. Women with 
preschool children 
should not work 
outside the home. 

     

2. The mother should 
always keep the 
children if a 
couple gets 
divorced. 

     

3. Divorced men 
should not have to 
support their 
children. 

     

4. Boys are more 
intelligent than 
girls. 

     

5. If a working 
couple both work 
outside the home, 
the husband 
should pay for the 
housing. 

     

6. At work, women 
may use sick leave 
for maternity 
leave. 

     

7. If a wife is 
working, she 
should still be 
totally responsible 
for housework. 

     

8. I would vote for a 
woman for prime 
minister if she 
were the best 
candidate. 

     

 

9. Women are less  
    responsible than  
    men.   

     

10. Men should not 
cry. 
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11. Only boys should 
be encouraged to 
participate in 
sports. 

     

12. Both men and 
women can be 
good doctors. 

     

13. Wives should 
make less money 
at their jobs than 
their husbands. 

     

14. Boys should have 
more education 
than girls. 

     

15. Women should not 
hold jobs on the 
night shift. 

     

16. Men should not do 
clerical work. 

     

17. Women can be 
good bosses. 

     

18. Women should be 
nurses, teachers, 
office clerks, or 
secretaries. 

     

19. A wife and 
husband should 
take turns       
staying home with 
a  

      sick child. 

     

20. A single man       
cannot take care of a 
baby. 

     

 

As you look back over your answers, take a moment to think about why you feel the way you do. 
Talk to your friends about your thoughts, supporting your answers with specific reasons or 
examples. 

On a separate sheet of paper, write a short description, using the writing process, of what you 
have learned about your beliefs. Now, list two or three jobs that will match your beliefs. Put all 
of your work into your toolkit. 
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Handout 2.1f: My Values – What Is Important to Me  

Place a mark (X) in the column that best describes your feelings. When you have completed the 
list, write down the five values that are of greatest importance to you.  

I would like to… Very Important Important Not Important 

Help other people    

Make beautiful things to 
add beauty to the world 

   

Invent new things, 
design new products, or 
develop new ideas 

   

Think for myself and 
learn how and why 
things work 

   

Have a feeling of 
accomplishment for 
doing a job well. 

   

Obtain status and 
respect 

   

Plan work for others to 
do 

   

Earn a good salary    

Have job security even 
in times of high 
unemployment 

   

Be in pleasant 
surroundings 

   

Be supervised by 
someone who is fair and 
with whom I get along 

   

Be with other people 
whom I like and can get 
to know 

   

Be permitted to lead the 
kind of life I choose, to 
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be the type of person I 
wish to be in order to do 
a variety of things 

 

 

Five most important points, in order of their importance to me: 

1. __________________________________________________________________ 
 
2. __________________________________________________________________ 
 
3. __________________________________________________________________ 
 
4. __________________________________________________________________ 
 
5. __________________________________________________________________ 
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Handout 2.1g: Workplace Values 

Write 1, 2, or 3 for each of the following. Ask your teacher for the meaning or explanation of any 
words you don’t understand. (1= Very important to me, 2 = Somewhat important to me, 3 = Not 
important to me) 

When completed, create a list of your own Workplace Values. Use your “Very important to me” 
answers. 

Job security______       Money_____       Opportunities for promotion______ 

  

Interesting job______      Working for a large company______       Responsibility ______ 

 

Working with people______        Adventure______      Pleasant work environment ______  

 

Prestige ______        Working with a small business______        Being outside ______ 

 

Working with modern technology______        Being my own boss______ 

 

Opportunity for travel ______    Fun______                Time for my family______   

 

Leadership______       Time for my hobbies  ______       Creativity ______ 

 

Long vacation periods  ______      Helping others ______ 

 

Working in my own culture ______    Working alone ______       Learning on the job ______ 

 

Happiness______             Physical challenge______                 Routine ______ 

 

Liking my co-workers  ______       Variety______       Personal and physical safety  _______ 
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Challenge ______       Doing something important to society ______    

              

Having my own work space _____     Working in the English language _____  

 

Working in languages other than English______      Working with some supervision ______  

 

Seeing the results of my efforts______       Working with a lot of supervision ______  

 

Working as a member of a union______            Other (Your choice) _________ 
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Handout 2.1h: What Do I Want? 

Rank the 20 items in the list below in order of importance to you today. Ask your teacher for the 
meaning or explanation of any word you don’t understand. Add the new words to your bilingual 
dictionaries. 

1. Contact: to have daily interaction with the public 
2. Recognition: to be known by people for my work. 
3. Expert: to become an authority on something 
4. Independence: to have freedom from supervision 
5. Pleasure: to be happy 
6. Power: to have control 
7. Leadership: to lead others 
8. Affection: to share friendship 
9. Parenthood: to raise a family 
10. Acceptance: to be accepted by people as I am. 
11. Financial success: to earn a great deal of money 
12. Health: to enjoy good health 
13. Service: to help others 
14. Security: to have a secure and stable job 
15. Status: to be respected by others 
16. Routine: always to have the same work responsibilities 
17. Accomplishment: to do important work 
18. Personal satisfaction: to know that I have done a job well 
19. Variety: to have work responsibilities that do not follow a routine 
20. Creativity: to think up new ideas, programs, or ways of doing things 

 

1. _______________________________  11._______________________________ 
2. _______________________________ 12._______________________________ 
3. _______________________________ 13._______________________________ 
4. _______________________________ 14._______________________________ 
5. _______________________________ 15._______________________________ 
6. _______________________________ 16._______________________________ 
7. _______________________________ 17._______________________________ 
8. _______________________________ 18._______________________________ 
9. _______________________________ 19._______________________________ 
10. _______________________________ 20._______________________________ 
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Handout 2.1i: Personality Styles and How They Can Influence  
Career Choice 

 

Circle or place a check mark next to the definitions that are most like you. 

        

Personality Definition Possible Career 

- is shy 

- likes to spend time alone 

- has few close friends 

- looks inward, doing a lot of thinking 

- laboratory technician 

- computer programmer 

- skilled trade worker 

- researcher 

Relating to people 

 

Introvert 

 

 

Extrovert 

- is outgoing 

- is talkative 

- likes being around people 

- lawyer 

- politician 

- police officer 

- cruise director 

- likes facts and figures 

- deals well with details 

- is logical 

- engineer 

- mathematician 

- chemist 

- architect 

Getting things done 

Practical  

 

 

 

Intuitive 

- is emotional 

- is spontaneous 

- follows intuitions 

- is a dreamer 

 

 

- director 

- actor 

- entrepreneur 

Making decisions 

Thinking 

 

- likes to analyze, criticize 

- is cool-headed when making 
decisions 

- judge 

- accountant 

- doctor 
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- sees the long view 

- looks at consequences/results 

- bank manager 

- banker 

 

 

 

Feeling 
- acts on emotion 

- understands people 

- has strong personal beliefs 

- social worker 

- psychologist 

- counsellor 

- is organized 

- plans in advance 

- likes order 

- secretary 

- accountant 

- stockbroker 

- bookkeeper 

Working in an 
environment 
 

Structured 

 

 

Unstructured 

- is flexible 

- likes change 

- enjoys surprises 

- stays calm under pressure 

- actor 

- broadcaster 

- musician 

- news reporter 
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Handout 2.1j: What’s Your Personality? 

 

Do this exercise on your own. Referring to Handout 2.1i, write circled or checked words in the 
correct boxes below.  Keep this work in your toolkit and be prepared to discuss it with your 
teacher. 

 

Personality Definition 

 

Career 

 

 

 

 

  

Introvert 

 

 

 

Extrovert 

 

 

 

 

 

 

 

 

 

  

Practical 

 

 

 

Intuitive 
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Thinking 

 

 

 

Feeling 

 

 

 

 

 

   

 

Structured 

 

 

Unstructured 
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Handout 2.1k: Personal Investigation – Student/Teacher Conference 
 

Part A: Investigation 

Inquiry Process Summing up my results 

Create/ask questions What do I like to do? (My interests) 

 

What motivates me? 

 

What can I do? (My skills and strengths) 

 

What is important to me? (My values) 

 

Gather information What activities did I find most useful? 

 

Choose at least four interest and values surveys(Use the surveys in this unit) 

a)  
b)  
c)  
d)  

Organize information Interests Strengths and 
Skills 

 

 

 

 

 

 

Values Occupations of 
Interest 

Interpret information A brief summary (including comments on my personal use of time) 
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Assess information Is there any other way to find out more about myself? 

 

Do I have a balanced list of my interests, skills, and values? 

Present information How will I prepare my notes for a discussion with my teacher? 

 

 

Part B: Occupations for Further Research 

 

Three types of work or occupations that I might be interested in, based on the results of my personal 
investigation and what I would like to find out more about. 

 

 

(Ideas adapted from the GLD2O Course Profile) 
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2.2 Self-Management 

Time: 5 hours 

Description 

Students will be looking at various strategies of self-management. They will explore ways of 
working through many of life’s challenges at work, with co-workers, bosses, and clients, as well 
as at school.  

Enduring Understandings 
 Students will begin to identify and use the strategies required to manage their behaviour. 
 Students will begin to describe strategies used by people in school or in the workplace to 

manage themselves effectively when dealing with life challenges. 
 Students will begin to identify the strategies that they use to manage their behaviour in 

response to a variety of situations, and describe how their management of these situations 
influences their relationships with others, their achievement in school, and their 
accomplishments in the community and workplace.  

 Students will begin to demonstrate effective use of strategies to manage their behaviour in 
challenging situations in school and in the community.  

 

Strand and Learning Expectations for GLD2O 

Personal Management 

Overall Expectation 

PMV.02   Identify and use effectively the strategies required to manage their behaviour in school 
and in the community. 

Specific Expectations 

PM2.01   Describe strategies used by people in school or in the workplace to manage themselves 
effectively when dealing with challenges (e.g., changes, stress, work overload). 

PM2.02   Identify the strategies (e.g., change management, stress management, anger 
management) that they use to manage their behaviour in response to a variety of situations, and 
describe how their management of these situations influences their relationships with others, 
their achievement in school, and their accomplishments in the community and workplace.  

PM2.03   Demonstrate effective use of strategies to manage their behaviour in challenging 
situations (e.g., work overload) in school and in the community (e.g., prioritizing to balance 
school and part-time job or home responsibilities).  

PM2.04   Obtain the resources and support required to meet their needs in school. 
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Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 

Reading 

RV.01   Read and demonstrate understanding of a variety of texts for different purposes. 

Writing 

WV.03   Use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation.  

Socio-Cultural Competence and Media Literacy 

SCMV.01  Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

 

Teacher’s Planning Notes  

 Photocopy Handouts 2.2a, 2.2b, 2.2c, 2.2d, and 2.2e. 
 Pre-teach vocabulary, verbal and non-verbal communication skills, and post on word 

wall.  
 Encourage class discussion to explain the various forms of self-management and 

communication skills. 
 

Lesson Breakdown 

 Ask students to complete Handout 2.2a: Are You a Positive Person? individually, 
referring to public or private people such as musicians, actors, local community 
members, and family members.  

 Distribute and have students complete Handout 2.2b: Time to Reflect. With this activity, 
students not only identify behaviours that are not positive, but also will try to change 
these behaviours into more positive ones. 

 Distribute and, with the students, read and discuss Handout 2.2c.: What’s Wrong with 
This Picture? Then have the students work in small groups to plan and make a group 
presentation of their “resolved” scenarios to the rest of the class. 

 Distribute Handout 2.2d: You Get What You Give, and have students work in small 
groups or pairs to follow the instructions on the handout.  

 Use Handout 2.2e: Decision Making and Problem Solving – Student/Teacher Conference 
for summative evaluation. 
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Assessment 

 
Assessment for Learning 
 
Continuation of the word wall, acquisition of new vocabulary, and completion of Handout 2.2a 
Are You a Positive Person?, with students tallying their own scores 

 
Assessment as Learning 
 
Completion of Handout 2.2b: Time to Reflect and Handout2.2c: What’s Wrong with this 
Picture?  

Assessment of Learning 

Completion of Handout 2.2d: You Get What You Give and Handout 2.2e: Decision Making and 
Problem Solving – Student/Teacher Conference Checkbric 
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Handout 2.2a: Are You a Positive Person? 
 

Take the following quiz to find out if you are a positive person.  

Answer each question with “Mostly Yes” or “Sometimes” or “Mostly No.” 

1. Are you friendly? ________________ 
 
2. Do you try to stop yourself from complaining a lot? ________________ 

 

3. Do you try to stop yourself from getting angry? ________________ 
 

4. Do you feel healthy most of the time? ________________ 
 

5. Do you keep your promises to other people? ________________ 
 

6. Do you tell people when you’ve made a mistake? ________________ 
 

7. Do you try to have a positive attitude in negative situations? ________________ 
 

8. Are you responsible at home and at school? ________________ 
 

9. Do you speak positively about parents, teachers, and supervisors? ________________ 
 

10. Do you ask questions when you don’t understand something? ________________ 

11. Are you organized at home and at school? ________________ 

12. Is it easy for you to see how other people are positive? ________________ 

For every “Mostly Yes” answer give yourself 3 points. 

For every “Sometimes” answer give yourself 2 points. 

For every “Mostly No” answer give yourself 1 point.  

TOTAL POINTS:  

*Turn over the page to see how you scored. 
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How Did You Score? 

12-19 points: Mostly Negative 

It’s time for you to think about why you look at most things in a negative way. Maybe you 
are being too hard on yourself. Being negative can affect your success in life. Talk to a 
friend, family member, or teacher about how to build a more positive attitude.  

20-28 points: Middle of the Road 

You are realistic and honest about what’s going on in your life. When you have a problem, 
you talk about it, deal with it, and move on. You don’t spend a lot of time feeling negative, 
but you could be more excited and enthusiastic about new challenges. Don’t be afraid to take 
positive risks!  

29-36 points: Positively Charged! 

You have a very positive attitude and a friendly energy that other people enjoy. You face the 
world with a smile. You are confident about yourself, your skills, and your interests. Be 
careful though, as you might sometimes pretend to be happy when you have a problem, and 
this might stop you from solving your problems. Be honest with others when you are anxious 
or worried and they will give you the help you need.  

 

 

 

 

 

 

 

 

 

 

 

 



  95

Handout 2.2b: Time to Reflect 

Answer one of the questions below using complete sentences. 

 If the results of the quiz show you are a negative person, what are three steps you can 
take to become more positive?  

 If the results of the quiz show you have a positive attitude, what are three things you 
could do to help a negative person become more positive? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Hand this in to your teacher when you have finished. 
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Handout 2.2c: What’s Wrong with This Picture? 

 

Collaboration and Teamwork: Working with Others 

We may not always agree with the people we work and go to school with, but it’s important to be 
respectful of each other and treat each other in a socially acceptable way. These behaviours are 
also commonly called good manners. 

In the chart below are some inappropriate or bad manners that may happen in the classroom or 
the workplace. Discuss and re-write how these behaviours could be improved. 

 

While reading aloud during class, Suleiman 
mispronounces several words. The boy beside 
him laughs. 

 

A girl in class coughs and sneezes without 
covering her mouth. 

 

 

While the supervisor is explaining the 
instructions, two students are sharing ear buds 
and listening to music. 

 

Nadia is chewing and popping gum. 

 

 

 

Cameron loudly clears his throat and spits. 

 

 

 

Eliza is at her Co-op placement at a busy retail 
store. Her cell phone rings, she answers, and 
starts a conversation with her friend. 

 

Some boys stand in the hall waiting for girls to 
walk by and comment on the way they look. 
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As the teacher explains an assignment, two 
students point at her, say something in their 
own language, and laugh. 

 

Two teachers are talking to each other in the 
hall. A student walks right between them. 

 

 

During class, Anju starts brushing her hair and 
fixing her make up. 

 

 

Can you think of one more example? 
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Handout 2.2d: You Get What You Give 

 

Managing Conflict 

You can’t always choose the people you go to school with or who are at your workplace. If you 
have a conflict with someone, remember that it is how you speak to the other person that makes 
all the difference. 

Below are scenarios for practice.  

Task:  1. Identify the conflict 
            2. List ways to begin problem-solving.  
 

Here are a few tips to remember when you are in a conflict:   

 Stay calm; don’t raise your voice. 
 Think about what you are going to say before you speak. 
 Express yourself simply and clearly (use “I” statements such as “I feel” or “I think”).   
 You are both entitled to your own opinions.  
 Try to reach a resolution to the conflict. 

 

Conflict Resolution 

There are four people in your group. Each person is 
responsible for reading a newspaper article and 
bringing it to class for discussion the next day. One 
person in your group seldom does his or her part and 
always has an excuse for why the work wasn’t done. 

 

 

 

 

 

 

During a class discussion on “fashion in the 
workplace,” someone says that the oversized clothes 
some boys wear are for losers and they shouldn’t be 
allowed to wear such clothes. 

 

 

 

 

 

 

 

 



  99

You have worked hard on your assignments. 
However, every time you give your work to your 
group leader, she re-writes it before she hands it in.  

