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We the living arise every morning to greet a new day. We to see sun, clouds, or rain and
yet snow is always welcome to those who live with it. There over the horizon, from the
east the sun climbs over the hills of beautiful orange and red. We look at the sun, the sky,
the clouds and figure out what the day will be. Even though we look into the far off space
we forget that there is something between the skies and beautiful weather.
John Weetaltuk
There are a lot of things that the elders are not aware of that the younger people have to
deal with. Also keep in mind that there are a lot of things that we can share in terms of
exchanging ideas and knowledge. In this way, we want to develop a communication
system that will enable both the old and the young to share their destinies together.
Donald Suluk
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Introduction
Communications 10 consists of four modules:
The Essentials of Working with Others
Essential Writing
Oral Communication Essentials
Essential Reading
This module, Essential Writing, consists of 10 units and should require approximately 25
hours of instructional time. Each unit presents one competency that students are
expected to demonstrate by the end of the unit or by the end of the module. Teachers
will need to develop their own lesson plans from the units in order to meet the
specific needs of their students. In doing so, teachers are responsible for choosing and
adapting the activities in the unit that will most appropriately provide their students with
the opportunity to develop and demonstrate the competency for the unit. Some classes
will complete the entire unit over one or several periods, others will focus on particular
aspects of the unit over one or several periods. Please note that the Accommodating
Diversity and Classroom Reinforcement sections are not meant to be additional activities.
They are intended to assist you with differentiating your instruction and providing visual
reinforcements for students in your classroom.
Communications 10-11-12 is based upon a foundation of Inuit Qaujimajatuqangit and
content is focused on six of the Human Resources and Skills Development Canada
(HRSDC) Essential Skills. This module, Essential Writing, develops the Essential Skills of
Writing and Computer Use. See Appendix C for the Essential Skills indicators and
tracking forms to be developed with this module.
All activities in this module have been analyzed for their level of writing task. Many have
been analyzed for their level of computer use. It is anticipated that when students are
asked to do a written assignment, they will do so on the computer. Throughout this
module, we will be concentrating on performing and assessing Writing and Computer Use
Level 1 indicators. See Table 1 on page 7 for Computer Use indicators and Table 2 on
page 8 for Writing indicators.
Throughout this module, students should be responsible for planning, holding and
recording minutes for regular class meetings. In this way, they will learn the
terminology associated with meetings, how to develop an agenda and how to take
minutes. It provides an opportunity to develop meeting skills and promotes the principles
of aajiiqatitgiinniq (decision-making), pirlirqatigiinniq (collaboration), pijitsirniq (leadership
through serving) and qanuqtuurniq (resourcefulness). Being able to do this is a Level 3
writing task that they will formally develop in Communications 11 and 12. In Unit 6, they
explore different templates for agendas and the recording of minutes.
Please consult the Handbook that accompanies the Communications 10-11-12
program for more information related to Inuit Qaujimajatuqangit, the HRSDC Essential
Skills and preferred pedagogy and assessment strategies.
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Table 1: Computer Use Indicators
Level 1
Indicators
Tasks which
require only a basic
interaction with
computercontrolled
equipment
Computer use that
is limited to a few
basic commands
with no knowledge
of software
required
Other Task
Characteristics
Limited number of
steps that can be
memorized as a
sequence
No variation in
computer use task
from one instance
to the other

Level 2
Indicators
Tasks which
require the use of
several simple
software features
Using software for
a limited number of
functions that make
use of existing
structures or
standard formats
Other Task
Characteristics
Software is set up
by someone else
and used with
“default” value.

Level 3
Indicators
Tasks which
involve several
operations and the
use of a wide range
of software
features or options
Other Task
Characteristics
User may be
largely responsible
for setting up the
software,
customizing the
interface and
configuring the
software and
hardware as
required.
Work may be
automated by the
creation and /or
use of macros,
templates or
scripts.
Tasks are more
varied that at level
2 and may involve
some
experimentation
and problemsolving to achieve
desired results.

Uqausiliriniq: Communications 10, Module 2: Essential Writing

Level 4
Indicators
Complex tasks
which involve
several operations
and the extensive
use of software
functions and
features.
Tasks that may
involve selection of
software and
linking of several
software packages.
Managing an
existing computer
network including
routine
maintenance and
system
management.

Level 5
Indicators
Tasks that involve
assessment of
technology needs,
selection of
appropriate
computing and
software solution
and the evaluation
of outcomes
Designing, writing
an customizing
computer programs
for specific
purposes
Designing and
setting up new
computer networks.

Other Task
Characteristics
May require
accessing littleused features and
options of the
software.
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Table 2: Writing Indicators
Dimensions
and
Examples
Length and
Purpose
Note: Purpose is
often more
important than
length.

Style and
Structure

Level 1
Indicators

Level 2
Indicators

Less than a
paragraph long

Brief text that is a
paragraph or longer

Intended to
organize, remind or
inform

Intended to serve a
variety of purposes

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

Level 3
Indicators

Level 4
Indicators

Level 5
Indicators

Either long or
shorter pieces of
writing

Longer pieces of
writing.

Longer pieces of
writing

Intended to present
considerable
information which
may feature a
comparison or
analysis.

Intended to present
an evaluation or
critique usually
accompanied by
recommendations.

Intended to inform,
explain, request
information,
express opinions or
give direction.
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Concrete day to day
matters of fairly
immediate concern

Writing tasks of any
length which
demand originality
and effectiveness.

Writing with more
formal style for an
audience other than
familiars

Writing task has an
established format
such as a contract
or resume.

Conscious
organization of
writing for a given
purpose.

Appropriate tone
and mood may be
as important as
content.

Writing sets a tone
which is appropriate
for the occasion

Writing format may
call for structural
elements such as
headings, table of
contents, footnotes,

Writing may require
modification of an
existing format to fit
the given
information for
example, report,
proposal.

Writing may display
complex multi-part
organization to
accommodate
varied content.

Standard spelling
and grammar
expected
Writing tasks for
which templates or
models exist such
as documents with
set formats or
headings

Content*
Note: Level 2
refers to writing
where the
content is
“routine” while
Level 3 and
above refer to
writing with
“non-routine”
content. In
deciding
between these
consider
whether the
content is
familiar and has
been written
before or
whether
students have to

Writing task may
involve making
recommendations.

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

Consideration of the
audience may be
an important part of
the writing task.

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

Writing task may
involve gathering
and selecting
information.

Content must be
created or it may be
synthesized using
information from
multiple sources.

Abstract technical
content may
demand use of
specialized
vocabulary.
Re-write or
transform written
information for a
specific audience
such as rewrite
technical material
for a non-technical
audience.
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create new ways
to say new
1
things.
Content is also
linked to:
the number of
sources
referenced or
the level of
inference
needed to
complete the
writing task.
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Learning Competencies

1

2

3

4

5

6

7

8

9

10

Students will investigate various forms of communication
by:
• researching online and offline sources and providing brief
written information on alternative modes of conveying
information;
• reflecting on the use of any form of language to exclude
others from the communication.
Students will examine with the use of media technology the
development of writing by:
• investigating (including on-line) its evolution through place
and time.
Students will investigate the development of syllabic writing
by:
• preparing written questions, researching historical data,
and recording information gathered based on a selection
of media (pictures, maps, text) provided.
Students will identify the use of writing in various local
occupations by:
• conducting interviews and preparing brief written texts on
their findings using various technologies.
Students will demonstrate proficiency in the mechanics of
good writing by:
• analyzing, evaluating and rewriting a variety of writing
samples.
Students will write to organize and record information by:
• creating a task step-by step checklist of assignments,
events and activities using an electronic day planner.
Students will write to convey clear information by:
• recording proper telephone messages
• creating effective bulletins
• composing formal thank-you notes
• sharing feedback with peers.
Students will write to gather and retain information by:
• writing brief summaries of various articles
• taking notes using keyword outlines and media.
Students will use technology to write and request
information by:
• correctly and accurately completing a variety of relevant
application forms, including an application for a social
insurance number.

Strategies
•
•
•
•
•
•
•
•
•
•

•
•
•
•
•
•
•

inclusive group
activities
small group
discussion
think-pair-share
partner work
jigsaw grouping
scenarios, role
plays
dialogues
personal reflection
chart and poster
displays
self, peer and
teacher
assessment
problem solving
critical thinking
use of media
technology
inner/outer circles
interviews
process writing
project
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Students will review and use the writing skills presented in
this module by:
• planning, completing and evaluating a culminating writing
project on a teacher-approved topic which presents
information in written/printed form
• using various technologies such as PowerPoint, music
software, video/sound records, cartoon/comic software
and word processing to complete their project.
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Unit 1: Ways of Communicating
Learning Competency
Students will investigate various forms of communication by:
• researching online and offline sources and providing brief written information
on alternative modes of conveying information;
• reflecting on the use of any form of language to exclude others from the
communication.
Language Development – Jigsaw
A strategy in which a student becomes an expert in a specific area by working on
a team to investigate a particular concept or idea. After which new groups are
formed and each group member presents their particular area of expertise to the
group. Each group member then learns from the other members and gains
access to new material.
Community Agreements — A term borrowed from Tribes by Jeanne Gibbs. The
Community Agreements are: we practice respect, we listen attentively, we have
the right to participate and the right to pass, and we show appreciation and avoid
put-downs.
Materials
Small flashlights for Morse Code
Access to computers for and software to access internet and design a poster
Background
Before beginning, discuss that this module will focus on writing. Use the unit titles
and learning competencies to briefly outline for the students what they will be
learning. Explain that Essential Skills are those skills that people make use of
regardless of what kind of work they engage in. Different kinds of work require
different levels of these skills, but at some level the skill is required. This module
focuses on the Essential Skills of writing and computer use and in this unit the
students themselves are going to be asked to perform tasks at level 1 & 2. Show
the students the Writing Indicators and Computer Use Indicators. Post in a visible
spot in the classroom.
Show the students the Ajunngitakka (Things I Can Do) forms and where they are
located in the classroom. Tell the students that at any time they feel they have
performed a written task or computer use task at either level 1 or 2 they are to
record this information on the Ajunngitakka (Things I Can Do) form and hand in to
you. Designate a place for the forms to be returned. You will want to keep all the
forms as you will need to hand them back to the students at the end of the
module. You may want to create a file folder or envelope for each student.
Distribute the forms and model possible entries on the blackboard. Inform the
students that they should complete at least three forms for this unit and every
subsequent unit in the module. Post a large reminder somewhere in the

12
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classroom, “Don’t forget your Ajunngitakka (Things I Can Do) Forms.” You might
want to tell the students that if they make a reminder note to themselves about
completing the forms they have met the requirements of Writing Level 1 and they
could complete a form. Once they have completed a form they have met another
requirement of Writing Level 1 and can complete another form.
Essential Skills addressed in this Activity:
Writing Level 1 task: (This indicates that all Level 1 indicators have been addressed.)
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters

Inuit Value
Tunnganarniq – fostering a good spirit by being open, welcoming and inclusive –
shows the importance that Inuit place on being people friendly, welcoming, and
accepting. Removing language and cultural barriers is important in welcoming
people.
Opener – Ways of Communicating
Have the students sit in a circle. Revisit the Tribe agreements.
They are as follows:
• we practise respect
• we listen attentively
• we have the right to participate and the right to pass
• we show appreciation and avoid put-downs
Ask the class to brainstorm and record all the languages or ways of
communicating used in their community. Ways of communicating could include
sign language, body language, inuksuit and other messages using stones,
writing, acting, painting and so on. Decide on broad categories for the
brainstormed list (for example, written, spoken, media). *Save this list as it will be
helpful in Unit 7 on using writing to share information.
Discuss that people have a desire and a need to communicate and that
communication takes on various forms. Inform the class that in this unit they are
going to be exploring various forms of communication.
Connector – Texting and MSN Communication
You may want to tell your students the joke of the woman who traveled to France
and returned home and reported that all the children in France were so
exceptionally bright that they spoke French as soon as they could talk.
Discuss that when we are familiar with a system of communication or language it
seems easy to us. To illustrate, have students type either a MSN message
(emoticons) or text message to share with the class. Note how language one
person understands, others may not, and this differs between cultures and
generations. As a class, make a list of common short forms from the student
examples. Do an Internet search for more examples.
Uqausiliriniq: Communications 10, Module 2: Essential Writing
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When we are unfamiliar with a form of communication, it may seem very
complicated. Possible examples are music notes or symbols specific to other
groups/cultures (for example in music, P= play quietly, F=play loudly).
Essentials Skills addressed in this Activity:
Activity: Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Computer Use Level 2 task
 Use several simple software features (Use the internet to access website and navigate
website to locate needed information.)