 

 

 

You have been working very closely with a co-
worker on a big project. On the day of the 
presentation, he tells you he will do it by himself. 
Afterward you find out he let the boss think all the 
ideas were his and that he worked alone on this 
project.  
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Handout 2.2e: Decision Making and Problem Solving  
– Student/Teacher Conference Checkbric 

Part A: Decision Making 

Criteria  

 

Achievement Category: Thinking 

Scoring Scale 

1. with limited success 
2. with some success 
3. with considerable success 
4. with a high degree of success 

The student: 
1. plans for decision making 
__ identifies the decision that needs to be made 
__ creates a broad range of options 

__ identifies possible options 
__ sees potential consequences of these options 

1 2 3 4 

 

2. processes information for decision making 
__ clarifies the consequences of each option for self 
__ makes clear the consequences of each option for others 

1 2 3 4 

3. reaches a conclusion 
__ clarifies the options that will give the best result(s) 
__ evaluates the effect of the decision 

1 2 3 4 

Part B. Problem Solving 
 

Criteria  

 

Achievement Category: Thinking 

Scoring Scale 
1. with limited effectiveness 
2. with some effectiveness 
3. with considerable effectiveness 
4. with a high degree of 

effectiveness 

The student: 
1. plans for problem solving 
__ can see many aspects of the problem(s) 
__ clarifies the problem 
__ generates possible solutions 
__ predicts the ideal solution 

1 2 3 4 

2. reaches a conclusion 
__ determines which solution comes closest to the ideal     

solution 
__ selects the best option 
 

1 2 3 4 

 
(Borrowed from GLD2O Course Profile) 
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2.3: Working with Others 

Time: 6 hours 

 

Description 

Students will continue to explore strategies to manage conflict through problem-solving models, 
work effectively as a team member, and collaborate to accomplish a specific need within the 
school. 

 

Enduring Understandings 
 Students begin to learn how diverse groups are effective and productive. 
 Students begin to identify strategies that contribute to effective teamwork. 
 Students begin to learn strategies for managing conflicts when working with others. 
 Students will identify a need within their school and work as a team to develop a plan to 

address the need. 
 

Strand and Learning Expectations for GLD2O 

Personal Management 

Overall Expectations 

PMV.03   Identify and use effectively the interpersonal and teamwork skills and strategies 
required when working with others in school or in the community.   

PMV.04   Demonstrate the ability to use the task-planning and organizing skills and strategies 
that are required for success in school and the workplace. 

Specific Expectations 

 

PM3.01   Explain how diversity (e.g., in perspective, ability, culture, gender) can contribute to 
effective and productive group work.  

PM3.02   Identify strategies that contribute to effective teamwork (e.g., presuming positive 
intentions, managing conflict, paying attention to self and others, seeking diverse strengths and 
perspectives), and use them to work collaboratively to accomplish team goals in the school or 
community.  

PM3.03   Describe strategies for managing conflict (e.g., negotiation, mediation), and use these 
strategies effectively when working with others in the school or community.  
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PM3.04   Identify a specific need in the school or the community, and respond to this need, 
working as part of a team (e.g., coordinate a food drive).  

PM4.01   Describe their use of time, and assess the effectiveness of their time-management 
skills. 

 

Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 

Reading 

RV.01   Read and demonstrate understanding of a variety of texts for different purposes. 

Writing 

WV.03- use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation;  

 

Socio-Cultural Competence and Media Literacy 

SCMV.01  Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

 

Teacher’s Planning Notes 

 Photocopy Handouts 2.3a, 2.3b, 2.3c, 2.3d, 2.3e, 2.3f, and 2.3g. 
 Create challenging school and workplace problem scenarios. 
 Provided chart paper. 
 Introduce new vocabulary. 
 Design a school project that allows students to work with each other in groups. Students 

determine how to use available resources and assume responsibility for completing 
assigned tasks to meet a predetermined deadline (possible projects: a “Breakfast Club”;  
a recycling club; a gardening/outdoor club; a project of students’ own devising, approved 
by the teacher). 

 For each project, students brainstorm what they need to do, when they need to do it by, 
and who is going to do what. 
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Lesson Breakdown 

 Have students, in groups, complete Handout 2.3a: Picture This….How Do You Handle 
Pressure? 

 Have each student complete Handout 2.3b: How You Say Things Makes a Difference.  
Explain a model for problem solving using a typical problem  

 Distribute and have each student complete Handout 2.3c Managing Conflict. 

 Distribute and discuss with students Handout 2.3d: Group Project Proposal Template. 
Explain to the class that they will be involved in a group project in which they have to 
work together to complete a task and present their findings. Review with the class 
through discussion the classroom rules and procedures, such as one person speaks at a 
time, everyone’s ideas are valued, and explain that these rules and procedures will 
become increasingly important as the students work together on the project. Each group 
will present their proposal to the class. The class will vote on which proposal could 
become a pilot project for the school. Students will need a blank template to begin. In 
addition to completing the proposal template, have the students create a specific timeline 
on the template. Students should assess the amount of time required from planning the 
project to starting it in the school. 

 As a class, use Handout 2.3e: Problem-Solving Model to move step-by-step through a 
problem. Indicate that this same model can work when dealing with conflict with another 
person: (1) each person listens to the other person explain the conflict or problem; (2)  
each describes it from the other person’s point of view; and (3) students work together to 
suggest ways to resolve the problem. 

 Use Place Mat Strategy. Each group selects a situation from those around the room. 

 Distribute one piece of chart paper to each group and ask students to divide the paper into 
four, leaving a large circle in the middle of the chart. 

 Individual students consider the problem-solving model and the suggestions of the person 
they interviewed to determine a way to handle the situation. They also consider the impact 
of their strategy (e.g., the affect on their relationships with others). 

 Students write in point form their approach in their area of the chart paper (placemat). 

 In their groups, students take turns sharing their strategy. 

 Introduce the word consensus. There is sufficient consensus if 80% of the group agrees on 
something (e.g., a certain course of action), and 20% can live with it or agree not to 
sabotage it. 

 The group decides on the course of action that they think best addresses the situation, 
making sure that it incorporates the steps in the problem-solving model and that the group 
has reached consensus. 

 Each group shares the problem and the strategy they devised to solve it. 

 Over the next few days, students make an effort to deal with challenging situations, using 
the steps for problem solving and resolving conflict. Students place these point-form 
comments into their toolkits for future reference. 

 At the beginning of each period, students either describe in point form on a chart or 
discuss with a peer one or two situations that they encountered, their approach to solving 
them, and the impact of the solution on those involved. 
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 For assessment, use Handout 2.3f: Decision Making and Problem Solving – 
Student/Teacher Conference Checkbric. 

 Use Handout 2.3g: Oral Presentation Rubric: Group Project for summative assessment. 

 Have group members provide feedback in a Group Reflection on the way they worked 
together. 

– What strengths did each group member contribute? 
– What did the group do well? 
– Did each member attend to the class rules and procedures? 
– What might they do next time to function more effectively as a group? 
– Student groups write up a Group Reflection and discuss with the teacher their findings 

about how well they worked together as a group, what they would change next time, and 
if they achieved their goals. 

(Adapted from GLD Course Profile) 
 

Assessment 

Assessment for Learning 

Continuation of the word wall, acquisition of new vocabulary, and discussion based on Handout 
2.3a: Picture This….How Do you Handle Pressure and completion of Handout 2.3b: How You 
Say Things Makes a Difference and Handout 2.3c: Managing Conflict 

Assessment as Learning 

Completion of Handout 2.3d: Group Project Proposal Template  

Assessment of Learning 

Summative assessment using Handout 2.3f: Decision Making and Problem Solving – 
Student/Teacher Conference Checkered, and, for presentation to class, Handout 2.3g: Oral 
Presentation Rubric – Group Project 
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Handout 2.3a:  Picture this...How Do You Handle Pressure? 

 

Read each description and, in your group, discuss how you would handle each situation. 
Together as a group, write three possible ways in which you would handle each situation. 

1. It is Tuesday night. You have a lot of homework. Your friends want you to go to the 
movies. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 
2. Several friends at a party ask you to smoke, but you don’t want to do it. 

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
3. Your teacher has made a mistake grading your exam. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 
4. Your girlfriend/boyfriend wants to have a party at your house when your parents are 

away. You do not want to get him/her angry. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 
5. Your friend wants to copy your homework and you believe that copying is wrong. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 
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6. You would like to run for student council. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 
 

7. You want to go to a school dance, but your parents don’t allow you to go. 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

 

8. Someone you do not like asks you to go to a school dance with him/her. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 

9. The teacher wants you to make a presentation in class, but you are afraid to appear in 
front of the class. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 

10. Your friends want you to skip a class with them. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 

11. You want to get a part-time job even though your marks are dropping. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 

12. Your parents want you to go with them to translate at immigration on a day when you 
have an important test. 
________________________________________________________________________
________________________________________________________________________
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________________________________________________________________________
________________________________________________________________________ 
 

13. Someone calls you a bad name. 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

 
 
14. You want to be a music teacher, but your parents want you to study computers. 

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 
 

Discuss your answers in your group. Place this completed handout in your toolkit. 
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Handout 2.3b: How You Say Things Make a Difference 

 

The tone of your voice and the words you choose can diffuse a situation or ignite it. 

Below are sentences that sound bossy or rude. Re-word each to get the same results, but in a 
more polite manner. 

 

 

1. Get me a pencil. 

 

 

 

 

2. Hey, you! Where are my bus tickets?  

 

 

3. Do it my way. 

 

 

 

 

4. Hurry, you’re too slow. 

 

 

 

 

5. Why can’t you understand what I am saying? 

 

 

6. What’s your problem? 

 

 

 

 

7. You’re in my way. Move! 
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8. I can’t hear. Shut up! 

 

 

 

 

9. Give me that phone. 

 

 

 

 

10.  Hey, this is your mess not mine. 

 

 

 

 

11. Get out of my way! 
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Handout 2.3c Managing Conflict 

 

Think of a time you had a conflict. Maybe it was with a friend, a teacher, your parents, or your 
boss. Did you reach a resolution? Did you walk away mad or were you satisfied with the results? 

 

Describe the conflict: 

 

______________________________________________________________________________
______________________________________________________________________________ 

______________________________________________________________________________ 

 

Was it resolved? Explain what happened. 

 

______________________________________________________________________________
______________________________________________________________________________  

______________________________________________________________________________
______________________________________________________________________________ 

 

What would you do differently next time? 

______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________ 

______________________________________________________________________________ 
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Handout 2.3d: Group Project Proposal Template 

Sample Group Project Description 

Breakfast Club: Students have identified a need to have a breakfast program in the 
school 

 

 Does this require permission? If so, 
from whom? 

 

 Who will use this club? 
 

 

 What days and times? 
 

 

 Will there be a cost to get your club 
started? 

 

 

 What kind of food will be served? 
 

 

 Where is there space for this? 
 

 

 Where will funding come from? 
 

 

 What equipment do we need? 
 

 

 Who is the staff sponsor? 
 

 

 Additional questions? 

 

 

 Additional questions? 
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Group Project Proposal Template 

 Does this require permission? If so, 
from whom? 

 

 Who will use this club? 
 

 

 What days and times? 
 

 

 Will there be a cost to get your club 
started? 

 

 

 What kind of food will be served? 
 

 

 Where is there space for this? 
 

 

 Where will funding come from? 
 

 

 What equipment do we need? 
 

 

 Who is the staff sponsor? 
 

 

 Additional questions? 

 

 

 Additional questions? 
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Handout 2.3e: Problem-Solving Model 

 
 

1. Identify the problem. Be specific. 

 

 

2. Brainstorm possible solutions to the problem. 

 

 

3. Select the best possible solution. 

 

 

4. Plan the action to take. 

 

 

5. Evaluate to determine how well the solution worked. 
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Handout 2.3f: Decision Making and Problem Solving – Student/Teacher 
Conference Checkbric 

Part A: Decision Making 

Criteria  

Achievement Category: Thinking 

Scoring Scale 

1. with limited effectiveness 
2. with some effectiveness 
3. with considerable effectiveness 
4. with a high degree of 

effectiveness 

The student: 

1. plans for decision making 
__ identifies the decision that needs to be made 
__ creates a broad range of options 
__ identifies possible options 
__ generates potential consequences of these options 

1 2 3 4 

 

2. processes information for decision making 
__ clarifies the consequences of each option for self 
__ clarifies the consequences of each option for others 

1 2 3 4 

3. reaches a conclusion 
__ selects the option that will lead to the best result(s) 
__ evaluates the impact of the decision 

1 2 3 4 

Part B: Problem Solving 
 

Criteria  

Achievement Category: Thinking 

Scoring Scale 
1. with limited effectiveness 
2. with some effectiveness 
3. with considerable effectiveness 
4. with a high degree of 

effectiveness 

The student:  

1. plans for problem solving 
__ generates many aspects of the problem(s) 
__ clarifies the problem 
__ generates possible solutions 
__ predicts the ideal solution 

1 2 3 4 

2. processes information related to the problem/solution 
__ identifies issues related to possible solutions 
__ predicts consequences of possible solutions 
__ lists preferred solutions 

1 2 3 4 

3. reaches a conclusion 
__ determines which solution comes closest to the ideal 
solution 

__ selects the best option 

1 2 3 4 

(Ideas borrowed from the GLD Course Profile) 
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Handout 2.3g: Oral Presentation Rubric – Group Project 

Group:     ________________________________________ 

Category 4 (80-100%) 3 (70-79%) 2 (60-69%) 1 (50-59%) 

Content Shows a full 
understanding of 
the topic 

Shows a good 
understanding of 
the topic 

Shows a good 
understanding of 
parts of the topic 

Does not  
understand the 
topic very well 

Comprehension Is able to 
accurately answer 
almost all 
questions posed by 
classmates about 
the topic 

Is able to 
accurately answer 
most questions 
posed by 
classmates about 
the topic 

Is able to 
accurately answer a 
few questions 
posed by 
classmates about 
the topic 

Is unable to 
accurately answer 
questions posed by 
classmates about 
the topic 

Preparedness Is completely 
prepared and is 
obviously well 
rehearsed 

Seems quite well 
prepared but could 
have done with a 
couple more 
rehearsals 

Is somewhat 
prepared, but it is 
clear that there was 
little if any 
rehearsal 

Does not seem at 
all prepared to 
present 

Vocabulary Uses vocabulary 
appropriate for the 
audience, and  
extends the 
audience’s 
vocabulary by 
defining words that 
might be new to 
most of them 

Uses vocabulary 
appropriate for the 
audience, and 
includes one or two 
words that might 
be new to most of 
the audience, but 
does not define 
them. 

Uses vocabulary 
appropriate for the 
audience, and does 
not include any 
vocabulary that 
might be new to 
the audience 

Uses several (five 
or more) words or 
phrases that are not 
understood by the 
audience 
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Unit 3: Exploration of Opportunities 

Time:  33 hours 

Unit Description 

Students prepare for the workplace with authentic job-search activities (interviews, resumés, 
application forms) and research of education and work opportunities. They apply and build on 
workplace Essential Skills and reinforce the knowledge and strategies needed for a safe and 
healthy work environment. Students reflect on hands-on experiences (community-based projects, 
information interviews), demonstrating an understanding of the nature of workplace expectations 
and issues. Students learn about entrepreneurship and prepare for a one-week work experience. 

 

Enduring Understandings 

1. Students will demonstrate the ability to research information about education and work 
opportunities, using print, electronic, and human resources. 
2. Students will describe opportunities for learning and work, and identify ways in which they 
can prepare for these opportunities.  
3. Students will demonstrate an understanding of the nature of work and of workplace 
expectations and issues. 
4. Students will identify, explain, and follow health and safety policies and procedures in school 
and in workplace settings.  
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Unit Synopsis Chart 

Activity Time Learning Expectations Achievement 
Chart Categories 

Tasks 

 

3.1: Community-
based Project 

 

 

 

      15 hours 

GLD2O:  EOV.03, 
EO2.02, EO1.01, EO2.01, 
EV4.02, PM3.02, PM3.03, 
PM3.04,PM4.01, PM4.02 

ESLCO: LSV.01, LSV.02, 
LSV.03, WRV.02, RV.04,  
SCMV.01  
 

Knowledge and 
Understanding, 
Thinking, 
Communication, 
Application 

Word Wall, Jigsaw 
Reading, Brainstorming 
for Teamwork Skills, 
Teamwork Placemat 
Activity, Individual and 
Group Project Plans, 
Essential Skills Tracker 

3.2: Work- 
Experience 
Preparation 

 

 

 

 

 

 

18 hours 

GLD2O: EOV.01, 
EOV.04, EO1.01, EO1.02, 
EO1.04, EO2.01, EO2.03,  
EO3.01, EO4.01, EO4.02, 
EO4.03  

ESLCO: LSV.02 LSV.03,  
RV.01, RV.04, WV.01, 
WV.02, SCMV.04 

  

Knowledge and 
Understanding, 
Thinking, 
Communication, 
Application 

 

Internet Research, 
Information Interviews, 
Graphic Organizer for 
Communication 
Choices, Emergency 
Response Case Studies, 
Workplace Rights Role 
Play, Entrepreneurship, 
One-Week work 
experience 
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Resources Consulted 

CareerCruising. Career Cruising. <http://www.careercruising.com>. 
Cronsberry, Jennifer. Word Walls: A Support for Literacy in Secondary Classrooms. Curriculum 

Services Canada.  <http://www.curriculum.org/tcf/teachers/projects/repository/ 
wordwalls.pdf>. 

Ministry of Education, Ontario. English as a Second Language and English Literacy 
Development, Ontario Curriculum, Grades 9-12. Toronto, ON: 2007. 

---. Cooperative Education and Other Forms of Experiential Learning. Ontario Ministry of 
Education. Toronto, ON: 2000. 

---. GLD2O, Discovering the Workplace Grade 10, Course Profile.  2005. 
---. Guidance and Career Education, Ontario Curriculum Grade 9-10. Toronto, ON: 2006. 
Reiss, Jodi. Teaching Content to English Language Learners. New Jersey: Pearson, 2005. 
Toronto District School Board. ESL/ELD Resource Guide for Career Studies, GLC2O. Toronto, 

ON: 2000. 
---. Fresh AER. Toronto, ON: 2006 
---. Ontario Skills Passport Lesson Materials. Toronto, ON: 2005. 
Ontario Skills Passport. Government of Ontario. <http://www.osca.ca/osp/osp.htm>. 
Rubistar4teachers.org. <http://rubistar4teachers.org>. 
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3.1: Community-Based Project 

Time: 15 hours 

Description 

Students work as a team on a community-based project in an area of their school or in the 
community.  

Enduring Understandings 

 Students learn how to work with others to make positive change in their  
     communities. 

 Students develop time-management and organization skills within the context of a group 
project.  

 Students make connections between project tasks they’ve completed, the Essential Skills, 
and future interests and goals.  
 

 

Strand and Learning Expectations for GLD2O 

Exploration of Opportunities 

Overall Expectation 

EOV.03   Demonstrate an understanding of the nature of work and of workplace expectations 
and issues.  

Specific Expectations 

PM3.02   Identify strategies that contribute to effective teamwork, and use them to work 
collaboratively to accomplish team goals in school or in the community. 

PM3.03   Describe strategies for managing conflict, and use these strategies effectively when 
working with others in the school community. 

PM3.04   Identify a specific need in the school or the community, and respond to this need, 
working as part of a team.  

PM4.01   Describe their use of time, and assess the effectiveness of their time-management 
skills. 

PM4.02   Demonstrate effective use of time-management skills to complete tasks in the school 
and in the community.  

EO1.01   Use an inquiry process to locate information about education and work opportunities 
related to their career interests. 
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EO2.01   Demonstrate knowledge of a range of occupations and of the related education and/or 
training requirements. 

EO2.02   Describe the educational opportunities available in school, in the community/ 
workplace, or on the Internet that can contribute to the achievement of their goals for learning 
and work. 

 

Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.01   Demonstrate the ability to understand, interpret, and evaluate spoken English for a 
variety of purposes. 
 
LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 
 
LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English.  
 

Reading 

RV.04   Locate and extract relevant information from written and graphic texts for a variety of 
purposes. 

Writing 

WV.02   Organize ideas coherently in writing.  
 

Socio-Cultural Competence and Media Literacy 

SCMV.01  Use English and non-verbal communication strategies appropriately in a variety of 
social contexts.   
 

Teacher’s Planning Notes 

 Photocopy Handouts 3.1aa, 3.1ab, 3.1ac, 3.1c, 3.1d 3.1e, 3.1f, and 3.1g.  
 Students will need their Essential Skills Tracker/Planner and their toolkit.  
 Set aside some time to develop the community-based project with contacts at the school 

or at one or more community organizations. Projects should take into consideration the 
capabilities, interests, and language levels within the class.  

 If the project requires travel outside the school, follow school and Board policies for out-
of-school experiences.  
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 Conduct a Placement Safety Assessment to consider the project’s environment for health, 
safety, and learning.  

 

Lesson Breakdown  

 In pairs, students receive a card naming one action verb that frequently applies in a teamwork 
situation. Each pair looks in magazines and on the Internet to find one or two pictures that 
demonstrate this action verb. The class builds a word wall using the students’ pictures and 
cards. As part of a whole-class discussion, students provide examples of situations where they 
used a particular teamwork action. (Some group-work action verbs: agree, choose, decide, 
determine, disagree, discuss, explain, help, listen, organize, prioritize, support, talk, try.) 

 Distribute Handout3.1aa, Handout 3.1ab, and Handout 3.1ac: What Is a Community Project? 
In small jigsaw groups, students read one of the three adapted news stories about community-
based projects undertaken by school groups. Each team completes the graphic organizer in 
order to record the Who, What, When, Where, Why for each story. After groups complete 
their charts, students form new groups with others who have worked on different stories, and 
they present their first group’s information to the new group. After information has been 
shared, the class discusses the answer to the focus question, “What is a community project?”, 
referring to the stories for support.  

 The class brainstorms ideas for a community-based project and determines consensus on a 
project choice, using the sticker process outlined in the course profile for Discovering the 
Workplace – GLD 2O (see Unit 3, page 4). 

 Using Handout 3.1b: Tasks for Our Community Project, small groups develop a list of tasks 
for the community-based project. The class finalizes a master task list and adds the Essential 
Skills needed for each task. 

 Students review their own Essential Skills Tracker and the related Essential Skills for the 
upcoming project, and decide which project task they want to work on, listing their top three 
choices. Students are placed into teams based on preferred task and whether first-language 
peer support is needed.  

 As an optional activity, the whole class can use Handout 3.1c: Effective Teamwork for Group 
Projects in a discussion of the challenges they have faced when working with groups. The 
chart on the handout can be used to record problem-solving strategies that worked in the past 
or might work in the future.  

 Using Handout 3.1d: Placemat Activity for Effective Teamwork Skills, the class brainstorms 
effective teamwork skills and then applies them. 

 Using Handout 3.1e: Group Plan for Community Project, groups create an organizing plan 
that lists sub-tasks, deadlines, and who is responsible.  

 Individual students use Handout 31.f: Personal Plan for Community Project to complete 
personal to-do lists after looking at an exemplar. 

 During the Community Project, students participate in a sharing circle at the start of each 
class. They discuss events from the previous day’s work, using discussion and role play to 
generate possible solutions to challenging situations. 

 After the project, students link the project tasks they completed to the relevant Essential Skills 
and then update their Essential Skills Tracker. Both charts should be included in their toolkit. 

 Students answer the reflection-process questions on Handout 3.1g: Community-based Project 
Reflection Process to assess their time-management skills and make connections between 
newly demonstrated Essential Skills and future projects.  
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Assessment  

Assessment for Learning 

Word Wall for teamwork verbs; Handout3.1aa, Handout 3.1ab, and Handout 3.1ac: What Is a 
Community Project? for jigsaw activity; Handout 3.1b Tasks for Our Community Project;  
Handout 3.1c: Effective Teamwork for Group Projects for placemat activity; Handout 3.1e: 
Group Plan for Community 

Assessment as Learning 

Formative written assessment and individual and small-group conferences for group decision 
making during planning, Handout 3.1d: Placemat Activity for Effective Teamwork Skills; 
Handout 3.1.f: Personal Plan for Community Project, and daily role-playing activities; Handout 
3.1g: Community-Based Project Reflection Process  

Assessment of Learning: Checkbrics for Personal Management and Collaboration and 
Teamwork (Appendix 1.1d in GLD2O Course Profile, Unit 1, page 32), and Reflection Process 
Rubric (Appendix 1.1e in GLD2O Course Profile, Unit 1, page 33) 

 

 

 

 

 

 

 



Handout 3.1aa: What Is a Community Project? 

Read the following story about a community project completed by a group of students. Then do the following.  
1. Underline key words and then find the definitions for three words you do not know. You may use a reliable print, electronic, or 

online dictionary. Write the definitions on the back of this page.  
2. Complete the Who, What, Where, When, and Why chart with information from the story.  
3. After reading this story, what do you think a community project is?  

 

From Playground to Outdoor Classroom                  

When the city of Stoneham, Quebec, closed its outdoor centre, it took away an important learning experience for students wanting to 
study the natural world. The idea of making a small outdoor centre in the school's own backyard was first suggested by Ste-Foy 
Elementary School teacher Donna Sinclair, with the support of a few parents. 

Students from the school were asked to give their ideas for the perfect playground. A group of teachers and students created the final 
design, which included hills, a pond, trees, gardens, a soccer field, and a playground space. Students, teachers, and parents worked 
together to build the new outdoor space.  

Each spring, on Tender Loving Care Day, students take down snow fences, fertilize the trees, clean and rake the ground, and plan new 
projects. One Saturday every fall, the school community gathers to get the site ready for winter. Students keep diaries where they write 
down tree height and circumference and details about species that live in their playground.  

(Adapted from “School Vision: A community project - from playground to outdoor classroom,” <www.learnquebec.ca>) 

Who? What? Where? When? Why? 
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Handout 3.1ab: What Is a Community Project? 

Read the following story about a community project completed by a group of students. Then do the following. 
1. Underline key words and then find the definitions for three words you do not know. You may use a reliable print, electronic, or 

online dictionary. Write the definitions on the back of this page.  
2. Complete the Who, What, Where, When, and Why chart with information from the story.  
3. Answer reading this story, what do you think a community project is?  

  
 

Project Porchlight Teams up with the Students in East Orange School                  

Not long ago, Grade 3 students at East Orange Community Charter School in East Orange, New Jersey, started a recycling group. For 
their first project they asked a group called Project Porchlight to pass out free energy-efficient compact fluorescent light (CFL) bulbs to 
parents after school.  

Project Porchlight came to the school on February 2. “The children were very excited,” said Grade 3 teacher Judith Harrison. “They made 
a poster so that everyone would know that free light bulbs were coming. “One student directed parents to the Project Porchlight table at 
the front entrance of the school.” 

A total of 100 bulbs were given to parents, part of Project Porchlight New Jersey’s plan to hand out 300 000 free energy-efficient light 
bulbs to people across the state. Both the parents and students learned that simple actions matter, and that we can all make choices to help 
the environment.  (Adapted from “Project Porchlight – Simple Actions Matter”) 

Who? What? Where? When? Why? 
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Handout 3.1ac: What Is a Community Project? 

Read the following story about a community project completed by a group of students. Then do the following. 
1. Underline the key words and then find definitions for three words you do not know. You may use a reliable print, 

electronic, or online dictionary. Write the definitions on the back of this page. 
2. Complete the Who, What, Where, When, and Why chart with information from the story.  
3. Answer reading this story, what do you think a community project is?  
 

Ping Pong Bounces Back as Students Aim for Success 

While other 16-year-olds are busy playing video games, Ty Jeffery and friends Dillon Graham and Connor Crowley play Ping Pong in 
their basements.  

"I'm not a gamer," said Jeffery. "I love playing Ping Pong much more. It's more social than video games." The three boys have organized 
London, Ontario’s first official Ping Pong, or table tennis, tournament in years, the London Table Tennis Classic, to be held at their 
school. The March 7 event at Mother Teresa Secondary School will benefit the Sunshine Foundation, which helps kids with serious 
illnesses and severe physical disabilities.  

Jeffery said he started playing with his father when he was about nine years old. "My dad kind of influenced me because he had played as 
a kid," he said. Lately, Jeffery has been smashing balls with his friends on their basement tables. Now, the boys are sharing their hobby 
with other students at their high school, with tables set up where students can play at lunchtime. (Adapted from “Ping Pong Bounces Back 
as Students Aim for Success” at <www.lfpress.com>) 

Who? What? Where? When? Why? 

 

 

    

 



Handout 3.1b: Tasks for Our Community Project 

 

With your group, talk about the different tasks the class must do for the Community Project.  

Task Description Essential Skills Required 

1. 

 

 

 

2. 

 

 

 

3. 

 

 

 

4. 

 

 

 

5. 

 

 

 

6. 
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7. 

 

 

 

8. 

 

 

 

9. 

 

 

 

10. 

 

 

 

 

 

 

 

 

 

 



Handout 3.1c: Effective Teamwork for Group Projects 

Think of a time you had a problem when you were working with a group. How did you solve it? 
If you didn’t solve it, what would you do if you were in the situation again?  

 

Challenge If Solved, How Was It solved? If not Solved, What Would You 
Do the Next Time to Solve It? 
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Handout 3.1d:  Placemat Activity for Effective Teamwork Skills 

Part A  

As a class, think of three or four challenges students might face at work.   

1. 

 

 

2. 

 

 

3. 

 

 

4. 

 

Part B  

1. Break into groups of three or four. Choose one challenge to talk about.  
2. Using a large piece of poster paper, each person writes his or her solution to the challenge 

on a corner of the placemat. 
3. As a group, discuss which solution would work best. Try to agree on the best solution for 

your situation. Write your choice in the centre of the paper. Present your choice to the 
class.   

4. How did you use the effective teamwork skills discussed earlier to find the best 
approach?  
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Handout 3.1e: Group Plan for Community Project 

 

Main Task ________________________________________________ 

During your first team meeting, think about the sub-tasks your group must complete, write down 
the deadline for each task, and decide who will do which tasks.  

 

Sub-Task Deadline Person Responsible 
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Handout 3.1f: Personal Plan for Community Project 

 

Main Task ________________________________________________ 

 

My Sub- Task Deadline Steps I Need to Take 
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Handout 3.1g: Community-based Project Reflection Process 

 

Describe each sub-task you worked on and check the Essential Skills you used for that task.  

 

Sub- Tasks I Completed for the  
Community Project 

Essential Skills I Used 

1. 

 

 

 

 Working With Others         Document Use 
 Reading Text                      Oral Communication 
 Thinking                             Computer Use 
 Writing                               Numeracy 
 Continuous Learning 

2. 

 

 

 

 Working With Others         Document Use 
 Reading Text                      Oral Communication 
 Thinking                             Computer Use 
 Writing                               Numeracy 
 Continuous Learning 

3. 

 

 

 

 Working With Others         Document Use 
 Reading Text                      Oral Communication 
 Thinking                             Computer Use 
 Writing                               Numeracy 
 Continuous Learning 

4.  

 

 

 

 Working With Others         Document Use 
 Reading Text                      Oral Communication 
 Thinking                             Computer Use 
 Writing                               Numeracy 
 Continuous Learning 
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1. When working with other students I demonstrated strong time-management skills... 

rarely 

 

sometimes always 

2. When working by myself I demonstrated strong time-management skills... 

rarely 

 

sometimes always 

3. One important thing I learned during the Community Project:  

 

 

4. One skill or area I need to work on:  

 

 

5. One thing I will do the same the next time I work in a group:  

 

 

6. One thing I will do differently the next time I work in a group:  
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3.2: Work-Experience Preparation 

Time: 18 hours 

 

Description  

Students prepare for a work experience or simulated work experience by researching occupations 
of interest, developing a resumé, and reviewing important health and safety concepts and 
strategies.  

Enduring Understandings 
 Students continue to develop the research skills needed to find useful and relevant 

information in support of their career goals.  
 Students create resumés and practise effective use of verbal and non-verbal 

communication to prepare for the beginning of their one-week work experience.  
 Students reinforce their understanding of potential health-and-safety hazards and how to 

prevent them, and they develop and refine responses to emergency situations they might 
encounter at school or at work.  
 

Strand and Learning Expectations for GLD2O 

Exploration of Opportunities 

Overall Expectations 

EOV.01   Demonstrate the ability to research information about education and work 
opportunities, using print, electronic, and human resources. 

EOV.04   Identify, explain, and follow health-and-safety policies and procedures in school and in 
workplace settings.  

Specific Expectations 

EO1.01   Use an inquiry process to locate information about education and work opportunities 
related to their career interests.  

EO1.02   Locate information for a range of occupations, using print, electronic, and human 
resources.  

EO1.04   Report on occupations in selected fields of work, using information gathered from 
interviews and experiential learning.  

 

EO2.01   Demonstrate knowledge of a range of occupations and of the related education and/or 
training required. 
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EO2.03   Describe the characteristics and skills required for self-employment, including 
entrepreneurship. 

EO3.01   Identify the attitudes, behaviours, work habits, and skills, including the workplace 
Essential Skills, required to obtain and keep a job. 

EO4.01   Identify health-and-safety hazards in school and in the workplace. 

EO4.02   Explain and follow health-and-safety policies and procedures at school and in a 
workplace setting. 

EO4.03   Identify procedures for reporting accidents and unsafe practices in school and in the 
workplace. 

 

Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 
  
LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English.  
 

Reading 

RV.01   Read and demonstrate understanding of a variety of texts for different purposes. 
 
RV.04   Locate and extract relevant information from written and graphic texts for a variety of 
purposes.  
 

Writing 

WV.01   Write in a variety of forms for different purposes and audiences.  
 
WV.02   Organize ideas coherently in writing. 

 

 

Socio-Cultural Competence and Media Literacy 

SCMV.04   Demonstrate an understanding of, interpret, and create a variety of media texts. 
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Teacher’s Planning Notes 

 Photocopy Handouts 3.2a – 3.2y. 

 Students will need their toolkits for the Internet research and resumé activities.  

 To facilitate students’ Information Interviews, develop a list of interview contacts, using 
the school’s Co-operative Education department as a resource.  

 Encourage students to record themselves asking interview questions using a program 
such as Audacity. Self-assessment will help them to improve the content and clarity of 
their questions. Audacity is a free, easy-to-use, digital recording program that can record 
and manipulate voices and other sounds.  

 For the resumé puzzle activity, teachers should make copies of an accurate and accessible 
sample resumé and then cut it into several pieces. Package the pieces in envelopes or 
plastic bags.  

 For the one-week work-experience opportunity, discuss possible placements with the Co-
op teacher(s). See GLD20 Course Profile Unit 3, page 12, for preparation steps, including 
the Work-Experience Learning Plan. 

 

Lesson Breakdown 
 Students begin to prepare for their work experience through Internet research and 

information interviews. Students should look in their toolkits to remind themselves of a 
job they are interested in learning about.  

 Use Handout 3.2a: Career Research on the Internet, students explore the Ontario Skills 
Passport website and the Career Cruising website to learn more about a career of interest. 
They save their research in their toolkits. Students who need language support to 
complete this activity may be paired with a first-language partner with stronger English 
skills. In small groups, students present one new and important piece of information 
about their career found on each of the Ontario Skills Passport website, the Career 
Cruising website, and the website they used to answer their own question.  