Activity – Four Corners
Write the words Braille, Sign Language, Flag Signalling and Morse Code on
sheets of paper. Have the sheets posted in various locations around the room.
Ask the students to think about which one interests them most. Have them locate
themselves accordingly. Based on student selections, divide the class into groups
of three to five students. Distribute the write-ups for Sign Language, Flag
Signalling, Braille, and Morse Code to the appropriate groups.
Using the write-up provided, have the students answer the following questions.
Name the type of communication:
Where did it originate/who invented it?
What is its purpose?
Give a description of the type of communication:
Show a few examples:
Inform the students that they are to answer each of the questions in the Activity in
complete sentences. Although students are working in groups each student
should record a response to each question. After students have completed the
Activity, have them use the jigsaw strategy to share their information with
students from other groups. For students using sign language, it works well to
have a partner on either side of an indoor window if this is possible in your school.
For Morse Code messages, use small flashlights; students can send messages
from long distances outside during the dark season.

14
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Essential Skills addressed in this Activity:
(This indicates that the activity is a Writing Level I task but also addresses some elements of
complexity Writing Level 2 tasks)
Writing Level 1 Task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: writing with more formal style
• Style and Structure: standard spelling and grammar expected (ex: complete sentences
expected)

Reflections
Content – Any form of language can be used to include or exclude others, for
example, a group of people speaking in English when one participant is
unilingual. Think of a time when you saw someone excluded from a group by
some form of language, such as a person with hearing or sight loss, someone
from a different age group, male-female, or Inuit-non-Inuit. Describe the
experience briefly.
Collaborative – Tunnganarniq is fostering a good spirit by being open,
welcoming and inclusive. It shows the importance that Inuit place on being people
friendly, welcoming, and accepting. Removing language and cultural barriers is
important in welcoming people. How do the systems of communication you
learned about in this unit demonstrate this Inuit value?
Personal – Do you know anyone, or know of anyone who uses one of the
communication systems presented in this unit? How does what you learned in
this unit change how you understand communication? Do you think it is important
to learn about new ways of communicating? Why or why not?
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings and opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided)
• Content: content of writing is routine with little variation from one instance to the next.
(This is an activity that is present in every Unit and follows the same format.)
• Content: writing text that requires making simple inferences

Follow-Up – Future Communication Scenario
Present the challenge that follows to the class. Inform the students that they have
been transported into the future. An evolutionary change has occurred and
people cannot understand their original language and are having a difficult time

Uqausiliriniq: Communications 10, Module 2: Essential Writing
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communicating. The World Council wants to create another form of written
communication and has put up a challenge with fabulous payment to the winners
of the challenge. They must create a universal language for people across the
globe.
Have the students form groups of four and design a system. They should have a
name for their system, an alphabet, and combinations of symbols that represent
whole words or ideas. Have them design a poster to illustrate their
communication system.
Allow the students to mill around and check out the posters of alternate systems
that were created in the class. Have each group select someone to present their
communication system to the class.
Discuss that communication is one of many things that allow us to live with and
understand other people. Communication can sometimes be tricky, especially
when we are communicating with a system that is new or difficult for us.
Classroom Reinforcement
Create a viewing gallery with the visual displays created in the Connector and
Follow Up. You may want to invite another class to view the displays, having the
students available to answer questions and explain the displays. Students could
keep a list of questions that are asked and create a Most Frequently Asked
Questions sheet. They may have to do additional research to answer the
questions.
Essentials Skills addressed in this Activity:
Activity: Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Accommodating Diversity
Discuss with the students that they will be working in groups for most of the
activities in this unit. Group work requires that everyone participates in some way.
As each person has specific skills and areas of strength, it is important for the
group to decide who will be responsible for which tasks. Remind the students that
they should sometimes choose a task they would find difficult, and that the group
should provide help and support so that they will be successful.
You may have some students who need reminding of how to frame responses in
whole sentences. Demonstrate how the question helps frame the response.
Question: What color is your hair?
Response: My hair is ____________.
Question: What did you eat for breakfast?

16

Uqausiliriniq: Communications 10, Module 2: Essential Writing

Response: For breakfast I ate __________.
Students who are very interested in the different alphabets could do research into
the alphabet used by the military or the semaphore alphabet.
Assessment
Student – Complete the Participation Checklist or the Unit Self-Assessment and
a Journal Evaluation. Complete at least three Ajunngitakka (Things I Can Do)
forms. Select one item for their portfolio. Complete a Student Portfolio
Assessment and include it in their portfolio with the item they selected.
Essential Skills addressed in this Activity:
Activity: Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Teacher – Inform students how this course will be assessed and distribute the
assessment pieces that should be in their Communications Portfolio, ie the
Participation Checklist OR the unit Self-Assessment templates, both found in
Assessment A. You may choose to use the Participation Checklist yourself that is
located in Appendix B.
Throughout the module, monitor students’ Writing and Computer Use
development using the tracking forms in Appendix C. You may choose to collect
Ajunngitakka (Things I Can Do) forms; these will be helpful in guiding
conferences to discuss the students’ development of the Essential Skills.
Alternatively, have students store the forms in their portfolios. Provide feedback
whenever you observe improvement in students’ writing or computer use skills.
Work with individuals or small groups to provide tutorials as necessary.
Collect the students’ portfolios and complete a Teacher Portfolio assessment.
Collect journals at the end of this unit to make sure everyone is understanding
and responding to the Reflections; use the Journal Evaluation in assessing the
entries.
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Braille
Braille is way of communicating that uses raised dots on paper that can be read by touch.
Louis Braille invented the system that today goes by his last name – Braille. He was a
blind French student who got the idea from the dot-dash code used to send soldiers
messages at night. The blind have especially used it. Braille uses six dots to make the
letters of the alphabet, some words such as for, the and of, and some sound
combinations such as ch, sh, ed and er.
Deciphering Braille 2
Every character in the braille code is based on an arrangement of one to six raised dots.
Each dot has a numbered position in the braille cell. These characters make up the letters
of the alphabet, punctuation marks, numbers, and everything else you can do in print.
The Braille Cell

The letter "a" is written with only 1 dot.

The letter "d" has dots 1, 4, and 5.

The letter "y" has dots 1, 3, 4, 5, and 6.

A "Period" is written with dots 2, 5, and 6. (Do you see how it is the same shape as the
letter "D," only lower down in the cell?)

When all six dots are used, the character is called a "full cell".

18
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The picture below shows you how the dots are arranged in the braille cell for each letter
of the alphabet. See if you can find the letters in your name and tell the dot numbers for
each one.

a

b

c

d

e

f

g

h

i

j

k

l

m

n

o

p

q

r

s

t

u

v

w

x

y

z

Braille does not have a separate alphabet of capital letters as there is in print. Capital
letters are indicated by placing a dot 6 in front of the letter to be capitalized. Two capital
signs mean the whole word is capitalized.

One Letter Capitalized

Entire Word Capitalized

Braille Numbers
Braille numbers are made using the first ten letters of the alphabet, "a" through "j", and
a special number sign, dots 3, 4, 5, and 6.

#

0

1

2

3

4

5

6

7

8

9

Larger numbers only need one number sign. The comma in braille is dot 2.

Expanding the Code
Now that you understand how dots are arranged in the braille cell to make the letters of
the alphabet and numbers, you're ready to learn more about the code. Braille uses
special characters called contractions to make words shorter. We use contractions like
"don't" as a short way of writing two words, such as "do" and "not." In braille there are
many additional contractions, 189 in all! Using these contractions saves space, which is
very important because braille books are much larger and longer than print books.
Some contractions stand for a whole word.
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and =

the =

Other contractions stand for a group of letters within a word.

ing =

ed =

In addition to contractions, the braille code includes short-form words which are
abbreviated spellings of common longer words. For example, "tomorrow" is spelled
"tm", "friend" is spelled "fr", and "little" is spelled "ll" in braille.
You might think that because short-form words are so easy to spell that children who
write braille get a break on their spelling tests. Actually, braille readers also learn
regular spelling for typing on a computer.
Let's see what kind of difference contractions make in braille. Look at the same phrase,
you like him, in uncontracted braille (sometimes called "grade 1 braille") and
contracted braille (sometimes called "grade 2 braille"). What do you notice about the
length of the two phrases?
Uncontracted Braille:

Contracted Braille:

20
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Morse Code
Morse Code uses dots, dashes and spaces to create messages. This way of
communicating was invented by Samuel Morse who also invented the telegraph – a
device that sent a message of clicks. When sending a message in Morse code, you need
to remember :
A dot is short.
A dash is twice as long as a dot.
The space between dots and dashes is as long as a dot.
The space between words is as long as three dots.
International Morse Code 3

Uqausiliriniq: Communications 10, Module 2: Essential Writing

21

Sign Language
Sign language uses hand gestures to communicate. There is an alphabet and gestures
for ideas and words. Deaf people use sign language to help with communicating. The
system has grown and changed over many years. In France during the 1700s a school
for the deaf taught their students with hand signs and finger spelling. An American
minister who wanted to help his neighbor’s daughter traveled to France and learned how
to communicate with the deaf. He came back to America and started a school for the
deaf. Today we have a very complete and expressive system of sign language.
American Sign Language Alphabet 4

22
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Flag Signalling
International flag signaling is a way boats communicate with each other. The flags are
known as pennants and are used in a few different ways. Sometimes the flags represent
actual letters or numbers so that the series of pennants spell a word. The other way the
flags are used is for each flag to represent a code. This system was and is helpful for
sailors who do not know the language of the other crew. For example, if a boat knew that
there was dangerous water ahead they might hoist the “STOP NOW” pennant to warn
another boat of up coming danger.
The Meaning of the Pennants 5
Each of the pennants is shown below, along with its meaning if hoisted alone.
Alfa (alpha) -- Diver down, keep clear
Bravo -- Dangerous cargo aboard
Charlie -- Yes
Delta -- Keep clear
Echo -- I am changing course to starboard
Foxtrot -- Disabled
Golf -- Pilot needed
Hotel -- Pilot on board
India -- I am changing course to port
Juliett -- Keep clear, on fire and have dangerous cargo
Kilo -- Desire to communicate
Lima -- Stop immediately
Mike -- Stopped
November -- No
Oscar -- Man overboard
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Papa -- About to sail
Quebec -- My vessel is "healthy" and I request practique (request
permission to enter and use a foreign port)
Romeo -- (no meaning)
Sierra -- I am moving backward
Tango -- Keep clear
Uniform -- You are moving into danger
Victor -- Require assistance
Whiskey -- Require medical assistance
Xray -- Stop your intention
Yankee -- Am dragging anchor
Zulu -- Require a tug

24
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1
2
3
4
5
6
7
8
9
0
Repeat First
Repeat Second
Repeat Third

Code (decimal
point) and
answering
pennant

At the dip -The code flag
hoisted "at
the dip"
indicates that
the receiver
has seen the
signal from
the
transmitting
ship.
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Close up -The code flag
hoisted "close
up" indicates
that the
receiver has
understood
the signal
from the
transmitting
ship.
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Unit 2: Development of Writing
Learning Competency
Students will examine with the use of media technology the development of
writing by:
• investigating (including on-line) its evolution through place and time.
Language Development
chronological: presented or arranged in the order in which the events occurred

Materials
Picture of bow drill handle
11 x 17 paper
Access to computers
Copies of Changing Directions for each student
Background
Inuit Value
Inunnguiniq—Strong social organizations have a strong focus on the future and
on continual improvement. Inuit social teachings and child-rearing practices
were directed at the big picture views of the future. The development of a good
human being was central to this focus. Becoming a capable and contributing
human being was an expectation for everyone. Honing skills demonstrated
excellence in your area of expertise and enabled you to provide for others,
which was a core goal in the lives of all Inuit. The ability to improve on
something and to make life easier for those around you, as a result, was
considered high achievement.
Opener – Bow Drill with Pictographs
Brainstorm with your students what they know about bow drills [used for drilling
holes and for making fire]. Distribute the picture of the bow drill discovered in
the north of Baffin Island. The designs on the bow drill are pictographs, the
earliest form of writing. What images can they see? What story do they think is
being told on the bow drill?
Have your students check out the library or Wikipedia for other examples of
pictograph writing such as Alaskan cave paintings, cuneiform writing and
hieroglyphics.
Essential Skills addressed in this Activity: (on-line research)
Computer Use Level 1 – all indicators met
Computer Use Level 2 – all indicators met (students use Internet)
• Use several simple software features (Use the internet to access website and navigate
website to locate needed information.)