 Divide the class into three groups. In small groups, the students read one of the three 
sections on the Handout 3.2b. Each group writes down one question they have after 
reading their section. Groups pass their questions on to another group, who then try to 
answer the question. Groups present the questions and the answers to the whole class.  

 After looking at examples of the different types of questions that can be asked in an 
information interview, the groups from the last activity think of their own example of one 
type of question, and use Handout 3.2c: Information Interview Sections to note it down. 
Groups post their example so that other students may add it to their charts.  

 Students work on their own and using Handout 3.2d: Information Interview Practice, 
students develop ten questions to ask in an information interview with someone in their 
field of interest. After a brief conference with their teachers, students revise their 
questions and practise asking their questions using an audio recording program such as 
Audacity. Students should try to find a contact to interview, but a contact can be supplied 
by the teacher. Students record answers from their interviews on Handout 3.2d. Use 
Handout 3.2t: Checkbric for Information Interview Questions to evaluate student 
questions. 
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 Use Handout 3.2e: Talking on the Telephone to guide students who need additional 
practice using the telephone for professional purposes. Access to Audacity or a similar 
program is required.  

 After looking at examples of professional resumés and discussing vocabulary for titles 
and headings, pairs of students receive a set of resumé puzzle pieces to put together to 
demonstrate their understanding of resumé organization. 

 Students use the resumé template on Handout 3.2f: Building Your Resumé to organize 
the information they will use to develop their own resumés. Students should add their 
resumés to their toolkits. Evaluate resumés using the Job Search Tools Rubric found on 
page 23 in Unit 3 of the GLD2O Course Outline.  

 After seeing the teacher model different elements of verbal and non-verbal 
communication, students work in pairs on Handout 3.2g: Verbal Communication for 
Interviews and Handout 3.2h: Non-Verbal Communication for Interviews to develop an 
understanding of effective verbal and non-verbal communication choices for job 
interviews. When sharing their answers with the whole class, some pairs might want to 
provide examples to support their ideas.  

 In small groups, students use Handout 3.2i: Positive Communication Choices for 
Interviews to help them brainstorm two positive verbal communication choices and two 
positive non-verbal communication choices for job interviews. Using Post-it notes, 
groups add their suggestions to a poster, and the class evaluates the answers and 
discusses the challenges of implementing the different choices.  

  Before going to their Work Experience, students should complete Handout 3.2j: Health 
and Safety Review – Physical Hazards, Handout 3.2k: Health and Safety Review – 
Biological Hazards, Handout 3.2l: Health and Safety Review – Lifting and Carrying 
Hazards, Handout 3.2m: Health and Safety Review – Chemical Hazards, and Handout 
3.2n: Health and Safety Review – Personal and Protective Equipment. They then submit 
these handouts for assessment to confirm they fully understand how to identify and 
protect themselves from potential health and safety hazards.  

  In small groups, students discuss and complete Handout 3.2o: What to Do in an 
Emergency, Handout 3.2p: Emergencies – Case Study 1, Handout 3.2q: Emergencies – 
Case Study 2, and Handout 3.2r: Emergencies – Case Study 3. Each group is assigned a 
T.A.L.K. case study to work on. Students should apply the skills for effective group work 
discussed earlier in the unit. After recording their group’s best responses, students move 
from their first group to a group with students who have worked on different case studies, 
and they share responses to each emergency scenario.  

  Independently, students answer the anticipation question, “What Is a Workplace Right?” 
on Handout 3.2s: Rights in the Workplace. Working together, the class develops a 
definition that is clear and accessible for everyone. Groups complete a think-pair-share 
activity with two students reading the workplace-rights scenarios and generate an 
effective response to the situations where rights are being denied. Each pair then joins 
another pair, and one pair presents one or more of their responses to the new pair. 
Students offer feedback to each other.  

  See Handout 3.2t: Checkbric for Information Interview Questions when assessing the 
questions in Handout 3.2c. 

  In groups, students follow the instructions on Handout 3.2u: What Does an Entrepreneur 
Look Like?, Handout 3.2v: Thinking like an Entrepreneur – Developing a Product of 
Service, Handout 3.2w: Developing Your Idea, Handout 3.2x: Research, and Handout 
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3.2y: Planning for Your Product or Service . Students will develop entrepreneurship skills 
and apply them to the development of their own products. 

 

Assessment 

Assessment for Learning 

Telephone conversation role play, resumé puzzle with manipulatives, emergency-situation case 
studies, workplace rights think-pair-share and role play  

Assessment as Learning 

Anecdotal comments and individual and group conferences for career research on the Internet 
with informal presentation, examples of questions for Information Interviews,  review of health- 
and-safety hazards, Checkbric for Working With Others (see GLD2O Course Profile, Unit 1, 
page 24)  

Assessment of Learning  

Handout 3.2t: Checkbric for Information Interview Questions and Job Search Tools Rubric (see 
GLD2O Course Profile, Unit 3, page 23)   
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Handout 3.2a: Career Research on the Internet 

There are many good websites to help you learn about different career options. Choose a 
career to research and work on the following activities to learn how to use two of these 
websites.  

Ontario Skills Passport 

1. Go to the Ontario Skills Passport website at 
<http://skills.edu.gov.on.ca/OSPWeb/jsp/en/login.jsp>. 

2. Click on “Search the Database” at the top of the page 
3. Click on “List of Occupations in the OSP.” 
4. Click on “Sorted by title” and “Next.”  
5. Find your career on the list and click on it. 
6. Read the occupation description and the list of Essential Skills needed for the job.  
7. Print this page. Circle each Essential Skill that you know how to do well, and underline 

the Essential Skills that you need to work on.  
8. Save this printout in your toolkit.  

 

Career Cruising 

1. Go to <www.careercruising.com>. 
2. Log on using your school’s username and password. See your teacher if you do not know 

this information.  
3. Click on “Explore Careers,” then click on “Search by Index.” 
4. Find your career in the Index.  
5. Read about your career.  
6. Fill out the chart with information from the Career Cruising website.  

 
My Career __________________________________________ 

 

From <www.careercruising.com> 

Education  

 

Salary Range  

Hours  

 

 

 



  140

Question: What else would you like to know about your career?   

______________________________________________________________________________ 

 

______________________________________________________________________________ 

 

Find one website that has the answer to your question. __________________________________ 

 

Answer: ______________________________________________________________________ 

 

_____________________________________________________________________________ 

 

_____________________________________________________________________________ 

 

* Save this handout in your toolkit. 
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Handout 3.2b: Career Research Information Interviews 

 

What is an information interview? 

An information interview is an interview with someone who is doing a job that you’re interested 
in doing. Information interviews help people learn what skills and education are needed for 
different jobs.  

 
Why do an information interview?  

 You can get a lot of information about a career in a short amount of time.  

 You meet with people already working at a job you’d like to have. In the future, they 
might call you if there is a job available at their organization.  

 You learn about the skills needed for a particular job. You can decide if you need to 
develop and improve your skills to qualify for the job.  

 They are a good chance for you to practise your interview skills.  
 

 
How do you prepare for an information interview?  

1. Decide on a job you would like to learn more about.  
2. Decide what you would like to learn about this job.  
3. Read all you can about the job before the interview.  
4. Make a list of people you know who do this job or who might know someone who does 

this job. Call the people on the list and ask them if they will meet you for an information 
interview. 

5. Write a list of questions for the person you will interview. 
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Handout 3.2c: Information Interview Questions 

 

When interviewing someone about their career, there are different types of questions you can ask 
them. Use the chart below to organize examples of these questions.  

Type of Question Question Examples 

Duties and Responsibilities 

 

 

 

 

 

 

Education 

 

 

 

 

 

Career Path 

 

 

 

 

 

Benefits 
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Challenges 

 

 

 

 

 

 

Salary Range 

 

 

 

 

 

 

Other 
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Handout 3.2d: Information Interview Practice 

Write ten questions for an information interview with someone working in the career area you 
researched in Activities 3.2a and 3.2b.  

Career:  _______________________________________ 

Contact: _______________________________________ 

 

Question Answer 

1. 

 

 

 

 

2. 

 

 

 

 

 

3.  

 

 

 

 

 

4.  
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5. 

 

 

 

 

 

 

6. 

 

 

 

 

 

 

 

7. 

 

 

 

 

 

 

8. 
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9. 

 

 

 

 

 

 

10. 

 

 

 

 

 

 

 

Notes 
___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 

___________________________________________________________________________ 
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Handout 3.2e: Talking on the Telephone 

      

Using the telephone to contact businesses or volunteer organizations is not the same as talking on 
the phone with a friend. It is important to plan your conversation and the questions you want to 
ask before you make a call.  

When talking to a potential employer on the telephone, it is important to use a friendly tone, a 
medium volume, a medium tempo, and a medium pitch.  

If no one answers the phone and you need to leave your name and telephone number on 
voicemail, speak very slowly and repeat contact information at the end of the message. 

Role Play: Telephone Conversations 

1. With a partner, role-play telephone conversations for the following situations: 
 
A. Making a dentist appointment.  

 

B. Ordering food for delivery to your house.  
 

C. Calling about the job in this newspaper 
advertisement.  

 

 

 

 

Office Coordinator needed for busy 
dental practice in Scarborough. Must 
have three yrs experience and must 
know Microsoft Word and Excel. 
Phone 647-555 -0582 and ask for 
Rubini.  

 

2. By yourself, practise the message you would leave on voicemail in the following situations. 
Use Audacity to record and review your messages. 
 

A. You think you left your bank card at a shop and you phone to ask them if they have it, but 
the shop is closed. 

 

B. You cannot go to work because you do not feel well, but when you call your supervisor 
to tell her you’ll be absent, you get voicemail.   
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Handout 3.2f: Building Your Resumé 

Use this template to organize the information you will use on your resume. 

 

Your Name 

 

Your Address 

 

 

Your Phone Number 

 

Your E-Mail Address 

 

 

Your Objective 

 

 

 

 

Your Education 
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Your Related Skills 

 

 

 

 

 

  

 

Your Employment History 

 

 

 

 

 

 

 

 

 

 

Your Volunteer Experience 
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Your Interests 

 

 

 

 

 

 

 

 

 

References 

Available upon request 
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Handout 3.2g: Verbal Communication for Interviews 

When answering interview questions, it’s important to think about how your voice sounds. How 
a speaker uses the different parts of verbal communication helps the listener to understand the 
speaker’s message.  People use these communication tools differently depending on their first 
language.  

 

1. Each of the words below describes one part of verbal communication. Match each word to its 
correct definition.  

Tone how high or low your voice is 

Pitch how soft or loud your voice is  

Volume -the speed at which you say your words 

Tempo the type and amount of feeling in your voice 

 

2. For each situation below, describe your verbal communication style. 

Situation Verbal Communication Style 

Tone 

Pitch 

Volume 

Your friend borrowed your jacket and 
returned it with a broken zipper.  What will 
your voice sound like when you speak to 
your friend?  

 
Tempo 

Tone 

Pitch 

Volume 

You wrote a test and earned a mark of 80%. 
What will your voice sound like when you 
tell your friends and family about your 
success?  

 

 

Tempo 
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Handout 3.2h: Non-verbal Communication for Interviews 

                      

Non-verbal communication is the message people send without using words. It is important 
because it helps listeners to better understand what a speaker is trying to communicate.  

 

1. In the left column below are the main ways people can communicate without speaking. 
Provide specific examples of each. 

Type Examples 

Facial expressions 

 

 

 

 

Gestures  

 

 

 

 

Posture 

 

 

 

 

Body movements 
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2. For each of the non-verbal actions below, write down its type and whether you think it is a 
positive or negative behaviour.  

Non-Verbal Action Type Positive or Negative? 

Smiling 

 

  

Tapping fingers 

 

  

Frowning 

 

  

Eye contact 

 

  

Rolling eyes 

 

  

Looking away 

 

  

Sitting forward 

 

  

Slouching 

 

  

Nodding 

 

  

Narrowing your eyes 
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3. For each situation listed below, briefly describe a positive and negative non-verbal 
response.  

Situation Positive Non-Verbal Response Negative Non-Verbal Response 
Your friend is telling you a 
long story about his trip to 
Ottawa.  
 

 
 
 
 
 
 
 
 
 
 
 

 

It is your first day at a new 
job. The supervisor is 
showing you around and 
explaining your 
responsibilities.  
 

 
 
 
 
 
 
 
 
 
 
 
 

 

A classmate is telling you 
about how well she did on 
her last math test.  
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Handout 3.2i: Positive Communication Choices for Interviews 

 

Choices for Verbal Communication Choices for Non-verbal Communication 
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Handout 3.2j: Health and Safety Review — Physical Hazards 

 

Each picture shows a physical hazard. Describe the hazard and explain how you would keep 
yourself safe from it.  

Physical Hazard Description Staying Safe! 
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Handout 3.2k: Health and Safety Review — Biological Hazards 

 

Choose a way to protect yourself from the following biological hazards, and explain why your 
choice is the best method of protection.  

Biological Hazard Protection and Why It’s the Best 

 

 

 

 

 

 

 

 

 

Protect Yourself!      

Wear gloves     Use protective clothing   Wash your hands    

Clean cooking areas 
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Handout 3.2l: Health and Safety Review — Lifting and Carrying Hazards 

 

With a partner, read the description of each lifting and carrying task. One of you describes the 
safe way to do the job and the other describes the unsafe way.  

 

Lifting and Carrying 
Task 

Doing it Safely Doing it Unsafely 

Your supervisor asks 
you to carry a large 
box to a room down 
the hall.  

 

 

 

 

 

 

You must move 20 
boxes from a trolley to 
a counter at waist 
height. 

 

 

 

 

 

 

You are asked to put a 
heavy box on a shelf 
that is over your head.  

 

 

 

 

 

 

You are asked to lift a 
box from the ground 
onto a trolley.  
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Handout 3.2m: Health and Safety — Chemical Hazards 

 

Match the WHIMS chemical hazard symbols in the left column to the correct hazard word in the 
right column.  Then, with a partner, take turns explaining how each chemical hazard could hurt 
you. 

1.  

 

 

flammable 

2.   

biohazard 

 3.  

 

 

corrosive 

  4. 

 

 

compressed gas 

5.  

 

 

 

toxic 

 6.  

 

 

explosive 

7.  

 

      

 

no hazard 

8.       

caution 
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Handout 3.2n: Health and Safety — Personal Protective Equipment 

 

For each piece of Personal Protective Equipment (PPE), describe when you would use it, why 
you would use it, and how it would protect you.  

 

PPE When Why How 

gloves 

 

 

   

goggles 

 

 

   

safety boots 

 

 

   

hearing protection 

 

 

   

helmet 

 

 

   

face shield 
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Handout 3.2o: What to Do in an Emergency 

 

Everyone knows someone who has been hurt.  

Sometimes people are hurt at work. Work injuries can include: 

 cuts 
 bruises 
 burns 
 broken bones 
 sore wrists, shoulders, or back 
 bumps to the head or other areas 

(Adapted from Live Safe, Work Smart – Health and Safety Resources for Ontario 
Teachers) 

If you are injured, you need to know what to do. Follow the steps below if you have an 
accident.  Remember, if you’re hurt you need to T.A.L.K 

Tell your supervisor right away. 

Allow (let) someone to give you first aid or take you to the hospital. (First aid is help such as 

Band-Aids for cuts, ice for bumps, and help with breathing problems.) 

Let your teacher and parents know you have been injured. 

Keep watching your injury after you get home. If the pain does not go away or gets worse, go to 

the hospital or doctor’s office. 

 

If you are injured at work, make sure you take the time you need to get better before you go back 
to work. If you go back to work before you are ready, you might make your injury worse.  
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Handout 3.2p: Emergencies — Case Study 1 

 

Your supervisor asks you to cut some paper for a bulletin board. The scissors break and when 
you try to fix them you cut your hand. Using the chart below, explain what you would do. 

Tell 

 

 

 

Allow 

 

 

 

Let 

 

 

 

 

Keep watching 
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Handout 3.2q: Emergencies — Case Study 2 

Your supervisor asks you to help carry a box of books to the storeroom. When you lift the box it 
doesn’t feel heavy, but at the end of the day your back hurts a lot. Using the chart below, explain 
what you would do. 

Tell 

 

 

 

Allow 

 

 

 

Let 

 

 

 

 

Keep watching 
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Handout 3.2r: Emergencies — Case Study 3 

You slip and fall on some ice when you are at the front entrance of your workplace. The back of 
your head hits the ground, but after a few minutes your head doesn’t hurt. Using the chart below, 
explain what you would do. 

Tell 

 

 

 

Allow 

 

 

 

Let 

 

 

 

 

Keep watching 
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Handout 3.2s: Rights in the Workplace 

 

What Is a Workplace Right? 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

As an employee in Ontario you have three special rights:  

Right to Know: Your employer and supervisor have to tell you about anything that is dangerous 
at your workplace. They have to show you hazards and how to stay safe when you’re around 
them.  

Right to Participate: You must be allowed to participate in training programs, you can tell your 
supervisor about safety hazards without getting in trouble or getting fired, and you can ask for 
help to try and do things safely.  

Right to Refuse: If a supervisor asks you to do something that you do not think is safe, you can 
say “no” and not be fired or punished.  

(Adapted from Live Safe, Work Smart – Health and Safety Resources for Ontario Teachers) 

 

What Right Is Being Denied? 

Read the following scenarios and decide which right is being denied. With a partner, use role 
play to help you think of different things you could say to the employer to explain your rights.  