Connector – From Pictographs to Alphabets
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What is the difference between the pictograph of a caribou and the word
caribou or tuktu? [a pictograph represents a whole word or a whole idea, a
written word represents how it sounds when we say it]
Discuss that alphabets have evolved over many years. Have students work in
pairs and research one of the following alphabets: Arabic, Hebrew, Greek,
Russian, Mandarin Chinese, Korean, Hindi or Roman. Each pair should draw
sample letters or words from the alphabet on to 11 x 17 paper and label it with
the name of the alphabet as well as the countries who use it. Challenge them
to find the date when the first writings in their alphabet occurred.
In cases where students are able to find complete alphabets, for example,
Greek, have them write their names using the letters from the different
alphabets.
OR
Choose a graphic novel that has been created from an original written text (for
example, Romeo and Juliet, Alice’s Adventures in Wonderland). Share
selections from the novel and graphic novel to demonstrate how pictures have
been used in place of words to give meaning.
Essential Skill addressed in this Activity: (on-line research)
Computer Use Level 1 – all indicators met
Computer Use Level 2 – all indicators met (students use Internet)
• uses several simple software features (Use the internet to access website and
navigate website to locate needed information.)

Activity – Directions in Writing
Distribute the handout, Changing Directions, to each student. Have them
practise writing from right to left and in columns, then ask each student to write
a message using the letter/number code. The message can be from right to left
or in a column from top to bottom. They should write on a small piece of paper
and give it to a friend to interpret once they are finished.
Which part of this activity do students find the most difficult?
Reflections
Content – In point form, write a list of five things you learned in this unit. Make
sure to share them with a friend.
Collaborative – How does a writing system unite a society? What difference
did the introduction of writing make to Inuit society? What other ways did Inuit
have of communicating with each other?
Personal – How important is writing now that we have cell phones, radios, and
other technology for sharing information?
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Essential Skill addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 Task addressed:
• Length and Purpose: brief text that is a paragraph or longer (Dependent on length of
student’s entry. entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided.)
• Content: writing requires making simple inferences

Follow-Up – Drawing a Story
Interview a community member who is a good story teller. Have her or him tell
you about a memorable event or a short story. Record the story or event using
point form. Using your own form of picture writing (such as pictographs or cave
art), retell the story. Include the image of an important piece of technology,
tool, craft or art piece that could be displayed as part of the story. Use Paint,
Comic Life, or equivalent computer software to create a cartoon/comic/rebus
puzzle of the story. Have the students share their picture writing version with
the story teller.
Essential Skill addressed in this Activity:
Writing Level 1 task – all indicators addressed (taking brief notes)
• Purpose and Length: write text less than a paragraph long that is intended to
organize, remind or inform
• Style and Structure: write informally for familiar audience
• Style and Structure: write text where format is unimportant
• Content: concrete, day to day matters

Classroom Reinforcement
Create a writing display with students’ work and pictures related to different
writing. Add the students’ stories from the Follow Up.
Accommodating Diversity
If your students are not familiar with bow drills, invite an Elder or someone from
the community to talk about them – or look them up on the internet.
Topics not covered in which your students may be interested are the tools and
materials that were used in the place of paper and pencil.
Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least three Ajunngitakka (Things I Can Do)
forms. Select one item for their portfolio. Complete a Student Portfolio
Assessment and include it in their portfolio with the item they selected.
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Essential Skill addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Teacher – Observe students and provide constructive feedback during the unit
on writing and computer use skills, particularly when students are searching for
further examples of pictograph writing. Look for evidence for the tracking forms
in Appendix C.
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Bow Drill Handle 6

30

Uqausiliriniq: Communications 10, Module 2: Essential Writing

Changing Direction
In English (the Roman alphabet) and Inuktitut, we read our words from left to right and
from top to bottom. It looks like this:

ABCEEFG
HIJKLMN

We are learning about
alphabets around the world.

Some languages, for example, Arabic and Hebrew, are written from right to left and from
top to bottom, like this:

GFEDCBA
NMLKJIH

about learning are We
.world the around alphabets

Some, like Mandarin Chinese or Korean, are written in columns from right to left and from
top to bottom, like this:

A
B
C
D
E
F
G

H
I
J
K
L
M
N

We
are
learning
about

alphabets
around
the
world.

Write one or two sentences below using the Roman alphabet or syllabics. Write them
again using the Arabic style and the Chinese style.

A B C D E F G H I J J L M N
1 2 3 4 5 6 7 8 9 10 11 12 13 14
O P Q R S T U V W X Y Z
15 16 17 18 19 20 21 22 23 24 25 26
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Unit 3: Inuit and Writing
Learning Competency
Students will investigate the development of syllabic writing by:
• preparing written questions, researching historical data, and recording
information gathered based on a selection of media (pictures, maps, text)
provided.
Language Development
Roman orthography: a graphic script derived from Latin that uses an alphabet to
represent sounds
syllabics: the writing system of Inuit in Nunavut, Nunavik, and Quebec that uses
symbols to represent sounds
Moravians: a protestant religious group
Lutherans: a protestant religious group
Ojibway: a First Nations people
Cree: a First Nations people
Materials
KWL Knowing and Learning Chart
Background
Inuit Value
Tunnganarniq – fostering a good spirit by being open, welcoming and inclusive.
It shows the importance that Inuit place on being people friendly, welcoming,
and accepting. Removing language and cultural barriers is important in
welcoming people
Discuss that it is hard to imagine a culture without written records, and yet the
Inuit managed to pass along their values, traditions and ideas orally for many
years without a system of writing. Tell the class that they are going to be
learning about the development of the syllabic system. Inform the class this
development was a process and the system they use today did not emerge all
at once. Rather, there were different people in different places with different
ideas and that eventually these pieces came together in a way that allowed the
system to emerge. It was only after the contact with Europeans that
missionaries made attempts to reduce the Inuktitut language to a written form.
The process is one that has many pieces that link together.
Opener – KWL
Provide each student with a copy of the KWL Knowing and Learning chart.
Brainstorm what the students know about syllabics. Have all the students record
this information in the K column of their charts. Now have the students pair off.
Each pair is to come up with some information they would like to know about
syllabics. They should come up with at least two questions and record these in
the W column of the chart.
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Have each pair share their questions with another group. Have the students
hand in their KWL charts.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Length and Purpose: intended to serve a variety of purposes (Students are writing to
inform and to request information)
• Style and Structure: standard spelling and grammar expected (Students are being asked
for formalized written questions)

Connector – Class KWL Summary
Using the information from the Opener, create a large master KWL chart to be
displayed in the class. Return to the master chart throughout the unit. As
questions are answered record the information in the L column. Return the
students’ KWL charts. Inform the students that they are to insure that the
questions they wrote in the W column are answered. If the unit does not answer
their questions, students should determine where they could go to find the
answers.
Activity – Matching Pieces of History
Divide the picture puzzle pieces and story puzzle pieces evenly amongst the
students. You will find these at the end of the unit.
Tell the students that each puzzle picture matches up with a puzzle history and
they are to find their correct match. In order to do this, the picture puzzle holder
must ask the questions on the back of their picture and receive affirmation for
all the questions. When they have found a match they should find somewhere
to quietly sit and wait for the rest of the class to find their partners.
Once all the students have found the matching puzzle piece have the students
form new groups where there is a history puzzle and picture puzzle for all the
history puzzles and all the picture puzzles. (The new group would consist of
history piece #1, picture piece #1, history piece #2, picture piece #2, and so
on.)
Each pair, (history puzzle #1 and picture #1, history puzzle #2 and picture
puzzle #2, and so on) will need to prepare and present to the rest of the group.
Presentations should be in chronological order (#1 to #6). It might be a
dialogue, mural, map, or simple presentation.
Reflections
Content – Why was the system of syllabics developed?
Collaborative – The missionaries created the basis for what is now the system
of syllabics used by Inuit. Why do you think Inuit were so receptive to learning
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and using this system? What changes in their society encouraged an openness
to a written language? How has the writing system of syllabics preserved Inuit
culture and language? How does it continue to preserve the culture and
language?
Personal –
We were stupid. We should have thought of writing on sealskins.
Peter Pitseolak, commenting on his forebears’ failure
to leave a legacy of written records. 7
Do you agree with the above statement made by Peter Pitseolak? Why or why
not? Do you think having a written system has weakened or strengthened the
oral traditions? What did you learn from the pictures and maps provided?
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry, entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided.)
• Content: content of writing is routine with little variation from one instance to the next.
(This is an activity that is present in every Unit and follows the same format.)
• Content: writing requires making simple inferences

Follow-Up – Picture Time Line
In the same groups as for the Activity, have the students create a picture time
line using the picture puzzle pieces from the Activity. Instruct the students to
draw a time line on a large strip of butcher paper. Ask the students to represent
the information from the history and picture puzzle pieces (#1-#6) from the
Activity on the time line in any way they see fit. Provide each group with the
series of additional timeline pictures included at the end of the unit. The
students should incorporate these into their timeline as well.
If there are people in your community who are familiar with the development of
Inuktitut, invite them in to speak to your students about the evolution of
Inuktitut, from symbols without finals, to finals, and the impact that the Roman
orthography and the use of English is having on Inuktitut. The Languages
Commissioner for Nunavut may be a good person for students to contact if they
have questions that cannot be answered at the community level.
Classroom Reinforcement
Display the student-created time lines in a visible spot in the classroom or
hallway. Have the students think up an appropriate title for their time line and
include this with the display.
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Accommodating Diversity
Pair students who find reading the history puzzle pieces difficult with a stronger
reader or make sure they get a picture puzzle piece instead of a history puzzle
piece. You could also have the whole Activity done in pairs.
For those groups having difficulty putting together a presentation for the Activity
have them use the question on the picture puzzle piece to guide the
presentation. They would take and reword the information.
The timeline could consist of the development of English and other alphabets
on one side and the development of Inuktitut and syllabics on the other side,
use pictures and approximate dates and events. An Inuk colleague or
community member could assist with the Inuktitut timeline.
Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms.
Select one item for their portfolio. Complete a Student Portfolio Assessment
and include it in their portfolio with the item they selected.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some Elements of Writing Level 2 Task addressed:
• Style and Structure: Standard spelling and grammar expected

Teacher – Observe students and provide feedback on their writing and
computer Use skills. Look for evidence for the tracking forms in Appendix C.
Collect student journals and Journal Evaluation forms.
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Knowing and Learning Chart (KWL)
What I already know about
syllabics (K)

36

What I want to learn about
syllabics (W)