A) Your supervisor would like you to climb on a broken ladder. You tell her it’s not safe and 
that you don’t want to do it. She says if you don’t do, you may lose your job because she 
needs you to change the light bulbs.  
 

B) There is weekly health and safety training at your workplace, but you can never go 
because it’s in the morning and you only work after school because you go to school in 
the morning. 

 

C) Your employer asks you to clean the windows with a new chemical, but doesn’t tell you 
it is hazardous if it gets on your hands.  
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Handout 3.2t : Checkbric for Information Interview Questions 

 

Criteria 

 

 

Scoring Scale 

1. With limited effectiveness. 
2. With some effectiveness. 
3. With considerable 

effectiveness 
4. With a high degree of 

effectiveness. 
The student: 

1. Develops useful, relevant questions 
 

____ models questions after examples 

____ builds on previous career research 

____ connects questions to goals, interests 

 

 

 

 

1          2          3          4 

The student : 

2. Creates clear, accurate questions 
 

____ uses simple, accessible language 

____ reviews questions for grammatical 
accuracy 

____ avoids repetition from question to 
question 

 

 

 

 

 

 

1          2          3          4 

 

 

 



Handout 3.2u: What Does an Entrepreneur Look Like? 

 

Entrepreneurs have an attitude that helps them to overcome challenges and see these challenges as opportunities.  

1. With your group, read the two stories below. Which person is an entrepreneur? Which person is not an entrepreneur? Be prepared to 
explain your answers to the class.  

 

Mary has been a hairdresser at the same salon for seven 
years. She has many regular customers who say she is the 
best hair stylist they’ve ever had. One day her boss calls a 
meeting and says she is retiring and the business is closing 
down. That night Mary goes home and cries, because she 
feels it’s not fair her boss is closing the business when she’s 
finally found a job she likes and is good at. She’s sad because 
now she will have to look for a new job and start over again.  

 

 Kishok has worked as a cleaner at the same company for fifteen 
years. One day his manager tells him that he no longer has a job 
because the company has decided they will hire an outside 
company to do the cleaning, rather than have a full-time 
employee doing this work. Kishok decides to start his own 
cleaning company and he presents his old boss with a price list 
of the services his company will offer. Kishok’s old boss hires 
him to do the cleaning for the office. Soon Kishok’s company is 
cleaning other offices and he hires three people to help him.  

 

 

 

 

 

 

167 



  168 

 

2. What are the personal qualities that help people to have an entrepreneurial attitude?  

Personal Qualities for a Successful  
Entrepreneur 

Why Are These Qualities Important for 
Someone Who Owns a Business? 

Why Are These Qualities Important for Any 
Employee at Any Job? 

 

 

 

  

 

 

 

 

  

 

 

 

 

  

 

 

 

 

  

         

(Adapted from “Thinking like an Entrepreneur,” TDSB Career Centres) 



Handout 3.2v: Thinking like an Entrepreneur  
— Developing a Product or Service 

 

Review: People who think like entrepreneurs usually have several important personal qualities. 
What are these qualities? Write six of these qualities in the boxes below. 

 

 

 

 

  

 

 

 

  

 

Developing a Product or Service 

Goal: To develop a product or service for ESL students in Toronto or for all students in Toronto.  

What is a product?  

 

 

What is a service?  

 

 

Brainstorming 

Use the back of this page to brainstorm ideas for your product or service. Think about these 
questions when you are brainstorming.  

 What challenges do ESL students face at home or at school or in the city?  

 What product or service would help them with these challenges?  
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Handout 3.2w: Developing Your Idea 

 

From your brainstorming work, choose two ideas to develop.  

Idea 1: Description Idea 2: Description 

Who does it help?  

 

 

 

 

What does it do?  

 

 

 

 

 

 

 

Where is it used?  

 

 

 

 

When is it used? 

 

 

 

 

Who does it help?  

 

 

 

 

What does it do?  

 

 

 

 

 

 

 

Where is it used?  

 

 

 

 

When is it used? 
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Why is it needed?  

 

 

 

 

 

 

 

How is it used?  

 

 

 

 

 

Why is it needed?  

 

 

 

 

 

 

 

How is it used?  
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Handout 3.2x: Research 

 

1. Does a similar product or service exist now? Use the Internet to try and find out. If so, how is 
your product or service better? List the websites you looked at.  

 

 

 

 

 

 

 

2. If you have created a product, please draw a picture of it. If you have created a service, please 
draw a picture that shows people using it. Attach the picture to this page.  

 

3.  Using your information from your Who, What, Where, When, Why, How chart and your 
Internet research about other products, write a descriptive paragraph for your product or service. 
Include a topic sentence, supporting sentences, and concluding sentence.  Check your paragraph 
for spelling and grammar errors and write a final draft. You may write the final paragraph on the 
computer.  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Handout 3.2y: Planning for Your Product or Service 

If you were going to build your product or run your service, what would you need to know to get 
started?  Write three important questions that you would need to answer. 

1.  

 

2.  

 

3.  

Who would you need to talk to in order to get your product or service started?  

1.  

2.  

3.  

Which entrepreneurial qualities did you use when working on this project? List them here and 
explain how you used them.  

 

Entrepreneurial Quality How I Used This Quality to Develop My Product or Service 
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Unit 4: Preparation for Transition and Change 
 

Time: 34 hours 

 

Unit Description  

Students will identify changes and transitions, both planned and unplanned, which have taken 
place in their lives. Students will explore strategies that help them manage these changes, as well 
as look at the impact these changes and transitions have made in their lives.  

Next, students will look at their interests, skills, and values learned throughout the course and 
select some possible career goals by referring to how these career goals fit their personal profiles. 
Students will look at the Career/Life-Planning Process, create profiles, and research education 
and work/volunteer opportunities in the school, and in the community. As well, students will 
explore the role of technology, the environment, and globalization to see what possible 
implications and changes these will have on the choices they make. In addition, students will 
look at strategies that will help them overcome unexpected setbacks. Students will then focus on 
three goals and plan for learning more about their selections. 

Finally, using their toolkits and previous experiential learning experiences in the course, students 
will create contracts, a Career/Life-Planning Process summative chart, and engage in a work-site 
visit. In the Culminating Activity, students will simulate a job interview for a “Future Career” 
opportunity based on their career profiles. Throughout the course, students have conducted and 
experienced various interview situations through job twinning, work-site visit, and 
student/teacher interviews, so they will draw on these skills in the Culminating Activity. 

Students will use an updated resumé and covering letter, a portfolio of their work, their toolkit, 
and their career/life planning process chart in their simulated interview for the Culminating 
Activity. The students will also use their contracts and their prepared questions and responses on 
the day of their interviews. 

 
Enduring Understandings   
 
1. Students will look at the changes and the transitions in their lives and find ways to manage 
both of these effectively.  
2. Students will identify personal goals and develop plans to pursue learning in school, in the 
community, and in the workplace.  
3. Students will apply job-search skills, such as conducting online job searches, and job-search 
tools, such as resumés and portfolios or toolkits. These skills and tools will provide unique work 
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opportunities and learning about work based on what students have learned about themselves and 
the world of work throughout the course. 
 

Unit Synopsis Chart 

Activity Time Learning Expectations Achievement Chart 
Categories 

Tasks 

4.1: Looking at 
Changes  
and Transitions – How 
They Make Us Grow 
 

8 hours 

GLD20: PTV.01, 
PT1.01, PT1.02, PT1.03 
 
ESLC0: LSV.03, 
WV.01, WV.02, 
WV.03, WV.04, 
SCM.03 

Knowledge and 
Understanding, 
Thinking, 
Communication, 
Application 

RAFTS: Changes and 
Transitions 

4.2: Goals and Plans –
Taking Steps Forward 
in the School, the 
Community, and the 
Workplace 

 
14 hours 

GLD20: PTV.02, 
PT2.01, PT2.02, 
PT2.03, PT2.04   
 
ESLC0 : LSV.01, 
LSV.02, RV.04, 
WV.01, WV.02, 
WV.04, SCMV.04    

Knowledge and 
Understanding, 
Thinking, 
Communication, 
Application 

Choice Board: Student 
Profiles, Career Goals 
and the Career/Life 
Planning Process, 
Difficult Decision 
Making, External 
Effects on the Future 
World of Work 

4.3: Creating 
Opportunities for 
Learning and Work – 
My Future Career 
 
 

 
12 hours 

GLD20: PTV.03, 
PT3.01, PT3.02, 
PT3.03, PT3.04, PT3.05 
 
ESLC0: LSV.01, 
LSV.02, LSV.03, 
RV.01, RV.03, WV.01, 
WV.02, WV.03, 
WV.04, SCMV.01, 
SCMV.03, SCMV.04 

Knowledge and 
Understanding, 
Thinking, 
Communication, 
Application 

Work-Site Visit and  
Culminating Activity: 
My Future Career,  with 
a Learning Contract and 
Oral Presentation and 
Summative Assessment 
Rubric 
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4.1: Looking at Changes and Transitions  — How They Make Us Grow 
 

Time: 8 hours  

Description 

Students explore changes and transitions and strategies how to manage them. 

Enduring Understandings  

 Students begin to understand how changes and transitions work in their lives. 

 Students explore ways to manage both effectively.  

 Students explore the positive and negative impacts of these changes or transitions.  
 

Strand and Learning Expectations for GLD20  

Preparation for Transition and Change 

Overall Expectation 

PTV.01   Identify changes and transitions that take place in their lives, and describe strategies to 
effectively manage these changes. 

Specific Expectations 

PT1.01   Identify and describe the changes and transitions that can occur during adolescence and 
young adulthood (e.g., move to a new community, the transition from Grade 8 to Grade 9) 

PT1.02  Describe the positive and negative impact of changes in their lives (e.g., going to a new 
school) 

PT1.03   Identify strategies for managing changes (e.g., preparing and planning for changes), 
both planned and unplanned (e.g., illness). 

Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English. 

Writing 

WV.01   Write in a variety of forms for different purposes and audiences. 

WV.02   Organize ideas coherently in writing. 
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WV.03   Use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation. 

WV.04   Use the stages of writing process. 

Socio-Cultural Competence and Media Literacy 

SCM.03   Demonstrate knowledge of and adaptation to the Ontario education system. 

Teacher’s Planning Notes 

 Photocopy Handouts 4.1a, 4.1b, 4.1c, 4.1d, 4.1e, 4.1f, 4.1g, 4.1h, and 4.1i. 

 Students will need their toolkits. For example, they may refer to some of the material they 
have collected about their skills, interests, and work experience that will assist them in 
their planning and completion of the following tasks. 

 When students begin to work on their RAFTS, they will need time to discuss their ideas 
with the teacher, so formative assessment is a strong part of the instruction in order for 
students to make adjustments that are needed. The summative assessment will be based 
on how well the students examine change and transition and how well they communicate 
that learning in both written and spoken English. 

 RAFTS is a differentiated structure in which the students are given a series of choices to 
demonstrate their learning based on different Roles, Audiences, Forms, Topics, and 
Strong Verbs. Students may choose one idea from each column to create a unique task, or 
simply choose the Role first and then add the Audience, Format, Topic, and Strong Verb 
that follow it. The RAFTS assignment encourages students to think creatively and then to 
demonstrate this higher-order thinking in a non-traditional way.  

 

Lesson Breakdown 

 Using Handout 4.1a: Change and Transition, students discuss in a large group various 
changes and transitions they have experienced in their lives. 

 Using Handout 4.1b: How Do Change and Transition Compare?, students break into 
small groups and use the Venn diagram to look at the similarities and differences between 
changes and transitions.  

 Using Handout 4.1c: RAFTS Assignment – New Directions, students tap into their 
strengths and learning preferences while developing their knowledge of managing 
change, both positive and negative, and their writing and speaking skills. 

 Using Handout 4.1d: Graphic Organizer Web for RAFTS Overview, students organize 
their ideas as they plan their writing for the RAFTS. 

 Students use Handout 4.1e: Peer Editing for the RAFTS to focus discussion about their 
ideas, as well as their grammar and spelling. This activity can also be used later for 
formative assessment. 
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 Using Handout 4.1f: Scenarios to Help a Friend Manage Changes and Transitions, 
students discuss ways students might manage the situations described, as well as the 
positive and negative impacts of their decisions.  

 Handout 4.1g: Exit Card allows students to communicate their learning and gives areas 
where they have found or still find difficulty. The Exit Card will assist in planning for 
further instruction and further need for assessment.  

 Assessment using Handout 4.1h: Summative Assessment of the RAFTS Project and 
Presentation and Handout 4.1i: Oral Presentation Checklist. 

 

Assessment 

Assessment for Learning 

Scaffolds such as the short discussion activity and short answer components in 4.1a:What Does 
Change “Look Like” and “Feel Like”?, as well as the graphic organizer in Handout 4.1b: How 
Do Change and Transition Compare? for demonstrating understanding of the terms before 
moving on to the application in the main task of the unit, the RAFT, with Handout 4.1c: RAFTS 
Assignment – New Directions and Handout 4.1d: Graphic Organizer Web.  

Assessment as Learning 

Ongoing observation, individual and small group conferences with the students, Handout 4.1g: 
Exit Card, Handout 4.1e: Peer Editing for the RAFTS, and Handout 4.1f: Scenarios to Help a 
Friend Manage Changes and Transitions. 

Assessment of Learning  

Handout 4.1h: Summative Assessment of the RAFTS Project and Presentation.  
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Handout 4.1a: Change and Transition 
 

Change as a verb means “to make something different from what it was before.” Change means 
to transform or move into something else. For example, “Ana changed her opinion about going 
to college. She thinks she would learn a lot about business there.”  Or, “You have to change 
airplanes when you get into Shanghai.” Or, “The spring has changed into summer, finally!” 

Change as a noun means “a transformation of one thing for another.” For example, “I have made 
a change in my daily routine; now I eat ice cream for breakfast!” 

Transition as a verb means “to make a move from one stage to another, from one level to 
another. For example, “Kumuthini transitioned from middle school to high school in the fall of 
2008.” 
 
Transition as a noun means “a move from one situation to a new or different situation.” For 
example, “Joshua made the transition from child to adolescent; he felt like a different person.” 
 
Now answer these three questions in your journal and then put this hand out in your toolkit. 

 

1. Create two sentences: one to describe a change in your life and one to describe a 
transition in your life. Use the simple past tense or “used to”. 

___________________________________________________________________ 

      ___________________________________________________________________ 

      ___________________________________________________________________ 

     __________________________________________________________________ 

2. Was the change planned or unplanned? Was the transition planned or unplanned? 

____________________________________________________________________   

 

3. What strategies did you use to manage the change and the transition (e.g., talk to an adult, 
visit a friend, write in a journal, go for a walk to think, cook, go on Facebook)?  

___________________________________________________________________ 

      ___________________________________________________________________ 

      ___________________________________________________________________ 

   _______________________________________________________________________ 
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Handout 4.1b: How do change and transition compare?  
Venn Diagrams show similarities and differences between two ideas, concepts, or people.  

A: Different                             Same            B: Different 

         A + B 

 

Some changes are planned and some are unplanned. For example, moving on to Grade 11 is 
planned, and meeting someone new who hires you for part-time work is unplanned. 

Find a partner and complete the Venn diagram together.   

1. List two planned and two unplanned changes you or your partner have experienced. 
Write them on A: Different circle. 

2. List two planned and two unplanned transitions you or your partner have made. Write 
them on B: Different circle. 

3. For a few minutes with your partner, think and discuss how the events you have written 
in the A and B circles could be the same. Identify three similarities between A and B and 
write them in the middle area, called Same: A+B. For suggestions, answer questions such 
as: how do you feel when you are making a change or a transition? How are the two 
experiences similar? What are you thinking when you make a change or a transition? 
How are they similar? What positive or negative impacts did these changes or transitions 
bring to you or your partner? 
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Handout 4.1c: RAFTS Assignment — New Directions 
 

A RAFTS is a fun assignment for you to be your unique self and create a product relating to your 
interests, skills, and of course, talents. 

Role 

 

Who you are 

Audience 

 

Who you are 
speaking/writing 
to 

Form 

 

The way you  
speak/write to your 

audience 

Topic 

 

The idea you are 
going to speak/write 

about 

Strong Verbs 

The action,  
feeling, or 
purpose behind 
your writing/ 
speaking 

Grade 10 student 
new to Canada 

Old friends from 
home country 

E-mail  Becoming an 
entrepreneur 

Imagining 

Grade 8 student in 
a big city 

Parents Dialogue Moving from Grade 8 
to Grade 9 

Convincing 

Old backpack New backpack Instructions Helping owner of 
backpack graduate high 
school 

Predicting 

Grade 12 female 
student 

High school drop- 
out 

Public Service 
Announcement 
(PSA) 

Looking for a job Defending 

 

1. Read each of the above Roles and choose one.  

2. Then write down the Audience, Form, Topic and Strong Verb that follow to the right of 
your chosen role. 

3. Take out your graphic organizer (Handout 4.1d) and begin brainstorming how you will 
write your ideas into a creative new form. Use the 5 Ws (Who, What, Where, When, 
Why) and How. 

4. Look at the definitions below for each of the Forms. Write the new words into your 
personal dictionary. You may write new words in your own language as well.  

5. When you finish your graphic organizer, which is your planning tool, begin to write your 
ideas into complete sentences.  

6. Have a classmate, and then your teacher, read over your RAFTS. Correct any grammar or 
spelling and make ideas clearer where necessary. 
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7. Your final copy should be done on the computer. 