What I learned about
syllabics (L)
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Matching Pieces of History
History Puzzle Piece 1 – Early Greenlandic Writing
(Based on “Writing In Inuktitut” by Ken Harper, Inuktitut Magazine, September 1983)
I am Greenland. Many Lutheran and Moravian missionaries made me their home. On
my ground were the earliest attempts to produce a written form of Inuktitut. In 1766,
Lutheran ministers translated the New Testament into Inuktitut using Roman
orthography. In 1794, another translation of the New Testament was made using
Roman orthography. And again in 1822, a Moravian missionary named Samuel
Kleinschmidt produced a third translation. The missionaries were not producing
Inuktitut material for the Inuit, but rather to help the European people who were
working among the Inuit. By 1871, Kleinschmidt had developed a standard form of
writing Greenlandic using Roman orthography.
Picture Puzzle Piece #1 8
1. Is your puzzle piece a place?
2. Is this the place where the earliest
attempts were made to write Inuktitut
using Roman orthography?
3. Were the first missionaries here
Lutherans?
4. Were there three translations of the New
Testament made here?
5. Was a man by the name of Samuel
Kleinschmidt responsible for the
standard form of Roman orthography?
6. Is the time frame 1766 to the early
1800s?
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History Puzzle Piece 2 – Greenland to Labrador
(Based on “Writing In Inuktitut” by Ken Harper, Inuktitut Magazine, September 1983)
They call me Labrador. Moravian missionaries who spent time in Greenland came to
live on my land. The connection between Greenland and me is this – in Greenland a
missionary by the name of Samuel Kleinschmidt developed a standard form of
Roman orthography that he used to write Inuktitut. The missionaries who came from
Greenland to me came BEFORE Kleinschmidt produced this standard form of
Roman orthography. The missionaries found few differences between the
Greenlandic and Inuit dialects of Labrador and so they simply used the system they
knew to write religious material in Inuktitut. What the Moravian missionaries brought
was an early form of the Roman orthography used in Greenland. Today both myself,
Labrador, and Greenland use Roman orthography to write Inuktitut. But, how we
spell words is different. Today we think our language is very important and we do
not want our orthography to look like Greenland’s.
Picture Puzzle Piece #2 9

1. Is your puzzle piece a place?
2. Did missionaries come to this
place?
3. Were these missionaries
Moravian who had lived in
Greenland?
4. Did these missionaries use
Roman orthography to write
religious material in Inuktitut?
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History Puzzle Piece 3 – Alaskan Picture Writing
(Based on “Writing In Inuktitut” by Ken Harper, Inuktitut Magazine, September 1983)
I am Alaska and my claim to fame is that I am the only place where Inuit attempted to
create their own system of writing. A man by the name of Uyaqoq from Kuskokwim
River, also know as Helper Neck, created a system of picture-writing. He came by his
name honestly as he was a helper at a Moravian mission station in the 1900s. Two
different systems of picture writing developed in other parts of my land. In northern
Alaska, Edna Kenick wrote 49 passages from the Bible using picture writing. By the
way, I hope you will get a chance to see them; they are beautiful. In northern Alaska, a
mother-daughter team created a system of picture-writing that was very different from
Uyaqoq’s. All the picture writings from Alaska were developed to be memory aids in
helping to preach from the Bible; they were not meant to teach Inuit to read or write.
Today the people in my land do not write with pictures. They now use the Roman
alphabet.
Picture Puzzle Piece #3 10

1. Is your puzzle piece a place?
2. Did missionaries come to this place?
3. Did The Inuit develop their own writing using pictures?
4. Were the missionaries who came Moravians who had lived in Greenland?
5. Did these missionaries use Roman orthography to write Inuktitut?
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History Puzzle Piece 4 – The Origins of Inuktitut Syllabics
(Based on “Writing In Inuktitut” by Ken Harper, Inuktitut Magazine, September 1983)
My name is Reverend James Evan. I came from England to Norway House in the
1800s. I managed to learn Ojibway here. I tried to write the language with the
alphabet, but their language had sounds that are different from English and I could not
get the alphabet to make the different sounds.
I had seen a writing system that used symbols instead of letters. I decided to give it a
try using nine symbols in different positions for different sounds. It was possible – the
language could be written. Very exciting! The mission group that I worked for told me
that I was not allowed to use what I had discovered. Sadly, I had to put my work away.
But, almost 20 years later, I learned the Cree language and I went back to the syllabic
system I had devised for the Ojibway. I made some changes to fit the Cree language
and ta-da…it worked. Imagine my excitement when I saw the Cree could learn to read
and write using this system in just a few hours. Using syllabics, they could read and
write all the religious material I made. The system spread. Soon one would walk
through the forest and find messages on tree trunks left with the darkened end of a
burnt stick. They gave me the name, “the man who made birch bark talk.”
Picture Puzzle Piece 4 11
1. Is your puzzle piece a person?
2. Did this person create a system
of syllabics used with the native
people?
3. Did this man work in Norway
house?
4. Is the time frame the 1800s?
5. Did this man have the nickname,
“the man who made birch bark
talk?”
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History Puzzle Piece 5 – Syllabics and Inuktitut
(Based on “Writing In Inuktitut” by Ken Harper, Inuktitut Magazine, September 1983)
Hello, my name is John Hordon. Let me tell you about my friend E.A Watson and our
work. We are missionaries from England who found ourselves in the Dioscese of
Moosonee. Although we worked mostly with Indians we did spend a bit of time with
the Inuit. In the 1850s we introduced Inuktitut material using the system of syllabics
that had already been developed for the Cree. Soon we realized that changes needed
to be made to suit Inuktitut. We tried the idea of finals. With this modification it seemed
we had hit jackpot. Interestingly, I hear this method of representing final consonants
and vowel length is still used today.

Picture Puzzle Piece 5 12

1. Is your puzzle piece a person?
2. Was he a person?
3. Did he work with a friend?
4. Did they write material using syllabics?
5. Did they introduce finals?
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History Puzzle Piece 6—The Spread of Syllabics
(Based on “Writing In Inuktitut” by Ken Harper, Inuktitut Magazine, September 1983)
Edmund Peck is my name. Actually I preferred to be called Uqammak, which means
“the one who speaks well.” I gained that name for myself after years of studying
Inuktitut. Born in England, I had English as my first language and so I had to work
hard to learn Inuktitut, but after seven years at six hours a day, I finally mastered
Inuktitut.
Let me backtrack a bit. In 1876, I was called to minister in Little Whale River. Here I
worked with both Inuit and First Nations people. My job was to translate Biblical
material into Inuktitut using syllabic script. I was to encourage the use of syllabics and
teach reading and writing to the Inuit. In my mission at Little Whale River, I found the
Inuit eager to learn and I was very successful in teaching the people to read and write
using syllabic characters. I started sending copies of biblical translations and religious
material with expeditions, traders, and Inuit travellers, so the system of syllabics
spread surprisingly quickly. The system was easy to learn, Inuit taught Inuit, European
people taught European people, and the gospel spread like wild fire.
Puzzle Piece 6 13

1. Is your puzzle piece a person?
2. Was he a missionary?
3. Did he write material using syllabics?
4. Did he study Inuktitut for years and
work hard to master the language?
5. Was his nickname, Uqammak, which
means “the one who speaks well?”
6. As a result of his work did the system
of syllabics spread?
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Time Line Pictures 14

Samuel Kleinschmidt
Alaskan Picture Writing

First Nations People with James Evans Reading
Syllabics on Bark

Cree Syllabic Characters
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Unit 4: Purposes of Writing
Learning Competency
Students will identify the use of writing in various local occupations by:
• conducting interviews and preparing brief written texts on their findings using
various technologies.
Language Development
Essential Skill Indicators: an observable capability that demonstrates the skill
level assigned to complete a specific task
Materials
(optional) Video/sound recorder
Access to computers to transcribe interviews, prepare report for the class, and
compose formal thank-you cards
Background
Inuit Value
Inunnguigniq – continually planning/preparing for a better future – Inuit have a
strong focus on continual improvement. Learning and developing was directed
at preparing for the future. The ability to improve on something and make life
easier for those around you as a result, was considered a worthy achievement.
There are many people in our lives for whom we are thankful. Our families,
school and community are richer because of the diversity that various people
bring. Different skills, abilities, likes, dislikes and personalities add color to our
lives. They also bring and make different resources available to us. We need
people to sort mail, volunteer at the radio station, deliver water, take care of
children, sell groceries, coach sports and help us when we are sick.
Opener – Appreciating Others 15
Pass out the Appreciating Others worksheet to the students. Ask each student
to fill in the boxes with positive statements for the individuals in the
corresponding boxes. Have each student turn to a friend and share these
ideas.
To help the students think of ways to frame the appreciations, write the
following sentence forms for the students to refer to when completing the
worksheet.
__________, I liked it when you….
__________, I appreciate it when….
__________, I’m glad you….
__________, thanks for….

44

Uqausiliriniq: Communications 10, Module 2: Essential Writing

Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: write brief text intended to serve a variety of purposes (Students
are not only writing to inform but to express opinions.)
• Style and Structure: standard spelling and grammar expected
• Style and Structure: writing sets a tone which is appropriate for the occasion (students
asked to be positive and appreciative in tone)

Connector – Interconnectedness
Have the students work in small groups using available media to create a
visual that conveys the idea of interconnectedness. This may be a mosaic,
poster, banner, created symbol, or image. Students may want to display these
through a local venue such as the Health Centre, the store, or the community
hall. Note that if students create these visuals using the computer, the following
task analysis applies.
Essential Skill addressed: (if they create visuals using computers)
Computer Use Level 1 – all indicators met
Computer Use Level 2 – all indicators met
Computer Use Level 3 – all indicators met specifically addresses:
• uses range of software (graphic software)

Activity – Interviews
Prior to beginning the Activity, create a list of jobs that are in your community
using the list developed in Module 1. Make sure to include a wide variety of
different jobs and volunteer positions. Write each job on a separate sheet of
paper. Post the sheets around the room.
Provide each student with a post-it note. Ask the students to write their name
on the post-it note. Then they are to quietly look around the room and read the
various jobs highlighted on the sheets of paper. Instruct the students to place
their post-it note on a job that they would like to learn more about, but no more
than two post-it notes per job. The names on each sheet designate the pairs
for the Activity.
Inform the students that they will be conducting interviews. Have them identify
a contact person suitable to interview for each of the jobs selected. They will
need to arrange a time and a date to visit the work sites for the interview.
Provide the students with the Interview Guide at the end of this unit. Each pair
should decide how they will conduct the interview. Will one person ask the
questions and the other record the responses? Will they alternate who asks the
questions and who records the responses? Provide video/sound recorders as
an option for students to document their interview for later transcription.
Have the students conduct the interviews.
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When the students return to the class, they are to make a table using Essential
Skills Writing Indicators. The table should include the kind of writing their
interviewee does on the job and evaluate what level of Essential Skills they
think this writing is at. They should record this information on the interview
sheet. You may want to review the Essential Skills Indicators. Gather the class,
have each pair share their table and briefly state which job they investigated,
the level of writing required, and job-specific examples of writing at that
designated level.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected
• Content: routine with little variation form one instance to the next (some interpretation
needed)

Reflections
Content – Explain the Essential Skills levels in your own words.
Collaborative – How do you think showing appreciation affects the ability of a
group to work together?
Personal – How do you feel when people let you know that they appreciate
what you do? How easy or how difficult is it for you to let others know you
appreciate what they do? How do you usually show your appreciation?
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings and opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided.)
• Content: content of writing routine with little variation from one instance to the next
(This is an activity that is present in every Unit and follows the same format.)
• Content: writing requires making simple inferences
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Follow-Up – Thank-You Cards
Provide the students with card stock, markers, stamps and inkpads (if
available) or have them compose the cards on the computer. Have the pairs
make thank-you cards for the person they interviewed. If the person they
interviewed had a supervisor, that person should receive a thank-you note as
well. Brainstorm with the class what should appear on the card and what
language should be used, for example
• what makes an appropriate opening: “Dear_________”
• at least three sentences in thanks that refer directly to the interview such
as: We learned… It was interesting to hear about…Thanks for telling us
about…
• a closing: “Sincerely… Yours truly…
Discuss appropriate decorations for the card. Remind the students that they
interviewed a person in their place of work for a school assignment and that
their card should look professional. If you have access to letter heads from
various businesses in town these would be a helpful visual reference. Discuss
that professionals usually use simple graphics that do not detract from the
message being sent.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Writing Level 2 task
• Length and Purpose: writing a brief text that is a paragraph or longer intended to serve
a variety of purposes (students writing to show appreciation.)
• Style and Structure: writing with a more formal style for an audience other than
familiars.
• Style and Structure: writing sets a tone which is appropriate for the occasion
(respectful and professional)
• Style and Structure: standard spelling and grammar expected.
• Style and Structure: writing tasks for which templates or models exist
• Content: content of writing routine with little variation from one instance to the next