8. Present your RAFTS in small groups to your classmates. 

E-mail is the short-form name for electronic mail. It is a way to compose, send, and receive 
messages over electronic communication systems. E-mail can be both a verb – “Will you e-mail 
me tomorrow?” – and a noun – “I will send you an e-mail tomorrow after I wake up.” E-mail can 
be sent and received across the Internet, and an e-mail can be sent or received over an Intranet, 
within a specific company or organization. 

Dialogue is a live conversation between two people. When you write a dialogue you must put 
quotation marks around the direct speech of both speakers. For example:  

“Hi, Rafael. How is school?”  

“Hey, Abrar. Great today, because I passed my English test!” 

Instructions tell you how to do something, step-by-step. For example:  

“Can you tell me how to buy a car?”  

“Sure, first you read the Lemon-Aid Guide at the library to get an idea of good used cars 
according to the consumer reports, then you look on the Internet for a good quality car, and last 
you see how much money a car dealership, the bank, or your parents can lend you. 

A Public Service Announcement (PSA) tells people about a social issue or event. A PSA is 
usually written and then broadcast on the radio or television. When you write a PSA you need to 
decide the main message that you want to tell the world, and answer the questions who, what, 
where, when, why and how in your message. A PSA is usually about 30 seconds in length when 
you read it out loud and it often opens with a quote that catches your audience’s attention. 
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Handout 4.1d: Graphic Organizer Web for RAFTS Overview 

My Role is a ________________ and my Audience is _____________. I will be writing in a 
_____________ Form on the Topic of _______________________with the Strong Verb and 
purpose of ________________________. 

Your overview sentence goes in the middle of the Web and the 5Ws and How brainstorming 
goes into the shapes around it. 
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Handout 4.1e: Peer Editing for the RAFTS 

 

Use this Peer Editing Sheet to help you when you edit and discuss each other’s work. 

 

Parts of the RAFTS Write specific examples and details from the work 

Role 

Is your role presented in 
a believable way? 

 

Audience 

Are your ideas specific 
to this audience? 

 

Form 

Does the language in the 
form feel natural for the 
role and the audience? 

 

Topic 

Has change or transition 
been addressed 
thoroughly? 

 

Strong Verb 

Is the purpose or the 
feeling behind the 
writing believable? 
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Handout 4.1f: Scenarios to Help a Friend Manage Changes and Transitions 

Look at the following scenarios and discuss in small groups what the best strategies are to 
manage the change or transition in Rumana’s and McGarrette’s lives. They are the same age as 
you are, so consider them as friends that you would like to help out. 

Kumana really wanted to get a part- time job to save money for a new computer. She needs to 
work hard at school to do well because she wants to graduate and go to college. Her new job 
takes a lot of her free time, but she really needs a new computer for school, and also to keep up 
with her friends’ lives. She wants to quit her job because her marks are dropping. What should 
she do? 

 

McGarrette really enjoyed job twinning this year and has decided to take Co-op next year. He 
also needs to take an extra math course, which is needed for graduation. Co-op is a way for him 
to see if he really wants to be a manager in a store or not. His guidance counsellor has just told 
him that to transition into Co-op he will need to wait another year because the math course he 
needs is offered in the afternoon, and so is Co-op. What should he do? 

Look at the problem-solving graphic organizer below. In your groups, talk about the two 
scenarios and fill in the empty spaces of the organizer: 

Use a copy of this graphic organizer for each scenario. 

CAUSES ‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐  PROBLEM‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐ACTIONS‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐RESULT 
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Handout 4.1g: Exit Card 
 

Complete and hand in your Exit Card to your teacher.  

New or difficult vocabulary… I understood… Questions I still have… 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 



Handout 4.1h: Summative Assessment of RAFTS Project and Presentation 
Categories Level 1 

(50-59%) 
Level 2 

(60-69%) 
Level 3 

(70-79%) 
Level 4 

(80-100%) 
Knowledge/  
Understanding 

 

Demonstrates limited 
knowledge of concepts, and 
of change and transition 

Demonstrates some 
knowledge of concepts, 
and of change and 
transition 

Demonstrates 
considerable knowledge of 
concepts, and of change and 
transition 

Demonstrates 
thorough knowledge of concepts, 
and of change and transition 

Thinking  Shows evidence to a limited 
degree of critical thinking by 
analyzing, explaining, and 
supporting with evidence 

Shows evidence to some 
degree of critical thinking 
by analyzing, explaining, 
and supporting with 
evidence 

Shows evidence to a 
considerable degree of 
critical thinking by 
analyzing, explaining, and 
supporting with evidence 

Shows evidence to a high degree of 
critical thinking by analyzing, 
explaining, and supporting with 
evidence 

Communication  

 

Communicates information 
and ideas with a limited 
sense of audience and 
purpose 

Uses appropriate language 
for audience and a consistent 
tone to a limited degree 

Communicates information 
and ideas some sense of 
audience and purpose 

Uses appropriate language 
for audience and a 
consistent tone to some 
degree 

Communicates information 
and ideas with a considerable 
sense of audience and 
purpose 

Uses appropriate language 
for audience and a consistent 
tone to a considerable degree 

Communicates information and 
ideas with a strong sense of audience 
and purpose 

Uses appropriate language for 
audience and a consistent tone to a 
high degree 

Application  

 

 

 

 

 

Applies the writing process 
with a limited degree of 
accuracy 

Applies required language 
conventions with limited 
competence 

Applies strategies to 
effectively manage change 
and transitions with limited 
competence 

Applies the writing process 
with some accuracy  

Applies required language 
conventions with some 
competence 

Applies strategies to 
effectively manage change 
and transitions with some 
competence 

Applies the writing process 
with considerable accuracy  

Applies required language 
conventions with 
considerable competence 

Applies strategies to 
effectively manage change 
and transitions with 
considerable competence 

Applies the writing process with a 
high degree of accuracy  

Applies required language 
conventions with a high degree of 
competence 

Applies strategies to effectively 
manage change and transitions with 
a high degree of competence 

(Rubric format adapted from FreshAER, TDSB assessment, evaluation, and reporting document, 2006) 



Handout 4.1i: Oral Presentation Checklist  
Goals   

 To present ideas orally in an organized and interesting way.  

 To speak clearly and at a good rate of speed for the audience to follow along easily.    
 

Use this checklist as a guide for what you should do in your presentation. 

Format of the Presentation  Check 

1. Introduction. Outline three or four main areas from your main topic that you will 
explain and present to your audience.  

 

2. Question-and-Answer Section.  Decide if you will have time to answer questions 
during your presentation or if you want to answer questions at the end.  Questions are 
a great way to increase your audience’s interest in your topic.  

 

3. Summary. Reword your main topic and restate your three or four main areas of 
discussion. This helps your audience leave the presentation with your main ideas 
clearly understood.  

 

4. Type of presentation. Will it be a PowerPoint show, on chart paper and 
blackboard, or some other creative method, such as a role play or a debate format? 
Your teacher will help you decide. 

 

Delivery of the Presentation  

1. Body Language. Are you presenting in a formal or a relaxed manner? Both could be 
correct but it depends on the type of presentation. Ask your teacher. Avoid distracting 
movements with your hands, arms, or feet.  

 

2.  Voice. Are you speaking loudly enough for everyone to hear you? Are you speaking 
your words clearly? Are you speaking at a good rate of speech, but not too quickly?  

 

3.  Eye contact. Are you looking at the audience in all areas of the room? Is your eye 
contact friendly, welcoming, and engaging to the audience?  

 

Content  

Knowledge and Resources. You are the expert in the room on your topic. Know it 
well and bring resources to share if people want more information. For example, it is 
helpful to distribute a handout that summarizes your main ideas and includes a few 
related useful websites. 
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4.2: Goals and Plans — Taking Steps Forward in School, the Community, and 
the Workplace 
 

Time: 14 hours 

Description 

Students will look at their personal interests, skills, and values identified throughout the course 
and select some possible career goals and career plans through the career/life planning process. 
They will look at the external impact of technology, the environment, and globalization, as well 
as unexpected setbacks, as part of their research and exploration.  

Enduring Understandings 
 Students begin to identify personal goals for their learning at school, in the community, 

and in the workplace, and explain how they relate to their interests, skills, and values. 

 Students begin to develop a career/life planning process to create plans for their learning 
at school, their community life, and their future career pathways. 

 Students will begin to identify strategies to overcome hardships and disappointments. 

 Students will begin to understand the impact that external factors such as technology and 
globalization have on the future workplace. 

 

Strand and Learning Expectations for GLD20 

Preparation for Transition and Change 

Overall Expectation 

PTV.02   Identify goals and develop plans for their learning in schools, the community, and the 
workplace. 

Specific Expectations 

PT2.01   Identify their career goals and explain how these relate to their interests, skills, and 
values. 

PT2.02   Describe the career-planning process (i.e., determine personal interests and attributes; 
investigate education and career opportunities in the school, community, and workplace; decide 
which opportunities to select; plan the transition), and use it to develop goals and plans for 
learning and work. 

PT2.03   Identify strategies (e.g., back-up plan, tutoring) to overcome possible difficulties in 
achieving their goals. 

PT2.04   Describe factors that are changing the workplace (e.g., technology, globalization) and 
the implication that these may have for their learning and work plan. 
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Strand and Learning Expectations for ESLCO 

Listening and Speaking 

LSV.01   Demonstrate the ability to understand, interpret, and evaluate spoken English for a 
variety of purposes. 

LSV.02   Use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes. 

Reading 

RV.04   Locate and extract relevant information from written and graphic texts for a variety of 
purposes.  

Writing 

WV.01   Write in a variety of forms for different purposes and audiences. 

WV.02   Organize ideas coherently in writing. 

WV.04   Use the stages of the writing practice. 

Socio-Cultural Competence and Media literacy 

SCML.04   Demonstrate an understanding of, interpret, and create a variety of media texts. 

Teacher’s Planning Notes 

 Photocopy Handouts for the lessons: 4.2a, 4.2aa, 4.2b, 4.2c, 4.2d, 4.2e, 4.2f, 4.2g, and 
4.2h. 

 Book the computer lab/library for several periods of research as students complete their 
career profiles and career/life planning process chart. 

 When students begin to work on their Choice Boards, they will need time to process their 
ideas, so formative assessment will be essential for the students to move to higher levels 
of thinking, such as evaluating, creating, formulating, and researching, which is what this 
differentiated structure encourages them to do. The summative assessment will be based 
on how well the students have understood, applied, and communicated their learning 
about themselves and their planned career goals. 

 Choice Boards are differentiated structures which take the unique learning preferences of 
the students, such as multiple intelligences and individual learning styles into account. In 
addition, in this structure students are also moving up Bloom’s Taxonomy, from lower-
level thinking, such as matching and listing, to higher-level thinking, such as comparing 
or creating. In addition, Choice Boards address Kathie Nunley’s research on teen brain 
development and classroom instruction which shows that the teen brain needs “choice” in 
order to excel. Choice Boards are also called Tic/Tac/Toe assignments because the 
boards in both cases are set up similarly. To assess Choice Boards, the teacher observes 



  192

the same learning expectations, although the form may be different. The assessment is 
therefore based on the learning expectations rather than on the type of product the student 
chooses from the Choice Board.  

 Select some examples of age- and experience-appropriate cover letters from Grade 10 
Career Studies textbooks or the Internet to share with students.  

 

Lesson Breakdown   

 Distribute Handout 4.2a: The Career/Life Planning Process and Handout 4.2aa: My 
Career/Life Planning Process. Students will go through their toolkits to gather all the 
material they have accumulated about their personal profiles, such as interests, skills, and 
values. Using their toolkits as a guide, the students will visit websites and complete 
Handout 4.2aa. 

 Using Handout 4.2b: My Career Profile: Using T-Notes, students choose three possible 
career goals and then create a career profile for their learning in school (i.e., what courses 
to take); their learning in the community (e.g., volunteering and extracurricular 
activities); and learning in the workplace (e.g., getting a part-time job). 

 Distribute Handout 4.2c. Choice Board Presentations. This provides students with 
different pathways to pursue, using their multiple intelligences and learning styles as the 
basis of their product, research, and presentation. Students use the career/life planning 
process to develop goals and plans for their future learning and work. First, students will 
look at their profile (interests, skills and values), then they will investigate education and 
career opportunities in the school, community, and workplace that reflect their profile, 
and finally they will select one of the pathways and plan their transition toward it. 

 For assessment, use See Handout 4.2d: Rubric for Written and Oral Parts of Choice 
Board and Handout 4.2e: Oral Presentation Checklist. 

 Using Handout 4.2f: Strategies to Deal with Possible Difficulties, students brainstorm 
individually and in pairs and discuss strategies to overcome obstacles to achieving their 
goals. Distribute Handout 4.2g: Technology, The Environment, and Globalization as a 
basis for a discussion of these areas and their implications for the learning, career 
choices, and plans the students have made.  

 Handout 4.2h: Exit Card gives the students the opportunity to reflect, share their learning, 
and give the teachers next steps for the students’ learning. 
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Assessment 

Assessment for Learning 

Observation, conference, interest inventories and interviews for surveying what students have 
learned in the course and at school; Handout 4.2a: The Career/Life Planning Process and 
Handout 4.2aa: My Career/Life Planning Process to help students identify their interests, 
skills, and values; online self assessment and interest inventories and toolkit activities 

Assessment as Learning 

Ongoing observation by reviewing process of work and conferencing with students, 
including 4.2b: My Career Profile: Using T-Notes, Handout 4.2c. Choice Board 
Presentations, 4.2e, 4.2f: Strategies to Deal with Possible Difficulties, and Handout 4.2h: Exit 
Card, with students assessing their own learning and taking their data to develop career 
profiles for their school courses and post-secondary pathways  

Assessment of Learning 

Summative assessment using Handout 4.2d: Rubric for Written and Oral Parts of Choice 
Board and Handout 4.2e: Oral Presentation Checklist  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Handout 4.2a: The Career/Life Planning Process 
 

1. Together with your teacher, read the chart below, so that you understand each section.  
2. Open your toolkit to find the information you have included from Units 1, 2, and 3 of your GLD2O course, and begin to separate the 

material into one of the four categories of the Career Life/Planning Process listed in the left column of the chart. 
3. Determine where you still need to develop your personal and career profile. Make notes on Handout 4.2aa: My Career/Life Planning 

Process to guide you.  
4. Use the suggestions and websites in the following chart to begin your task of completing your personal Career/Life Planning Process. 

  
Self-assessment inventories ● Multiple intelligences ● Learning styles  ● 
Learning profiles ● Favourite subjects ● Childhood career dreams  
● Favourite pastimes ● Your skills such as thinking skills, Essential Skills, 
and interpersonal and communication skills  

Looking In 

What’s important to you: ● Your values  ● Your personality ● Your 
potential and hidden talents 

● <http://www.careercruising.com>  Ask your 
Guidance Department for the passwords) click 
“Career Match Maker” or “Career Selector” 

● <http://www.jobsetc.gc.ca/eng>  Click “Career 
Navigator” 

Looking Around Knowledge about high school, college, apprenticeships, university and 
school-to-work pathways, and the Five Fields of Work: 1. Arts, 
Communications, and Recreation 2. Business, Finance, Sales and Service 3. 
Health, Natural and Applied Sciences and Information Technologies 4. 
Social Sciences, Government and Human Services 5. Trades, Transport and 
Industrial Technologies (See TDSB Choices magazine 2008-2009 for an 
overview of the Five Fields of Work with examples across the four post-
secondary destinations: school to work, apprenticeship, college and 
university.) 

● <http://www.careercruising.com>  Search Fields of 
Work, occupation title, or school subject 

● <http://www.apprenticeship.com> Click “Start 
Searching” and then “About Trades” 

● < http://www.schoolfinder.com> Provides 
information about universities and colleges in Canada 

Making Choices ● Personal and Career goals  ● Career decisions based on your knowledge 
at the present time ● evidence that change is continuous throughout your 

● <http://www.edu.gov.on.ca> Provides information 
about education in Ontario 
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life.  ●  <http://osap.gov.on.ca> Provides information on 
student loans for study 

● <http://www.studentawards.com>  Provides 
information on student awards across Canada 

Stepping Forward ● List some negative planned and unplanned events in your life; remember 
they are a part of your learning  ● Some positive planned and unplanned 
events in your life, and how they have helped you. ●  Mentors to support 
you, your goals,  and your plans ● Your resumé and covering letter (models 
to look at provided by your teacher) 

●  <http://www.volunteernow.ca>  How to volunteer 
40 hours of community service 

● <http://www.mazemaster.on.ca> click “Jobseeker” 
and then links like “Resumes,” “Job Search 
Strategies,” and “Labour Market Information” 

● 
<http://www.edu.gov.on.ca/eng/career/jsearch.html> 
Click on “Popular Topics”  

 

 

 



Handout 4.2aa: My Career/Life Planning Process 
 

Looking In  

 

 

 

 

Looking Around  

 

 

 

 

 

Making Choices  

 

 

 

 

 

Stepping Forward  
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Handout 4.2b: My Career Profile — Using T-Notes 

Now that you have completed Handout 4.2aa: My Career/Life Planning Process, you are going to 
make a few decisions. But before you fill out the T-Notes chart below, do the following two 
things: 

1. Look at the following four ways (A,B,C,D) that people make decisions. On your own, 
think about which method is best for you. 

A. Toss a coin and say, “Heads or tails.” 
B. Talk to your smartest and closest friends and get their advice. 
C. Talk to an adult who looks out for your best interests, such as your parent, guardian or 

teacher. 
D. Go for a walk, get a good night sleep and then make a choice from your research. 