Classroom Reinforcement
Create a bulletin board titled “Writing in the Workplace” or some other
appropriate title. Hand each of the students an index card. Have each student
think of one example from their interview of writing in the workplace. Have
them jot this on the index card. Collect the index cards and randomly distribute
them to the class. Have each student record the level of the writing task they
observed on the corner of the index card in pencil. Collect the cards. Read
each card and the writing level assigned. Have the class reach consensus
about the rating level. Post the index cards around the bulletin board.
Display the Essential Skills Writing Indicators created in the Content portion of
the Reflections.
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Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some Elements of Writing Level 2 Task addressed:
• Style and Structure: Standard spelling and grammar expected

Accommodating Diversity
If your students will be making the calls to arrange their interviews, you should
provide them with the following expectations:
• Identify yourself
• Ask to speak to the person you would like to interview or their supervisor
• Tell them why you are calling
• Ask if they are willing to be interviewed or allow their employee to be
interviewed
• Set a time and place for the interview
• Ask if they have any questions
• Thank them and say goodbye
You may want to have the pairs practice with each other before making the
actual call.
Students can make the thank you cards by hand or on the computer.
Essential Skills addressed in this Activity: (if done on computer)
Computer Use Level 2 Task:
• Tasks which require the use of several simple software features

Assessment
Student Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms.
Select one item for their portfolio. Complete a Student Portfolio Assessment
and include it in their portfolio with the item they selected. Sign up and prepare
for a conference.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Teacher – Observe students and provide feedback on their interview, writing
and computer use skills. Look for evidence for the tracking forms in Appendix
C. Prepare for student conferences during or after Unit 5.
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Appreciating Others
self

best friend

parent

classmate
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Interview Guide
Date: ___________________
Team Members: _______________________________________________________
Name of the person you interviewed: ______________________
1. What type of work do you do?

2. Tell us about the best part of your job? (What is it and what do you enjoy about it?)

3. Tell us about the hardest part of your job? (What is it and what makes it difficult?)

4. What language do you prefer to write in, English or Inuktitut?

5. How often do you need to record or write anything down for your work?

6. What kinds of things do you write?

7. Who reads what you write or record?

8. What other skills do you need to complete your work successfully?

9. Additional Information:
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Unit 5: Qualities of Good Writing
Learning Competency
Students will demonstrate proficiency in the mechanics of good writing by:
• analyzing, evaluating and rewriting a variety of writing samples.
Language Development
HRSDC: Human Resources and Skills Development Canada
Materials
Access to computers
Background
Discuss that the missionaries had a reason for wanting to write Inuktitut. They
were accustomed to print and needed something to refer to when speaking
from the Bible. Imagine a minister reading the Bible quietly, making the
translation in his mind and then speaking to the people; this was slow and
laborious. Having a Biblical translation made it easier for them to share their
religious ideas and Biblical texts. Written Inuktitut also made it easier to teach
other European people how to speak Inuktitut. In time syllabics made it
possible for Inuit to read for themselves.
Today, Inuit in Nunavut write Inuktitut with syllabics and they write Inuinnaqtun
and English with the Roman alphabet. The government’s mandate,
Pinasuaqtavut 16, states that bilingualism is a goal for all Nunavummiut. Discuss
that government workers are expected to speak both English and an Inuit
language, and that any printed government document is to be provided in all
four official languages. This unit will help students identify ways to make their
writing in English clear and understandable.
Inuit Principle: Pilimmaksarniq (learning new skills through practice)
In this unit, students will be discussing and reviewing the mechanics of English.
You may identify topics where your students would benefit from mini-lessons.
Opener – Uses of Writing
Ask the students to take a moment and think about the ways they use writing
on a day-to-day basis. At school? At home? At work? Help spark the students’
thinking by sharing how you use writing (day planners, emails, lists, texting)
Have them share with a partner the ways they use writing.
Connector – Checking the Essential Skills
Have the students work with a partner. Ask each student to think of at least two
occupations that they would be interested in learning more about. Refer back
to and review the Essential Skill Writing Indicators that you displayed and
discussed at the start of module. Inform the students that there is a web site
where they can find out what level of writing tasks various occupations require.

Uqausiliriniq: Communications 10, Module 2: Essential Writing

51

Have the pair investigate occupations on the Ontario Skills Passport website,
http://skills.edu.gov.on.ca/OSPWeb/jsp/en/NOCListing.jsp?sort=D, click on
Sample Workplace Tasks to find what kinds of Essential Skills are required in
the various occupations. Next click on Writing to find out what kind of writing
tasks are involved in the occupation. Students should complete the
investigation guide provided at the end of the unit for each occupation they
research. They are asked to provide information on both writing and computer
use skills.
Have each pair join another four pairs to make groups with eight students per
group. Have each pair present their occupations and findings to their group.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected
Computer Use Level 2 task – All indicators addressed
• Simple software features (Use the internet to find and navigate a specific website to
find specific information.)

Activity – Writing with the Reader in Mind
Discuss that an important part of writing is ensuring that the way we record the
information does not make it hard to understand the information we are trying
to communicate. There are certain things to keep in mind when we want to
pass information to other people through writing.
Write the following questions on the board:
1. Is the writing readable?
2. Is spelling and punctuation correct?
3. Does the writing clearly pass on information?
4. Is the writing in an order that helps the reader understand the
information?
5. Anything else students can think of.
Using one of the writing samples, model for the students how to evaluate the
writing using the questions above as a guide.
Distribute the samples of writing provided at the end of the unit. Have the
students use the Writing Checklist to evaluate the writing samples. There are
blank spaces for students to add their own criteria (see #5 above).
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Essential Skills addressed in this Activity:
Writing Level 1 task (only if students add their own criteria)
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters

Reflections
Content – What things help make written material easy to read and
understand? How will these skills help you in the future?
Collaborative – Do you think that writing out instructions or information is
easier or more difficult that speaking this information? Why is it important to
have both skills? Think of four examples in your daily life where you use writing
to convey information to others.
Personal – Which of jobs you researched on-line or heard about from other
group members interested you most? What about the occupation did you find
interesting? What level of writing was required for this occupation? How have
you demonstrated writing at this level? List at least three examples. If you were
not writing at this level, list three examples that would demonstrate this level of
writing.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided.)
• Content: content of writing routine with little variation from one instance to the next.
(This is an activity that is present in every Unit and follows the same format.)
• Content: writing requires making simple inferences

Follow-Up – Rewriting
Ask the students to select at least two of the writing samples provided at the
end of the unit. Have the students work in pairs to re-work the writing samples
on the computer. Instruct the students that they should ensure all the
requirements for clear writing are demonstrated in their re-writes. Then have
pairs print off their edited samples and exchange them with another pair to
evaluate each other’s work, using the same set of criteria they used to evaluate
the writing samples earlier in the Activity.
• How readable is the work?
• Is the spelling and punctuation correct?
• Does the writing clearly pass on information?
• Is the writing in an order that helps the reader understand the
information?

Uqausiliriniq: Communications 10, Module 2: Essential Writing

53

Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected
• Style and Structure: writing tasks for which templates or models exist
• Writing requires making simple inferences
Activity: Computer Use Level 2 task
• Task requires the use of several simple software features (Use word processing
software to write and print rewrites)

Classroom Reinforcement
Post up a banner that states something like, “Examples of Good Writing” and
display the students’ re-writes.
Have the students work in groups to create a poster for each of the areas to
keep in mind when assessing their own writing (readability, spelling,
punctuation). As a reminder, keep these displayed throughout the module.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Style and Structure: writing with more formal style
• Style and Structure: standard spelling and grammar expected
• Style and Structure: writing tasks for which templates or models exist
• Content: content of writing is routine with little variation from one instance to the next.

Accommodating Diversity
Sometimes students have a difficult time envisioning all the possibilities the
future holds. If you think this might be the case with your students, consult the
Ontario Skills Passport website prior to doing the Connector to get a list of
occupations you think would interest the students. Record these on a large
sheet of paper and display to spark student interest and ideas. Note that
professional occupations such as those related to teaching, medicine and law
are not yet included in the Essential Skills Profiles.
For the Activity, you may want to model evaluating with more than just one
writing sample.
Although it is suggested that this Activity be done independently you may want
to pair students together if this will facilitate success with the task.
You know best the types of errors that are most frequent in your students’
writing. It might be more useful for you to compose your own writing samples.
These could then lead to mini-lessons on usage. Another approach would be
to have the students write their own error-filled sentences in groups, photocopy
and distribute for other groups to try.
You may want to ask the students to try and use visual cues as opposed to
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words to convey the information on the poster created in the Classroom
Reinforcements.
Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms.
Select one item for their portfolio. Complete a Student Portfolio Assessment
and include it in their portfolio with the item they selected.
Essential Skills addressed in this Activity:
Writing Level 1 Task
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Teacher – Hold student conferences using the template from Appendix B.
Complete the tracking forms. Note follow-up needed by individuals and by the
whole class in regards to either Writing or Computer Use.
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Investigation Guide
Names: ___________________________________________________
Date: _____________________________
Occupation: ______________________________________

1. List the most important Essential Skills for this occupation.

2. List three of the writing tasks you need to be able to do in this occupation. What is the
writing level of each of these tasks?
a)
b)
c)

3. List three tasks related to computer use that you need to be able to do. What is the
level of each of these tasks?
a)
b)
c)

4. Which occupations would you like to know more about that are not listed?
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Writing Samples
Writing Sample #1 – a note left at George’s house

Writing Sample #2 – an ad posted on a bulletin board

JOB OPENING
Needed – call 555-5454.
someone to help me at home. call when you can
Or after 6 on weekends. could give you a ride if
you need one. the work would be washin dishes,
sweepin floors, and doin londry.
Writing Sample #3 – a message left by an employee for the manager at the hotel
restaurant

Susan
I tryed to call you but I dont remember you phone number? The oil in the
french fry maker is very durty. Hope what I done was ok. See you nex week.
Anna
Writing Sample #4 – a letter to the editor
To the Editor:
We would like to thank everyone who helped out with this years community clean up.
Even some visitors from ottawa turned out to help. We are proud of all the volunteers who
showed up and worked with us. Everyone did a great job and the community looks much
better now? Here is a good example of Inuit Qaujimajatuqangit principals in action!
The Clean-Up committee
Mikitumi , NU
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Writing Sample #5
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Writing Sample #6
USE OF THE COMMUNITY HALL
All groups and organizations using the Community Hall must obey the following
rules:
1. All children under the age of Five year must be supervised by an adult.
2. No alcohol is permited on the premises.
3. No one under the Influence of drugs or alcohol are allowed to enter the
Hall.
4. Fighting is not permited, anyone caught fighting will have to leave.
5. When you leave the Hall, it must be in the same condition as you found it
when you entered. Cleaning supplys are available if necesary.
Should you have any problems while you are renting the Hall, please contact the
Manager at 667-2584.

Writing Sample #7 – information found on the Internet
We can’t deny the power of Microsoft Word rich features but every program
has their own purpose! Some of the task that is difficult to perform in Word
can be achieve easily using Excel and vice versa. So…
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Corrections
Writing Sample #1 – a note left at George’s house
Hi George! Here is the movie you lent me last week. I would like to take Godzilla for
tomorrow night. Call me when you get home. I should be done work by 7. Maybe I
could come by later to pick up the movie.
Thanks, Natalie.
Writing Sample #2 – an ad posted on a bulletin board
JOB OPENING
Needed – call 555-5454.
Someone to help me at home. Call when you can or after 6 on weekends. Could
give you a ride if you need one. The work would be washing dishes, sweeping
floors, and doing laundry.