(Answer: B, C, and D are good ways to make decisions because they include reasonable 
opinions, including your own opinion, and they will give you a good place to start.) 

2. When deciding what career you might like, remember that your “career” really involves 
your whole self. For example, being a doctor is an occupation, which is part of your 
career. Volunteering in the art room after school is part of your career. Painting pictures 
or singing in the choir is all part of your career. Your career is all the things you do that 
build skills and knowledge. A career is not just the work that you do and get paid for 
doing. Find a partner and ask each other these four questions. 

A. Who is your role model? Explain why. _____________________________________ 
B. What do you love doing when you have free time? ___________________________ 
C. What was your favourite subject in elementary school? ________________________ 
D. Who is your favourite super-hero? Explain why. _____________________________ 

 

Use your answers for these four questions and your completed Career/Life-Planning Process to 
help you decide what your three career goals are. The T-Notes Chart below will help you 
organize your ideas to get you one step closer to making some career goals and getting a good 
plan to make them happen. 

Consider your three career goals to be both for now and in the future. For example, you might 
want to volunteer at a shelter for lost animals this summer, become a psychologist, and be a 
mother or father after that too! As long as you stay true to your completed Career/Life-Planning 
Process, you will not be unhappy with the choices you make. You may need to make changes – 
everybody does so – but you will enjoy your journey. 
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T-Notes: Creating Career Goals 
 

Three Career Goals  What Do I Need to Do to Achieve These Goals? 

 

1. Career Goal for school   

     ____________________ 

 

 

 

 

2. Career Goal for community   

     ____________________ 

 

 

 

 

3. Career Goal for workplace  

       ____________________ 

 

 

 

1. _________________________ 

2. _________________________ 

3. _________________________ 

 

 

 

1.____________________________ 

2.____________________________ 

3.____________________________ 

 

 

 

1._________________________ 

2._________________________ 

3._________________________ 

 

 

 
 

 

 
 

 



  199

Handout 4.2c: Choice Boards Presentations 
 

This Choice Board provides activities that help you match your interests and learning 
preferences. Choice Boards are also a fun way to focus on your planned career goals. This 
Choice Board is based on the Eight Multiple Intelligences: verbal/ linguistic (word smart); 
mathematical/ logical (number and pattern smart); naturalist (green smart); interpersonal (people 
smart); intrapersonal (self smart); bodily-kinaesthetic (body movement smart); visual/spatial 
(picture smart); and musical/rhythmic (music smart).  

From the chart below, choose three tasks that are in a row horizontally, diagonally, or vertically.  
Then follow the instructions below the chart.   

Verbal linguistic – words 

 
TASK and FORM: Write a 
series of letters or emails 
between you and your 
mentor. 
 

Mathematical logical – 
numbers/patterns 
 
TASK and FORM: Create a timeline 
or mathematical formula. 
 

 

Naturalist – nature  

TASK and FORM: 
Observe and compare the 
life of a plant or an animal 
to that of a human. Use a 
Venn diagram or another 
chart of your choice. 
 

Interpersonal – people 

TASK and FORM: Create a 
talk show interview or a 
youth news report.  
 

 

 

 

 

Create a Task and a Form that 
represent one of your top Multiple 

Intelligences! 

Bodily-kinaesthetic 
learner 
TASK and FORM: 
Conduct a training 
demonstration of exercises 
for each goal or role-play a 
TV commercial that sells 
your goals to the class.  

Intrapersonal – self 

TASK and FORM: Design 
and create a PowerPoint or 
a series of journal entries 
on-line. 
 

Visual/spatial – pictures 

TASK and FORM: Create a graphic 
novel or a photo essay (e.g., using 
Movie Maker). 
 

 

Musical/ rhythmic – 
music 

TASK and FORM: Create 
a music radio show or a 
rap.  
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After making your three selections, complete the tasks required over the next four or five 
classes. Keep in mind the following: 

1. Use your notes from the Career/Life-Planning Process and your toolkit. 

2. Remember to include education, career interests, and opportunities in the school, 
community, and workplace that reflect your career profile. 

3. Select one of the Fields of Work and one of the four pathways: school to work, 
college, apprenticeship, university, or a combination. 

4. Include your plan on how you will transition toward your career goals. 

After you have completed your three tasks: 

1. Give a presentation to your classmates on your three Career Goals and career plans, 
using one of the three forms you have chosen, or a combination of two or three. Use 
Handout 4.2e: Oral Presentation Checklist as a guide.  

 

 

 

 

 

 

 

 
 

 

 



Handout 4.2d: Rubric for Written and Oral Parts of Choice Board 
 

Categories Level 1 
(50-59%) 

Level 2 
(60-69%) 

Level 3 
(70-79%) 

Level 4 
(80-100%) 

Knowledge/ 
Understanding 

 

Demonstrates limited 
knowledge of interests, skills, 
and values  

Identifies strategies to 
overcome difficulties and a 
changing world to a limited 
degree 

Demonstrates some 
knowledge of interests, 
skills, and values  

Identifies strategies to 
overcome difficulties and a 
changing world to some 
degree 

Demonstrates considerable 
knowledge of interests, skills, 
and values  

Identifies strategies to 
overcome difficulties and a 
changing world to a 
considerable degree 

Demonstrates thorough knowledge 
of interests, skills, and values  

Identifies thoroughly  strategies to 
overcome difficulties and a 
changing world 

 

Thinking 

 

Demonstrates to a limited 
degree evidence of critical 
thinking through analyzing, 
explaining, and providing 
support for career goals and 
plans  

Demonstrates to some 
degree evidence of critical 
thinking through analyzing, 
explaining, and providing 
support for career goals and 
plans 

Demonstrates to a considerable 
degree evidence of critical 
thinking through analyzing, 
explaining, and providing 
support for career goals and 
plans  

Demonstrates to a high degree 
evidence of critical thinking 
through analyzing, explaining, and 
providing support for career goals 
and plans 

 

Communication  

 

Communicates information 
and ideas for a choice board 
form with a limited sense of 
audience and purpose 

Uses appropriate language for 
audience and a consistent 
tone to a limited degree 

Communicates information 
and ideas for a choice board 
form with some sense of 
audience and purpose 

Uses appropriate language 
for audience and a 
consistent tone to some 
degree 

Communicates information and 
ideas for a choice board form 
with a considerable sense of 
audience and purpose 

Uses appropriate language for 
audience and a consistent tone 
to a considerable degree 

Communicates information and 
ideas for a choice board form with 
a strong sense of audience and 
purpose  

Uses appropriate language for 
audience and a consistent tone to a 
high degree 
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Application 

 

Applies the writing process 
with limited accuracy 
 

Applies the career/life 
planning process  with limited 
effectiveness 

 

Applies required language 
conventions with limited 
competence 

 

Applies the writing process 
with some accuracy 
 

Applies the career/life 
planning process  with some 
effectiveness 

 

Applies required language 
conventions with some 
competence 

 

Applies the writing process 
with considerable accuracy 
 

Applies the career/life planning 
process  with considerable 
effectiveness 

Applies required language 
conventions with considerable 
competence 

 

 

Applies the writing process 
with a high degree of accuracy 
 

Applies the career/life planning 
process  very effectively 

 

 

Applies required language 
conventions with great competence 

 



Handout 4.2e: Oral Presentation Checklist  
Goals   

 To present ideas orally in an organized and interesting way.  

 To speak clearly and at a good rate of speed for the audience to follow along easily.    
 

Use this checklist as a guide for what you should do in your presentation. 

Format of the Presentation  Check 

1. Introduction. Outline three or four main areas from your main topic that you will 
explain and present to your audience.  

 

2. Question-and-Answer Section.  Decide if you will have time to answer questions 
during your presentation or if you want to answer questions at the end.  Questions are 
a great way to increase your audience’s interest in your topic.  

 

3. Summary. Reword your main topic and restate your three or four main areas of 
discussion. This helps your audience leave the presentation with your main ideas 
clearly understood.  

 

4. Type of presentation. Will it be a PowerPoint show, on chart paper and 
blackboard, or some other creative method, such as a role play or a debate format? 
Your teacher will help you decide. 

 

Delivery of the Presentation  

1. Body Language. Are you presenting in a formal or a relaxed manner? Both could be 
correct but it depends on the type of presentation. Ask your teacher. Avoid distracting 
movements with your hands, arms, or feet.  

 

2.  Voice. Are you speaking loudly enough for everyone to hear you? Are you speaking 
your words clearly? Are you speaking at a good rate of speech, but not too quickly?  

 

3.  Eye contact. Are you looking at the audience in all areas of the room? Is your eye 
contact friendly, welcoming, and engaging to the audience?  

 

Content  

Knowledge and Resources. You are the expert in the room on your topic. Know it 
well and bring resources to share if people want more information. For example, it is 
helpful to distribute a handout that summarizes your main ideas and includes a few 
related useful websites. 
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Handout 4.2f: Strategies to Deal with Possible Difficulties 
 

 

What do you do when things do not go your way? Do you quit? Do you cry and then pick 
yourself up? Do you yell? Or do you look for a better tomorrow? Look the following scenarios 
and think about your life experiences when you have had difficulty. What did you learn? Who 
did you learn from? Was it your grandmother? Your neighbour?  Or, maybe an older sibling?  

When people work, they need their job to pay bills in order to give their family food, housing, 
and a secure life.  When you get older, you will also need to work to pay your bills and build 
your life. 

Following the model sentence, complete these five sentences. Write a solution of how you can 
get going when the going gets tough. 

 Model sentence:  If Theo loses his library book, he will search until he finds it. 

1. If I don’t get into the nursing program at Seneca, I will ______________________. 

2. If I graduate from high school and I don’t get a job soon, I will 
__________________________________________. 

3. If my car breaks down on the way to work, I will 
__________________________________. 

4. If I don’t get a summer job to help pay for university this year, then I will 
____________________________________________.  

5. If I don’t get high marks in math, I may not ___________________________, but I will 
_________________________. 
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Each of these situations is difficult for the people in the situations but the they still get on 
with things. What values do you think are important to the people in these five situations? 
List them below. Remember that values are the ideas and beliefs that are most important to 
us. Some examples of our most important values are family, freedom, education, financial 
security, happiness, children, honesty, fairness, integrity, friendship, strong mindedness, 
determination, and hope. 

1. ______________ 

2. ______________ 

3. ______________ 

4. ______________ 

5. ______________ 

Scenario: Ock Joo A Conscientious Student  

What kind of advice would you give another teenager? With a partner read the following 
scenario and give Ock-Joo some advice to help her overcome a difficult situation, following the 
instructions below the scenario. 

Ock Joo has always done well at school – until she took an ENG4U course. She had no idea 
that this course would be so demanding and so difficult. She now has a lot of anxiety about 
essays and English. Ock Joo is not only afraid that she will get a bad mark and not get into 
university, but also she is afraid that she will fail the course.   

List four strategies to help her. Then, identify the values she will need to overcome this 
difficulty. 

1. ____________________________________________________________ 

2. ____________________________________________________________ 

3. ____________________________________________________________ 

4. _____________________________________________________________ 

Values  ___________, ______________, ______________, ____________, _____________ 
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Handout 4.2g: Technology, the Environment, and Globalization 
A sound bite is a short sentence taken out of a larger text. Sound bites are usually taken from a 
television report or radio program (hence the word sound). 

Read these three sound bites talking about, one each on technology, the environment, and 
globalization.  

1. “Wow! Laptops are getting cheaper and cheaper. Soon they’ll cost the same as a 
hamburger!” 

2. “Green jobs. Green cities. Green work is everywhere and it is here to stay.” 

3. “My lunch has tomatoes from Mexico, bananas from Ecuador, juice from Nicaragua, 
and beef from Canada. Talk about the global economy. It’s right here on my plate!”  

Use the T-Notes chart below and be prepared to discuss the main ideas of these three sound bites 
and how they will impact the post-secondary pathway you have chosen and the career choices 
you have made. Then, share your T-Note ideas with your classmates. After your classroom 
discussion, write a paragraph discussing any changes you might consider in your education or 
your career choices because of knowing more about technology, the environment, and 
globalization.  

Main Ideas from the Sound Bites Impact on Future Education and Career 
Choices 

 

1. __________________________ 

 

 

 

2. __________________________ 

 

 

 

3. __________________________ 

 

1. ___________________________ 

2. ___________________________ 

3. ___________________________ 

 

1. _____________________________ 

2. _____________________________ 

3. _____________________________ 

 

1. _____________________________ 

2. _____________________________ 

3. _____________________________ 
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Handout 4.2h: Exit Card 
 

3. Three things I learned:         

________________________________________________________________ 

 

________________________________________________________________ 

 

________________________________________________________________ 

 

2. Two questions I still have: 

________________________________________________________________ 

 

________________________________________________________________ 

 

1. One thing I am interested in learning more about: 

 

____________________________________________________________________ 

Please give this Exit Card to your teacher at the end of class. 

 
 

Cd… 

Ab. 

Bc? 
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4.3: Creating Opportunities for Learning and Work — My Future Career 
 

Time: 12 hours 

Description 

Students will gather all of the relevant research they have from this GLD20 course, including 
their toolkit, their Career/Life Planning Process chart, Essential Skills Tracker/ Planner, Ontario 
Skills Passport, Work Experience Learning Plans, Personal Career and Occupational Profiles, as 
well as experience from their experiential learning opportunities.  The students will then prepare 
for a work-site visit and their culminating activity, which includes a “future” career interview.    

Enduring Understandings 
 Students begin to apply job-search strategies and tools to their own career goals and 

plans. 

 Students will prepare and pursue a volunteer or part-time work experience in a real or 
simulated learning situation. 

 Students will understand the varied types of work possible, including all four educational 
pathways, from one work-site visit experience. 

 Students will begin to assess and evaluate all of their data and job-search tools 
accumulated throughout the course, and will apply them toward a unique “Future Career” 
ten years ahead, in 2020. 

 

Strand and Learning Expectations for GLD20 

Preparation for Transition and Change 

Overall Expectation 

PTV.03   Apply job-search strategies and tools to find or create opportunities for work and for 
learning about work. 

Specific Expectations 

PT3.01   Identify various job-search strategies (e.g., conducting on-line job searches, developing 
a personal network, making “cold calls”) and tools (e.g., resumé, covering letter), and find or 
create opportunities for experiential learning, part-time work, or summer employment using 
these strategies. 

PT3.02   Communicate their interest in a volunteer or work opportunity by telephone or e-mail 
and by completing a real job application form. 
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PT3.03  Use job-interview skills effectively in simulated and/or real workplace interviews. 

PT3.04  Document evidence of the knowledge, skills (including workplace Essential Skills), and 
work habits that they have acquired in school, the community, or workplace, using the Ontario 
Skills Passport and other tracking tools. 

PT3.05   Create effective job-search tools (e.g., resumé, covering letter, portfolio) that reflect 
their knowledge, strengths, experience, skills (including workplace Essential Skills), and work 
habits, using a word-processing program and appropriate vocabulary and conventions, for an 
experiential learning, volunteer, or work opportunity. 

Strand and Learning Expectations for ESLC0 

Listening and Speaking 

LSV.01   Demonstrate the ability to understand, interpret, and evaluate spoken English for a 
variety of purposes. 

LSV.02-use speaking skills and strategies to communicate in English for a variety of classroom 
and social purposes; 

LSV.03   Use correctly the language structures appropriate for this level to communicate orally 
in English. 

Reading 

RV.01   Read and demonstrate understanding of a variety of texts for different purposes. 

RV.03   Use a variety of strategies to build vocabulary. 

Writing 

WV.01   Write in a variety of forms for different purposes and audiences. 

WV.02   Organize ideas coherently in writing. 

WV.03   Use correctly the conventions of written English appropriate for this level, including 
grammar, usage, spelling, and punctuation. 

WV.04   Use the stages of the writing process. 

Socio-Cultural Competence and Media Literacy 

SCMV.01   Use English and non-verbal communication strategies appropriately in a variety of 
social contexts. 

SCMV.03   Demonstrate knowledge of and adaptation to the Ontario education system. 

SCMV.04   Demonstrate an understanding of, interpret, and create a variety of media texts. 
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Teacher’s Planning Notes 

 Photocopy Handouts 4.3a, 4.3b, 4.3c, 4.3d, 4.3e, 4.3f, 4.3g, and 4.3h. 

 Handouts for the culminating activity are 4.3c, 4.3d, 4.3e 4.3f, and 4.3g. 

 Get 10 pieces of chart paper, as well as tape and markers for carousel brainstorming. See 
Handout 4.3b for directions. 

 Book the computer lab for several days, as students will see and review some of the work 
profiles on-line, using Career Cruising, <www.inspired2work>, and YouTube, if 
permitted, or other websites of the teacher’s choice. All the sites mentioned here have 
great live work profiles in the form of interviews and short videos about various 
occupations. 

 Set up the work-site visit, completing the paperwork specific to the Board. There is a 
complete Work-Site Visit package available on-line from the Experiential Learning 
webpage in TDSB if you would like to use all of the activities available. This lesson will 
use different and adapted versions of a few activities from the TDSB Work-Site Visit 
package. The complete TDSB document on-line is called Steps to Success. (Directions to 
access the Work-Site Package for TDSB teachers: tdsb>services>program, teaching, and 
learning>experiential learning> steps to success-work-site visits.) 

 Ask your Co-op teacher and/or placement facilitators, if your board has them, and the 
Experiential Learning Department to help you arrange the Work-Site Visit. Also visit, 
<www.class2careers.com>, where you will be able to learn more about Work-Site visits 
and other school-to-work opportunities. 