Writing Sample #3 – a message left by an employee for the manager at the hotel
restaurant
Susan,
I tried to call you, but I don’t remember your phone number. The oil in the French fry
maker is very dirty. Hope what I did was OK. See you next week. Anna
Writing Sample #4 – a letter to the editor
To the Editor:
We would like to thank everyone who helped out with this year’s community
clean-up. Even some visitors from Ottawa turned out to help. We are proud of all
the volunteers who showed up and worked with us. Everyone did a great job and
the community looks much better now. Here is a good example of Inuit
Qaujimajatuqangit principles in action!
The Clean-Up committee
Mikitumi, NU

Writing Sample #5
Fill in elections form appropriately.
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Writing Sample #6

USE OF THE COMMUNITY HALL
All groups and organizations using the Community Hall must obey the following
rules:
6. All children under the age of five years must be supervised by an adult.
7. No alcohol is permitted on the premises.
8. No one under the influence of drugs or alcohol is allowed to enter the Hall.
9. Fighting is not permitted. Anyone caught fighting will have to leave.
10. When you leave the Hall, it must be in the same condition as you found it
when you entered. Cleaning supplies are available if necessary.
Should you have any problems while you are renting the Hall, please contact the
Manager at 667-2584.

Writing Sample #7
We can’t deny the power of Microsoft Word’s rich features, but every program has its
own purpose! Some of the tasks that are difficult to perform in Word can be achieved
easily using Excel and vice versa. So…
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Writing Evaluation Checklist
Writing
Sample #___

not at all
√

seldom
√

mostly
√

always
√

Is the writing readable?
Are the spelling and punctuation correct?
Does it make sense?
Is the writing in order?
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Unit 6: Writing to Organize and Record Information
Learning Competency
Students will write to organize and record information by:
• creating a task step-by step checklist of assignments, events and activities
using an electronic day planner.
Language Development
checklist: an itemized record for reference
day planner: a day-by-day calendar that has space to record information and
events
Materials
Students will need access to computers to explore day planners on Outlook or
the internet.
Make photocopies of a one-month day planner for every student.
Paper clips
Background
Prior to beginning the unit, collect copies of lesson plans and personal day
planners. There are many downloadable planners available online. You will
want both the blank forms and the used sheets. If you choose to download
from the web you will need to fill out a fictitious day as well as keep a blank
copy for reference. Aim for a large variety of recording styles and formats for
both lesson plans and day-planners.
Inuit Value
Inunnguigniq – continually planning/preparing for a better future – Inuit have a
strong focus on continual improvement. Learning and developing was directed
at preparing for the future. The ability to improve on something and make life
easier for those around you as a result, was considered a worthy achievement.
Opener – Accomplishments to Come
Divide the class into groups of 8 to10 students. Provide each group with a
stack of paper clips, enough for each student. Ask the students to think of one
thing they are hoping to accomplish during the day. Ask the students to share
this goal for the day with the group. When they do they are to take a paper clip
from the centre. Repeat with weekly goals and then monthly goals.
[The purpose of the paper clips is to illustrate that everyone in the group has a
part to play and the clips help students see which students tend to speak up
often and ensures that those who are usually quiet are given time and
encouragement to participate.]
Connector – A Day in Boxes
Ask the students to get a piece of paper and a pencil. Instruct them to fold the
paper in thirds vertically and then in half from side to side. This will create six
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boxes on the sheet of paper. Have them title the sheet, “My Life in a Box.”
Inform the students that they are going to create a visual for a typical school
day. You will provide prompts; their job is to record pictures, words, symbols,
or a combination in each box in response to your prompting.
Instruct students to quietly think about a typical school day.
Questions to guide the Connector:
Box 1 – How does your day start? What things do you need to do to get
ready for school? What do you need to take with you to school? When
classes begin what do you need to have in place?
Box 2- When you arrive at school, what do you do? Where do you go? What
do you need for your classes that morning?
Box 3 – How do you keep track of assignments and expectations in classes?
How do you know what is due when? How do you keep track of long-range
assignments?
Box 4 – What do you do at the end of the school day? What do you take
home from school? What do you leave?
Box 5 – What do you do after school? Where do you go? Do you have a
job? What jobs or expectations are there for you at home?
Box 6 – Who else has expectations of you? What are they? Friends? Other
family members? Extracurricular activities? Volunteer work?
Have the students form groups of three or four and take turns walking each
other through their days using the responses in the boxes as a guide.
Discuss use and purpose of a checklist:
• to break jobs down;
• to set out expectations clearly; and
• to give a sense of accomplishment when tasks are large; each step
contributes to the whole.
Tell the students they are going to create a sub plan for their life – just in case
someone has to live it for a day. Using the My Life in a Box information, have
the students create a list of things they do in a day. Ask student to try and have
only one idea or task per sentence or item. Have the students number the list
in order from most to least important. Then have them re-write the list creating
a final checklist.
What other sorts of information could you use a checklist for?
Choose a task on the list or a project at school and create a checklist for one
specific task. Think about the task in terms of what needs to happen first,
second and so on. Make sure each step is concrete and attainable.
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Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform or organize
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Activity – Day Planners
Collect copies of lesson plans and personal day planners. You will want both the
blank forms and the used sheet. Aim for a large variety of recording styles and
day planner formats. Two are provided at the end of this unit.
Discuss that we all have various tasks, jobs, assignments, and expectations
required of us. Talk about how as a teacher you need to know how each day is
structured, how much time things are going to take and what activities are going
to be a part of the day. Distribute the copies of lesson plans, read/skim through
them and discuss that one tool teachers use to reach the goals of their
occupation is a lesson plan.
Talk about the various ways you and the students organize your personal lives.
Keeping a calendar with important dates, notes to oneself, just knowing in our
heads that regular events happen on certain days, asking others to give us a
reminder. Discuss that as they get older they will have an increasing number of
responsibilities. Successful people know what they need to do and how they are
going to accomplish the tasks of the day; they have a plan. Inform the students
that today they are going to practice using a tool called a day-timer. Discuss that
the value of a day timer is not just that it is a record of what you need to do, but
also having to record activities in a sequential way helps us plan how to
complete the tasks around the activity or leading up to the activity.
Hand out copies of the day planners. Read through and ask the students to
name the ways that the planner aids in organization.
• They record what activities are happening when.
• They note what things need to be done at what time.
• They keep track of appointments.
• They note personal items.
Create three columns on a piece of poster paper or the white board: 1 = daily
plans, 2 = weekly plans, 3 = yearly plans. As a class brainstorm a list of possible
activities for each column. While you do this, discuss the various ways that
personal planners help to organize days, weeks, and even the year.
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Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed (filling-in day timer)
• Length and Purpose: less than a paragraph long intended to inform or organize
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters

Reflections
Content – What important skills did you learn in this unit? How will you use
these skills in future?
Collaborative – Inuit have always spoken of preparing for the future. They did
not have to keep day planners or have checklists to know when things needed to
be done. What other kinds of strategies did they use to ensure tasks were
completed? What were the markers that helped remind them of expectations?
Personal – How good are you at remembering and organizing tasks and
expectations? Have you ever had the experience where you have been very late
or missed an event simply because you forgot? Write about the experience. If
you have not, ask a parent or friend the same question and write about their
experience.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided)
• Content: content of writing routine with little variation from one instance to the next.
(This is an activity that is present in every Unit and follows the same format.)
• Writing requires making simple inferences.

Follow-Up – Using a Day Planner
Have several samples of day planners; weekly templates are available on
Microsoft Outlook. Two samples are provided at the end of this unit. Allow
students to choose their favorite layout or create their own. Agree on one dayplanner for a month; photocopy it so that each student has a copy. Discuss the
use and purpose of day planners. Inform students that in a month they are to
submit the completed day planner and at least three checklists created to
complete a task or assignment. Review the kinds of information to include. Time
and place are key in keeping a day planner. Entries are short notes, not
necessarily complete sentences; they provide reminders of what is happening.
What assignments do you have due? When will you start working on them? You
might have entries for extracurricular events, appointment times and places, gettogethers, birthdays, jobs around the house, phone calls you need to make, work
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expectations, or community events.
Discuss that day planners can act as a record of things that happen, sort of like
a journal where they may write events on the calendar as they are happening or
after the event as a record. Uncle Joe showed up with a present. It was a storm
day and school was cancelled.
Have the students keep a day planner for a month.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
Computer Use Level 1 – all indicators addressed (using electronic planner)
Computer Use Level 2 – all indicators addressed – specifically addresses:
• Use software for a limited number of functions making use of existing standard formats

Classroom Reinforcement
Post the copies of day planners used as a master for the Follow Up. Ask the
students to work with a partner on the computer to create a day planner format
that they think would be usable and visually appealing. Post the created dayplanner formats up for the class to view. Students may want to choose from
these for the Follow-Up Activity.
Essential Skills addressed in this Activity:
Activity: Computer Use Level 2 task
• task requires the use of several simple software features (Use word processing and clip
art to create a day planner format.)

Accommodating Diversity
If students have trouble coming up with topics for checklists, suggest a list for
getting ready to go out on the land by skidoo, by Honda, or by boat.
You may want to have check-in points during the month of keeping the day
planners. Have students share their entries to date with a partner or in a small
group. Another way to ensure the planners are being used is to provide time
during the class for students to update them.
Have interested students check out the calendar feature on Microsoft Outlook to
create an electronic day planner. Some students may also have smart phones
with planners.
Essential Skills addressed in this Activity:
Computer Use Level 2 task
• task requires the use of several simple software features (use MS Outlook to create an
electronic day planner)
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Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms.
Select one item for their portfolio. Complete a Student Portfolio Assessment and
include it in their portfolio with the item they selected.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: Standard spelling and grammar expected

Teacher – Observe and provide feedback on Writing and Computer Use skills
as well as on their daytimers. Complete the tracking forms.
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Sample Day Planner #1
Monday

Notes:

Tuesday

Notes:

Wednesday

Notes:

Thursday

Notes:

Friday

Notes:

Saturday

Notes:

Sunday

Notes:
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Sample Day Planner #2
Month: __________________________
Day
Monday

Home

School

Work

Other

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Notes for this month:

70

Uqausiliriniq: Communications 10, Module 2: Essential Writing

Unit 7: Writing to Share Information
Students will write to convey clear information by:
• recording proper telephone messages
• creating effective bulletins
• composing formal thank you notes
• sharing feedback with peers.
Language Development – Community Agreements
Community Agreements are borrowed from Tribes by Jeanne Gibbs. The
Community Agreements are: we practise respect, we listen attentively, we have
the right to participate and the right to pass, and we show appreciation and avoid
put-downs.
Materials
Access to computers
Background
Prior to beginning, you will need to create a list of relevant topics that elicit a
personal opinion. This list will be used for Paraphrasing Passports in the Opener.
Possible topics to consider:
•
•
•
•

community concerns
school issues
Nunavut topics
news items

The local newspaper would provide information you could use for the Opener.
Inuit Qaujimajatuqangit Principle
Tunnganarniq – fostering a good spirit by being open, welcoming and inclusive;
shows the importance that Inuit place on being people friendly, welcoming, and
accepting. Removing language and cultural barriers is important in welcoming
people.
Opener – Paraphrasing Passports
Gather the class in a circle and review the Tribes agreements:
•
•
•
•

we practise respect
we listen attentively
we have the right to participate and the right to pass
we show appreciation and avoid put-downs