 Students will need their toolkits, including their Work Experience Plans, OPS Tracker, 
“My Career/Life Planning Process,” and their career goals and plans. This personal data 
is needed for the students to complete the activities for this unit. 

 If possible, sign out video cameras for taping the “My Future Career” interviews so that 
students can learn from each other and observe their own interviewing skills live. Check 
to ensure that all students have permission and are comfortable with being recorded. 

 Learning Contracts allow students to work at their own pace while addressing not only 
the teacher’s learning goals, but also the learning sub-goals particular to the student. A 
differentiated learning structure, Learning Contracts encourage the students to assess 
their own learning interests, style, and readiness, by collaborating with their teacher to set 
up the types of tasks, the time frame in which these tasks will be done, and the methods 
of assessment. Contracts can also include behaviour goals, such as regular attendance or 
waiting respectfully while the teacher is helping another student. Contracts have “check-
in points,” which are dates and times to help the teacher assess progress and help the 
student stay focused. As well, contracts outline the teacher’s expectations, the student’s 
responsibilities, and the outcomes if the student is not achieving. 

 Work-Site Visits are a component of experiential learning meant to give the students a 
glimpse of the various occupations performed under one roof. This allows the students to 
experience occupations in all four post-secondary pathways, while considering which 
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ones they may wish to pursue. For example, if the work-site visit is to a hospital, the 
students would be able to talk and listen to hospital managers from various areas of the 
hospital, a doctor, a lab technician, a grounds keeper, a teacher, a nurse, a research 
technician, a marketer, just to mention a few occupations. The students will have 
prepared questions that address the whole career of these workers, such as education 
requirements, setbacks, opportunities, future trends, and work habits, and other work-
related questions that they would like to ask. 

 

Lesson Breakdown 
 Working in pairs, students use Handout 4.3a: Work-Site Visit Preparation – Learning 

About Work Opportunities from the Experts  to guide them in collecting and organizing 
their previous work in the course, which includes their Essential Skills Tracker/Planner,  
Work Experience Learning Plan(s) and Personal and Occupational Profiles.    

 Working in groups of three, students use Handout 4.3b: Carousel Brainstorming – 
Questions for a Work-Site Visit to find 10 questions for the Work-Site Visit.  They will 
be responding to the following ten work topics, one each at the top of a sheet of chart 
paper that you have posted: education, future trends, salary, work environment/location, 
work skills, set-backs/disappointments, personality types, additional qualifications/on-
the-job training, technology, job satisfaction. 

 Individually, students answer the questions on Handout 4.3c, Work-Site Visit – Let’s 
Reflect. Post the students’ reflections from the visit.   

 Students complete Handout 4.3d: My Future Career Contract as part of their Culminating 
Activity, which will also require use of Handout 4.3e: Oral Presentation Checklist, 
Handout 4.3e: Preparation for the Simulated Interview, Handout 4.3f: Preparing for an 
Interview, and Handout 4.3g: Summative Assessment Rubric for Written and Oral Parts 
of Culminating Activity.  

 Students will have various in-class periods to work on their presentation of their future 
career Culminating Activity, which will be based on all the data, career goals and plans 
that they have been working on throughout the course.  

 Students complete Handout 4.3h: Exit Card. 
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Assessment 

Assessment for Learning   

Tools such as observation, conferencing, both informally while students are working, and, more 
formally, with learning contracts for diagnostic assessment of student interest, readiness, and 
learning profile (e.g., Handout 4.3a: Work-Site Visit Preparation – Learning About Work 
Opportunities from the Experts and Handout 4.3b: Carousel Brainstorming – Questions for a 
Work-Site Visit) 

Assessment as Learning 

Selection by students from their toolkits and other products of the data needed to move forward 
throughout this unit (e.g., “My Career Life-Planning Process”); ongoing observation and 
interviews to ensure that the students are not overwhelmed by the quantity of information they 
are trying to apply to their individual career goals and plans; and Handout 4.3c: Work-Site Visit 
– Let’s Reflect, Handout 4.3d: My Future Career Contract, and Handout 4.3h: Exit Card  to help 
teachers assesses students and students assess their own learning, as well as inform next steps for 
instruction and student learning needs and interests  

Assessment of Learning 

Summative assessment using Handout 4.3e: Oral Presentation Checklist; Handout 4.3g: 
Summative Assessment Rubric for Written and Oral Parts of Culminating Activity. 
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Handout 4.3a: Work-Site Visit Preparation —Learning About  
Work Opportunities from the Experts 

Now that you have spent quite a bit of time looking at your skills, your interests, and your career 
goals and plans, it’s time to get back out into the world of work to check your research and 
learning with the experts in the field, people currently working in these occupations. This time, 
you will participate in a Work-Site Visit. 

1. Find a partner and then help each other get organized. 

2. Check carefully that you have documented the important evidence of your skills and 
work habits from your toolkit. The information you need comes from the following: 
Essential Skills Tracker/Planner, Ontario Skills Passport, Work Experience Learning 
Plan(s), Personal and Occupational Profiles, and Handout 4.2aa: My Career/Life Planning 
Process, all of which you have developed in your school, community, and experiential 
learning opportunities earlier in the course.  

3. Handout 4.2aa: My Career/Life Planning Process is your summary sheet of all of the 
information you need. You worked to complete it in the last unit. Now make sure you are 
happy with it and satisfied that it is complete.  

4. When you have all the information together, put your career goals and career plans on the 
top of the Handout 4.2aa: My Career/Life Planning Process.  You also worked on these in 
the last unit. 

5. As well, you completed a few sentences in the last unit about your role model and your 
favourite superhero. These questions explore what values and skills are important to you 
in your life, not only at your current age but also when you were younger. Now, compile 
your answers. With your partner, look for repeated patterns of your skills, interests and 
values. Narrow these patterns down to 5-10 words or phrases that reflect where you are 
right now as a teenager in high school. Examples might be: helping others; determined; 
friendly; math smart; visual learner; working with computers. 

6. Your profile is complete. Congratulations! Thank your partner for his or her support.  

7. Now you are going to the computer lab to listen to a few people talking about their jobs. 
This will be  a virtual Work-Site Visit. One websites is <www.careercruising.com>, for 
which you will need the TDSB’s name and your school’s password. Once you enter the 
site, look for the tab, “Explore Careers.” In this section you will see “Photo files” of 
many occupations, along with specifics such as salary and “A Day in the Life.” Another 
useful website is <www.youtube.com>  where you can search for career-profile videos. 
Find video profiles that match your skills and interests and then share their web address 
and title with your classmates. Some search words could be “Dance Career Video,” 
“Mechanical Engineer Career: Day in the Life,” or “Mum, Dad, I want to be a game 
designer.” Use the word career in your search and the specific occupation you are 
interested in, such as dance. 
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Handout 4.3b: Carousel Brainstorming — Questions for a Work-Site Visit 

 

Your teacher has placed 10 sheets of chart paper on the walls around the classroom. At the 
top of each of these sheets are words or phrases relating to topics of work.  

1. In groups of three, take a marker and move to one of the sheets of paper.  

2. You have one to two minutes at each sheet of paper to discuss an important question that 
you want to ask about this work topic. An example at the top of a sheet of chart paper 
could be, “Work Environment/Location.” You and your group talk and decide on an 
important  question such as “Have you always worked at this location?” or, “Do you 
work at many different locations for your job?” 

3. Write your group’s question on the sheet, then wait to hear the signal to stop. Write 
correctly and clearly so that others can read your question. 

4. Your group moves to the next sheet, thinks of another question, and writes that question 
on the sheet.  

5. When all groups have been to all 10 sheets of chart paper, everyone sits down. 

6. With the help of your teacher, the class reads all the suggestions for each question and 
votes for the most interesting question for each work topic.  

7. The class now has 10 great questions to ask the experts at the Work-Site Visit. To 
consider the different learning interests of your classmates, it would be a good idea to 
write a few of the questions that you really liked but that didn’t get voted in. That way 
you have them with you at the Work-Site Visit in case there is time to ask them.  

8. You should copy the 10 questions onto a piece of paper, so they are ready to take on the 
day of the Work-Site Visit. Create a copy of your own or choose a class secretary to 
record all the questions. 
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Handout 4.3c: Work-Site Visit — Let’s Reflect 
 

After your visit to a work site, your brain is filled with lots of new learning and you are 
connecting your own career goals, plans, interests, and skills with those you heard from the 
experts in the workplace.  

Answer the following questions individually (or with a partner) to help you make and remember 
those career connections you learned today. 

Your teacher will have an in-class discussion so that you and your classmates can share your 
observations, learning, and your next steps. 

Hand in your reflections to your teacher when you are finished.  

Questions Your Reflections 

1. What do you remember most about the 
Work-Site Visit? 

 

 

 

2. What was the most interesting statement 
about work you heard during the visit? 

 

 

 

3. How is one occupation you saw related 
to one career goal you have? 

 

 

 

4. How was a worker with a university 
degree similar to a worker who went to 
work directly from high school? 

 

 

5. Evaluate your career goals after this 
Work-Site Visit. Would you change any of 
your goals? Explain. 

 

 

 

6. How has your point of view on any 
particular occupation changed? 
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Handout 4.3d: My Future Career Contract 
 

When you write down your goals and plans, there’s a higher possibility they’ll come true.  But 
remember that both planned and unplanned events happen. It is great to dream big. And it is 
great to make big dreams come true. But the pathway is often not direct.   

1. Individually, complete the learning contract below using your profile information. 

2. Share and discuss your contract with a classmate, and then discuss it with your teacher. 

My Future Career – 2020! 

In 2020, my occupation is either a ___________________________ or a 
__________________________. 

 

 

 

 

   

 

 

 

 

 

 

I will share my future career with my classmates by     ________________________________* 

I will be ready to present on____________________________________________________** 

Student’s Signature: ____________________ Teacher’s Signature: _____________________ 

Date:_________________________ ______   Date: __________________________________  

* Method to present   
** Your teacher will give you possible dates to choose for your presentation 

 

My workplace skills 
are: 

_________________ 

_________________ 

_________________ 

My interests are: 

______________ 

______________ 

______________ 

My Career/Life Overview: complete this 
section as you would see yourself in 2020. 

 My personal life _____________ 

 My education________________ 

 My city/country______________ 

 My salary___________________ 

 My expenses_________________ I got here though the following steps: 

1. 

2. 

3. 

4. 
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Handout 4.3e: Oral Presentation Checklist 

Goals   

 To present ideas orally in an organized and interesting way.  

 To speak clearly and at a good rate of speed for the audience to follow along easily.    
 

Use this checklist as a guide for what you should do in your presentation. 

Format of the Presentation  Check 

1. Introduction. Outline three or four main areas from your main topic that you will 
explain and present to your audience.  

 

2. Question-and-Answer Section.  Decide if you will have time to answer questions 
during your presentation or if you want to answer questions at the end.  Questions are 
a great way to increase your audience’s interest in your topic.  

 

3. Summary. Reword your main topic and restate your three or four main areas of 
discussion. This helps your audience leave the presentation with your main ideas 
clearly understood.  

 

4. Type of presentation. Will it be a PowerPoint show, on chart paper and 
blackboard, or some other creative method, such as a role play or a debate format? 
Your teacher will help you decide. 

 

Delivery of the Presentation  

1. Body Language. Are you in a formal or a relaxed manner? Both could be correct 
but it depends on the type of presentation. Ask your teacher. Avoid distracting 
movements with your hands, arms, or feet.  

 

2.  Voice. Are you speaking loudly enough for everyone to hear you? Are you speaking 
your words clearly? Are you speaking at a good rate of speech, but not too quickly?  

 

3.  Eye contact. Are you looking at the audience in all areas of the room? Is your eye 
contact friendly, welcoming, and engaging to the audience?  

 

Content  

Knowledge and Resources. You are the expert in the room on your topic. Know it 
well and bring resources to share if people want more information. For example, it is 
helpful to distribute a handout that summarizes your main ideas and includes a few 
related useful websites. 
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Handout 4.3f: Preparing for an Interview (4.3f) 
 

To practise your interview skills, you are going to simulate (role-play) a job interview for one of 
the three scenarios below.  

1. Choose one of the three interview scenarios below from 2020 that best suits you. 

A. Your manager has offered to interview you for a bigger department, and you would make 
more money and have more creative projects in your areas of interest. 

B. Your friend has asked you to interview for a two-month volunteer position in one of your 
favourite countries. 

C. As a successful entrepreneur, you have just been asked to interview for a part-time 
position as a consultant for a thriving global company. You could continue to run your 
own business while you work part-time for this company. 

2.  Take out the resumé and covering letter you completed in an earlier unit and update them 
with what education and workplace skills you will need for your future career. Use your 
information on “My Future Career Contract” as your guide. Some of your data will remain the 
same (e.g., some of your interests). However, some areas will be different (e.g. your skills and 
experience between now and 2020). 

3.  Review the interviewing tips you learned earlier in this course, and practise a 5-10 minute 
interview with a partner. 

4.  Present yourself well at your interview using one of your occupations in your “Future Career” 
Contract.”  

While planning and writing your interview, you may: 

 Create the details around the scenario individually you choose (e.g. workplace skills, 
money, education, job tasks). Your interview could be by conference telephone call or by 
some other new twenty-first century technology not yet invented! 

 You will be given five questions to prepare for your presentation (see the other side of 
this handout). 

 On the day of your presentation, your virtual career interview, you will need to bring: 
your updated resumé, your updated covering letter, relevant parts of your toolkit, your 
completed chart on Handout 4.2aa: Career/Life Planning Process, and your questions and 
answers for the interview in good copy.  

 You will have class time to prepare, so practise your interview a few times to make sure 
you are relaxed and confident to make this great work opportunity happen.  
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The Five Interview Questions You Will Be Asked 

 

1. How does your education make you a good candidate for this job? 

 

2. What do you like about working on a team? 

 

3. What two workplace skills do you have that directly relate to this job? 

 

4. What personality traits do you have that make you the best person for the job?  

 

5. Do you have any questions for us?  

 
Interview Tips 

Make notes to yourself as tips to remember while you are in an interview (check your toolkit for 
your notes from earlier interviews in this course). For example, arrive early, dress 
conservatively, smile!  

1. ____________________________________________________________________________ 

2. ____________________________________________________________________________ 

3. ____________________________________________________________________________ 

4. ____________________________________________________________________________ 

5. ____________________________________________________________________________ 

 

 

 

 

 



Handout 4.3g: Summative Assessment Rubric for Written and Oral Parts of Culminating Activity 

Categories Level 1 
(50-59%) 

Level 2 
(60-69%) 

Level 3 
(70-79%) 

Level 4 
(80-100%) 

Knowledge/Understanding 

 

Demonstrates limited 
knowledge of  job-
interview skills  

Demonstrates limited 
understanding of 
workplace experience and 
personal career information 

Demonstrates some  
knowledge of  job-interview 
skills  

Demonstrates some 
understanding of workplace 
experience and personal 
career information 

Demonstrates considerable 
knowledge of  job-interview 
skills  

Demonstrates considerable 
understanding of workplace 
experience and personal career 
information 

Demonstrates a thorough 
knowledge of  job-interview 
skills  

Demonstrates a thorough 
understanding of workplace 
experience and personal 
career information 

Thinking 

 

Demonstrates to a limited 
degree evidence of critical 
thinking through analyzing, 
explaining, and providing 
support for career goals 
and skills 

Demonstrates to some 
degree evidence of critical 
thinking through analyzing, 
explaining, and providing 
support for career goals and 
skills 

Demonstrates to a 
considerable degree evidence 
of critical thinking through 
analyzing, explaining, and 
providing support for career 
goals and skills 

Demonstrates to a high 
degree evidence of critical 
thinking through analyzing, 
explaining, and providing 
support for career goals and 
skills 

Communication  

 

Communicates information 
and ideas such as work 
experience and skills in an 
interview with a limited 
sense of audience and 
purpose 

Uses appropriate language 
for audience and a 
consistent tone to a limited 
degree 

Communicates information 
and ideas such as work 
experience and skills in an 
interview with some sense 
of audience and purpose 

Uses appropriate language 
for audience and a consistent 
tone to a some degree 

Communicates information 
and ideas such as work 
experience and skills in an 
interview with a considerable 
sense of audience and purpose 

Uses appropriate language for 
audience and a consistent tone 
to a considerable degree 

 

Communicates information 
and ideas such as work 
experience and skills in an 
interview with a strong 
sense of audience and 
purpose  

Uses appropriate language 
for audience and a consistent 
tone to a high degree 
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Application 

  

Applies interview skills to 
a simulated interview 
situation with limited 
accuracy 

Applies the career/life 
planning process  with 
limited effectiveness 

Applies required 
language conventions 
with limited competence 

 

 

 

Applies interview skills to a 
simulated interview situation 
with some accuracy 

Applies the career/life 
planning process with some 
effectiveness 

 

Applies required language 
conventions with some 
competence 

 

 

Applies interview skills to a 
simulated interview situation 
with considerable accuracy 

Applies the career/life 
planning process  with 
considerable effectiveness 

Applies required language 
conventions with 
considerable competence 

 

 

Applies interview skills to a 
simulated interview situation 
with a high degree of 
accuracy 

Applies the career/life 
planning process very 
effectively 

 

Applies required language 
conventions with great 
competence 

 



Handout 4.3h: Exit Card 
 

Favourite Learning 
activity 

 

 

What I Understood Questions I Still Have Future Topics  I 
Would Like to Know 

About 
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