Have the students form groups of six. Tell the students they will be playing
“paraphrasing passports”. 17 Tell them you are going to pose a question and they
are to take a minute to think of a short response. Ask for a volunteer in the group
to share their response. Then ask for another volunteer to paraphrase the
response just given. The group then decides if the paraphrase was an accurate
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retelling or not. If the group did not think the paraphrase accurate, they must help
him or her frame the retell correctly. Then the ‘paraphraser’ may give her or his
response to the same question. Another group member continues the game by
rephrasing the response to the question and so on. Change the question every two
or three students. Continue until all the students who would like an opportunity to
respond have done so.
Students should frame their responses in an I statements such as, I think … , I feel
…, I am concerned …
1. QUESTION: How do you feel about all the new mines opening in the north?
2. STUDENT RESPONSE: I think that mining in the north will provide good
jobs for us.
3. PARAPHRASE
After the Opener, debrief with the following questions:
When is it difficult to paraphrase what someone has said?
When is it easy to paraphrase what someone has said?
What did you learn about listening from this Opener?
Why is listening an important social skill?
Connector – Recording a Message Properly
Pose the question: How is information shared in your community? (radio, phone,
emails, bulletin board, word of mouth, CB.) Review the brainstormed list from the
Opener in Unit 1. Discuss that we need to convey information to each other on a
regular basis and we need to do this in such a way that the information is clear and
easy to access for those who will hear or read the information at a later date. Tell
the students that in this unit they will learn and practise taking messages, writing
bulletins, and writing thank-you notes.
Ask another teacher to role-play leaving several phone messages. They should
use a variety of message-“leaving” styles.
• the fast talker
• the mumbler
• the too many unimportant extra events or details
• the quiet talker
• the loud talker
• the meaningless message leaver (forgot the important details)
You may want to use the message role-playing cards found at the end of the unit
for ideas. The message cards are meant to be a scaffold for a much more detailed
message. Inform the class that the messages being relayed are not for them;
rather their job is to write the message down and pass it along. Ask the class to
decide what information would be important to record and write these ideas on a
sheet of chart paper. As the messages are conveyed, continue to add to this list of
Important to Record pointers.
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Add any of the following to the list that the class may have missed:
Who was the message for?
Who called?
When was the message left? Time and date.
What was the message? All important details.
Does the call need to be returned?
Post this information in a visual spot in the classroom.
Have the students find a partner. Distribute the message cards to each pair.
Instruct the class to take turns being the message leaver and the message
recorder. Remind the students that when they role-play using the cards, they will
need to add the relevant details. When they are recording the message they
should make sure that their message includes all the important details they have
listed above.
Have students develop a message template on the computer and print off five
copies. (Use the cut and paste feature to have as many copies on one page as
possible.) Students will give the five copies of their template to five classmates.
Each student is to choose five of the message cards and fill in five different
message templates. When they are finished, they should share their templates
with a partner then post four and store one in their portfolio.
Conclude the Connector with a discussion of good practices for leaving
appropriate and useful voice mail messages.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected
Computer Use Level 2 Task
• task requires the use of several simple software features (use of word processor to create
message template and use cut, paste and print functions)

Activity – Bulletin Writing
Discuss that another way that information is passed in their community is through
bulletins posted throughout the community. Inform the students they are going on a
tour of the bulletin boards in town. Brainstorm a list of places that have bulletin
boards. Have the students form pairs for the Activity. Give each pair a copy of the
To Look For sheet found at the end of this unit. Ask them to take the sheet and a
pencil along on the tour. They will need to tour at least two bulletin boards. Gather
the class and have each group share their findings. As a class, develop criteria for
an effective public bulletin, such as the following:
• Post at eye level.
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•
•
•
•
•

Include at least one item that ‘catches the eye'. That might be interesting
colors, an illustration, interesting arrangement of material.
Keep sentences short. Remember, point form is fine.
Place each idea in a different sentence.
Stick to one item per bulletin.
Get rid of unnecessary information.

Then have each pair solicit a business or community member and volunteer to
create a bulletin advertising whatever the individual or company requests. Possible
suggestions could include things like help wanted, lost items, wanting to purchase,
items for sale, community events such as concerts, dances, bake sales or town
Council meeting to discuss relevant community issues. They should inform the
person they that they are investigating what makes a good bulletin and have done a
brief study and would like to put into practice what they have learned.
Students should gather all the relevant information to be contained in the bulletin
from the individual. They should create an interview question sheet to gather
necessary information. Discuss their questions as a class. They may choose to
conduct the interview verbally or have the individual complete the questions in
writing. Inform the students that if they choose to have the individual respond orally
they should record the information and then tell back the information for clarification,
much like in “paraphrase passport.”
Students should create a bulletin notice that will attract the attention of people
walking by. Have them make sure that all necessary information is included.
Inform the students that the criteria they developed above will be used to determine
if the bulletin is effective or not. The bulletin should be prepared using a computer.
Have students work in threes. Using the criteria for a good bulletin board on the
assessment sheet, have them assess the work of the two other members in their
group and make suggestions for improvement.
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Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed (To Look For Sheet Activity)
• Length and Purpose: less than a paragraph long
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Writing Level 1 task – all indicators addressed (Interview Questions Form Activity)
Some elements of Writing Level 2 task addressed:
• Length and Purpose: intended to serve a variety of purposes (Questionnaire intended to
request information.)
• Style and Structure: writing with more formal style for an audience other than familiars
(questionnaire intended for business people)
• Style and Structure: standard spelling and grammar expected
• Content: content of writing routine with little variation from one instance to the next. (Content
requires some analysis as no pre-set format is being provided.)
Writing Level 2 task – all indicators addressed (Create a Bulletin Notice Activity)
• Length and Purpose: intended to serve a variety of purposes (bulletin intended to inform,
explain and engage)
• Style and Structure: writing with more formal style for an audience other than familiars
(intended for the general public)
• Style and Structure: writing sets a tone which is appropriate
• Style and Structure: standard spelling and grammar expected
• Style and Structure: writing task for which models exist
• Content: content of writing routine with little variation from one instance to the next. (Content
requires level of inference to translate information from questionnaire to bulletin.)

Reflections
Content – What are some important skills you learned in this unit?
Take out your journal and write a list of what you learned and how this knowledge
could help you in a job situation.
Collaborative – In a community that cares for each other it is important to
communicate clearly. What skills did you see demonstrated in your groups that
foster clear communication? How do the Tribes Agreements help your class to work
well together?
Personal – What parts of this unit were easy for you? What parts were difficult?
How did you deal with this?
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only writing to
inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and guiding
questions are provided.)
• Content: content of writing routine with little variation from one instance to
the next. (This is an activity that is present in every Unit and follows the same format.)
• Content: Writing requires making simple inferences.
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Follow-Up – Thank-You Cards
Discuss the difference between a thank-you card you would send to a business and
a thank-you card you might send to a relative. (Refer to Unit 4 for business thankyou cards). Create a Venn Diagram to compare friendly and business thank-you
cards. Use critical skills to discuss what a good message might look like. A thankyou note sent to a friend or relative could be decorated and written more informally.
A thank-you card to a business should convey a level of professionalism by the style
in which it is written.
Brainstorm what should be included in the thank-you card and make a class list of
Steps to Writing a Thank-You Card. The items should include:
1. Begin with the salutation Dear _________:
2. After the salutation start with Thank you for (what specifically they are
thankful for).
3. Then state something specific they learned or enjoyed about the process.
4. Close with another expression of gratitude such as I really appreciated the
opportunity to practice making an authentic bulletin.
Example:
Dear Aunt Susan,
Thanks so much for letting me make the bulletin for you. I had fun coloring he
pictures around the bulletin. I think the colorful design will bring you the right
babysitter. I am grateful for how you always are willing to help me out.
Love,
Alana
Determine with your students the criteria for a professional-looking thank-you card.
Have the students create on the computer and print off a thank-you card for the
person or business that allowed them to create a bulletin. Display the printed cards.
Have students discuss how each one meets the criteria and make suggestions for
improvement. Provide students with envelopes to mail their cards. Review the
method of addressing a business and informal envelope if necessary.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Writing Level 2 task – all indicators addressed
• Length and Purpose: writing a brief text that is a paragraph or longer Intended to serve a
variety of purposes (students writing to show appreciation)
• Style and Structure: writing with a more formal style for an audience other than familiars.
• Style and Structure: writing sets a tone which is appropriate for the occasion (respectful and
professional)
• Style and Structure: standard spelling and grammar expected.
• Style and Structure: writing tasks for which templates or models exist
• Content: content of writing routine with little variation from one instance to the next.
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Computer Use Level 2
• task requires the use of several simple software features (word processing to create and print
a simple letter)

Classroom Reinforcement
Post the “Important to Record” information in a visible spot in the classroom as well
as the Telephone Message templates. Do the same for the steps to writing a thank
you card.
Accommodating Diversity
Change the Opener from a listening/speaking activity to a reading/writing activity by
pretending doing it as an email exchange. For the Activity you could choose to
provide the students with information and have them create a bulletin. Possible
suggestions are as follows:
• School dance – What is happening? Where? Who hosting? Who invited?
Date and time? Interesting tidbits? (door prizes, food, live music) Cost?
• Lost items
• Items for sale
• School Holiday notice
• Community Events (dentist in town, fundraisers, community clean-up)
• Fund-Raising activity
Essential Skills addressed in this Activity:
Writing Level 2 task – all indicators addressed
• Length and Purpose: writing a brief text that is a paragraph or longer Intended to serve a
variety of purposes (students writing to show appreciation)
• Style and Structure: writing with a more formal style for an audience other than familiars.
• Style and Structure: writing sets a tone which is appropriate for the occasion (respectful and
professional)
• Style and Structure: standard spelling and grammar expected.
• Style and Structure: writing tasks for which templates or models exist
• Content: content of writing routine with little variation from one instance to the next. (level of
inference required)

Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms. Select
one item for their portfolio. Complete a Student Portfolio Assessment and include it
in their portfolio with the item they selected.
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Essential Skills addressed in this Activity:
Writing Level 1 task
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Teacher – Observe students as they are working and provide feedback on Writing
and Computer Use skills. If necessary, work with individuals or small groups who
are experiencing difficulty with the paraphrasing. Complete the tracking forms.
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Role Playing Cards
Card 1
Clerk from Northern calling a local customer back to let them know that only part of their
order arrived
Card 2
The restaurant calling to say that pizza ordered is ready for pick up
Card 3
The babysitter calling saying she will be late
Card 4
An employee calling in to work sick
Card 5
A call to the video rental to ask if a certain movie is in
Card 6
A call from the airport to let you know what time the delayed flight is scheduled to arrive
Card 7
A call from the mechanic saying the Honda is ready to go
Card 8
A call from the Health Centre setting an appointment to see the doctor when she is in
town
Card 9
A call to see if anyone wants to buy fresh fish
Card 10
The Hamlet calling about participating on a special committee
Student examples:

Uqausiliriniq: Communications 10, Module 2: Essential Writing

79

To Look For
Names: ____________________________________________________________
Date: _______________________________________
Bulletin Board #_____
Place: _____________________________________
Which bulletin catches your eye?
What is appealing about it? _________________________________________________
What makes a bulletin easy to read? _________________________________________
Is there something creative about the notice? __________________________________
Is it neatly written? _______________________________________________________
Is the important information easy to find and understand? What makes it easy to find and
understand?
_______________________________________________________________________
_______________________________________________________________________
Is all the important information included? ______________________________________
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Peer Assessment: Bulletin Writing

Bulletin Assessment
Type of bulletin: _________________________
Names of group members: ________________________________________
Date:_______________________________
Circle one
Yes
1.
2.
3.
4.

No

The bulletin was hung at eye level.
The bulletin was eye catching
The bulletin was about 1 idea.
The bulletin used short sentences.

Overall rating for the bulletin Poor
1
2 3

4

5

6

7

8

9

Excellent
10

Reason for rating:
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Unit 8: Writing to Gather Information
Learning Competency
Students will write to gather and retain information by:
• writing brief summaries of various articles
• taking notes using keyword outlines and media.
Language Development
key word outline: an outline that takes keywords from each sentence to
construct an outline
Materials

Background
Writing is helpful in many practical ways, such as keeping a day planner. In that
case, writing was used to organize their activities. Writing is also useful in letting
us share information with others, such as writing thank-you notes. Inform the
students that in this unit they will learn how writing can be help us gather and
retain information.
You might like to consult with the students' other teachers before doing the
Academic Profile in the Follow-Up. Other teachers could support the note-taking
in their classes as well.
Opener – Something Special
Have the students form small groups. Ask the students to think about something
that sets them apart, makes them special, or an interesting fact about
themselves. It may be funny, sentimental or memorable. Allow the students a
moment of think time. Have the students turn to the person on their left and take
turns sharing for a few minutes. After they have shared with each other, have
the students gather in a circle as a class. Go around the circle inviting the
students to share what they learned about their partner.
Debrief with the following questions:
How did you decide what was the most important thing to share?
How did you feel speaking for someone else? Was this easier than if you would
have had to talk about yourself? Why? Are there Inuit values that make it
difficult to speak about your own strengths? How is this value helpful? Give
specific examples. Are there times when it is not helpful? When?
Connector – Writing Summaries
Provide students with a selection of newspapers and magazines. Have the
students work with a partner to select short articles of interest. Tell the students
that for this exercise they need to be sure that the articles they select are short.
The pair must be able to tell or write in five sentences or less what each article
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is about. The idea is to summarize quickly and succinctly. Brainstorm with your
students what should be included in a good summary. Students should consider
the following when completing their summaries:
What is the article about?
What is most important detail in the article?
Tell the students they have only 15 minutes in which to complete the task.
When the time is up, have the students share their summaries in a small group
or with the class.
Repeat the process but allow only seven minutes to complete the task.
Debrief with the class discussing the following questions:
Did the task get easier the second time? Why or why not?
What did you do differently the second time?
Why are the details sometimes not important?
How might the skills you used in this exercise be helpful in other areas of your
life? Give examples.
Essential Skills addressed in this Activity: (only if students write their five summary
sentences)
Writing Task Level 1 – all indicators addressed (Summary Activity)
Some elements of Writing Level 2 task addressed:
• Length and Purpose: intended to serve a variety of purposes (intended to gather and
summarize information)
• Style and Structure: standard spelling and grammar expected
• Style and Structure: task for which template exists (guiding questions provided)
• Content: routine with little variation from one instance to the next (some inference
required)

Activity – Taking Notes
Discuss that when they shared about their partner in the Opener, they had to
select what was the most important information to share. They did not repeat
verbatim what was told to them, rather they sorted the information in their mind
and decided which pieces were essential and which were not. Tell the students
that this skill is very helpful in other situations as well and that we can use writing
to sift through information and gather the information we want to retain. Note
taking is very helpful in this process.
You will find a selection of short articles and stories included at the end of this
unit. You may want to copy and laminate these for repeated classroom use.
Hand out a copy of one of the readings to the class. Demonstrate on the board
how to take notes using the strategy of a key word outline 18.
Note Taking
1. Each paragraph is labeled A, B, C and so on.
2. Each sentence is labeled 1, 2, 3, and so on.
3. A title is selected for the paragraph. This should be a word or phrase that
encapsulates the main idea of the paragraph. It may be chosen after the
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outline is completed.
4. Several words are selected for each sentence that express the main idea
of the sentence.
5. The key word outline is then used to retell the information in the students'
own words without the use of the original source.
Print off several copies of each excerpt. Distribute a selection of various
excerpts to the class. Ask students to create a key word outline using the steps
outlined above. Then have students form groups. The groups should be
comprised of students who all have the same excerpts. Have the students listen
to each other retell their excerpt. Reinforce the idea that the variation in the
retellings is a positive thing; it means that each student has personalized their
understanding of the material.
Finally, have students form groups where each group member retells a different
write-up.
Essential Skills addressed in this Activity:
Writing level 1 task – all indicators addressed
Some Writing Level 2 task components
• Length and Purpose: intended to serve a variety of purposes ( gather information and
summarize information)
• Style and Structure: standard spelling and grammar expected
• Style and Structure: task for which template or model exists (model given)
• Content: routine with little variation from one instance to the next
• Content: writing requires making simple inference( inference and analysis required to
select most important or main concepts)

Reflections
Content – Imagine the skills learned in this unit in a work environment. Think of
at least three jobs and how the skills learned in this unit might be used. Record
this information in your journal.
Collaborative – You have had many opportunities to work with a partner and in
small groups. How would others say you help in a group setting? What skills do
you bring? What personality traits?
Personal – What was the most enjoyable part of this unit? What was the least?
How will you use the skills learned in this unit?
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Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not
only writing to inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions are provided.)
• Content: content of writing routine with little variation from one instance to the next. (This
is an activity that is present in every Unit and follows the same format.)
• Content: writing requires making simple inferences

Follow-Up – My Academic Profile
Have the students fill in the My Academic Profile sheet provided at the end of
this unit. Students are to list all the classes that they are currently taking, briefly
outline all the assignments for one month, record due dates, list the resources
(text books, novels, notes from class) necessary to complete the assignment or
prepare for tests, and what kind of preparation is necessary to meet the
deadlines. For example, does preparation require rereading certain portions of
material, working with a friend to orally quiz each other, would a chapter by
chapter summary be best, or are the chapters broken down with headings that a
heading by heading set of notes would be best, or some other way method of
preparation?
Students should then record the assignments for the current month on the
Month Chart provided at the end of the unit. Using the Month Chart, the students
should select all the assignments/tests that would be aided by the use of the
note-taking skill learned in the Activity.
Students should select one of the circled assignments and use the note-taking
skill in preparing. They will need to submit the notes used in the preparation as
well as a short report on how the test or assignment went.
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Essential Skills addressed in this Activity:
Writing Level 1 task (Academic Profile Form Activity)
Writing Level 1task – all indicators addressed (Note Taking Activity)
Some elements of Writing Level 2 task
• Length and Purpose: intended to serve a variety of purposes ( gather information and
summarize information)
• Style and Structure: task for which template or model exists (model given)
• Content: routine with little variation from one instance to the next (inference and analysis
required to select and record most important or main concepts)
Writing Level 2 – all indicators addressed (Written Report Activity)
• Length and Purpose: text that is a paragraph or longer
• Length and Purpose: intended to serve a variety of purposes (inform, describe and/or
explain how test or assignment went)
• Style and Structure: writing with a more formal style (report)
• Style and Structure: writing with an appropriate tone
• Style and Structure: standard spelling and grammar expected
• Style and Structure: task for which template or model exists (models for report writing
exist)
• Content: routine with little variation from one instance to the next
• Content: writing requires making simple inferences

Classroom Reinforcement
Ask for a student volunteer to design, electronically or by hand, a poster
illustrating the steps outlined for note-taking. Leave this poster for reference
throughout the module. It may also be re-used in Module 4, Unit 8, when
students are exposed to another strategy for note taking. Note that sophisticated
graphics would be considered a Level 3 task, that is, graphics that involve the
use of a wide range of software features or options to produce original work.
Essential Skills addressed in this Activity: (if student creates poster electronically)
Computer Use Level 2 task
• task requires the use of several simple software features (word processing to create and
print a simple poster)

Accommodating Diversity
Instead of thinking of something special about themselves in the Opener, have
students take out a piece of paper and write something in each of the four
corners, such as something they really care about, their favorite music group,
the best book/video they have ever read/seen, and one of their goals in life.
Share with other members of the group or do it as a guessing activity.
The Connector requires students to write summaries. If your students have not
done this in the past, they may require some guided practice first. Do this by
choosing a picture with a caption from a newspaper. Distribute it to everyone
and as a class underline or highlight the essential information. Using the
highlighted information, do a language experience activity to write the summary
together. As you are doing this, ask questions to elicit further details.
You may want to choose your own reading selections for the Activity. If you do
so, choose pieces of writing that are short, interesting and full of details. If the
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font is tiny make sure you enlarge the selection so that it is easier to read.
Students may work in groups. Groups of three would work well. Each group
would select a reader, writer and reteller.
Students may want to create an instructional poster for note-taking and give it to
a younger class.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2t
• Length and Purpose: intended to serve a variety of purposes (gather information and
summarize information)
• Style and Structure: task for which template or model exists (model given)
• Content: routine with little variation from one instance to the next (inference and analysis
required to select most important or main concepts)

Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms.
Select one item for their portfolio. Complete a Student Portfolio Assessment and
include it in their portfolio with the item they selected.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task
• Style and Structure: standard spelling and grammar expected

Teacher – Provide feedback on Writing and Computer Use skills. Look for
evidence for the tracking forms. Collect journals and Journal Evaluation forms.
Provide class feedback on the journals.
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Note Taking
1. Each paragraph is labeled A, B, C and so on.
2. Each sentence is labeled 1, 2, 3, and so on.
3. A title is selected for the paragraph. This should be a word or phrase that
encapsulates the main idea of the paragraph. It may be chosen after the outline is
completed.
4. Several words are selected for each sentence that express the main idea of the
sentence.
5. The key word outline is then used to retell the information in the students' own
words without the use of the original source.
Example:
The Shaman’s Nephew Excerpt: Caribou 19
1. Paragraph A, B C, ....
A
The caribou used to gather in a very large herd to migrate. You could hear them
coming for two days, walking over the frozen tundra. We would sit where they would pass
and wait for them. It would take three to five days and nights for the herd to pass our
camp. The land would be all torn up. They were not afraid in such big numbers. We would
walk among them and pick out the fat ones. We would kill them carefully without
frightening the herd. If we did not hunt caribou, they would multiply and there would
become too many of them. Then they would suffer and starve until the herds were the
right size again.
B

Inuit would never set up damp in the path of the caribou. We wanted them to go

their proper way. I someone put up a tent near a path, the caribou would change their
route. When the mines started, the caribou were frightened and they changed their path.
The Kabloonaq thought that the caribou were being hunted too much and that there were
only a few left. But the caribou had just taken a different path.
C

The caribou did a lot for us. They gave us clothing and food. And we used them for

our boats and sleds. The sinew made rope. The antler was used to make hooks. The
bones were good for needles. Nothing was wasted. Blood was used for clothing dyes;
tendons for threat. Their skins made our tens. The lighter skin was used in the tent to let
in light. The bladder was used for bags to hold lard. Even the fat could be chewed to
make candles or burned in a stone lamp. We did not even need to eat vegetables or
grains. The raw meat and organs of the caribou provided everything that a body needed
to live.
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2. Sentence 1, 2, 3, ...
Sentence

Key Words

1. The caribou used to gather in a very large herd to migrate.

caribou, herd, migrate

2. You could hear them coming for two days, walking over the
hear, walking, tundra
frozen tundra.
3. We would sit where they would pass and wait for them.

sit, wait, pass

4. It would take three to five days and nights for the herd to
pass our camp.

3-5 days, pass, camp

5. The land would be all torn up.

land, torn

6. They were not afraid in such big numbers.

not afraid, large #s

7. We would walk among them and pick out the fat ones.

walk, pick, fat

8. We would kill them carefully without frightening the herd.

kill, carefully, not
frightening

9. If we did not hunt caribou, they would multiply and there
would become too many of them.

no kill, multiply, too
many

10. Then they would suffer and starve until the herds were
the right size again.

suffer, starve, right size

3. Title for paragraph: Hunting Caribou
4. Key words:
A. Hunting Caribou
Key words ...
1. caribou, herd, migrate
2. hear, walking, tundra
3. sit, wait, pass
4. 3-5 days, pass, camp
5. land, torn
6. not afraid, large #s
7. walk, pick, fat
8. kill, carefully, not frightening
9. no kill, multiply, too many
10. suffer, starve, right size

5. Retell ...
The caribou herd migrated. You could hear
it walking on the tundra. We would sit and
wait until it passed. It took 3-5 days for the
herd to pass our camp. They tore up the
land. They were not afraid because of their
large numbers. We would walk and pick the
fat ones....
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The Edge of the World Excerpt 20
Animals and stones kept us warm. Our stove was a carved stone filled with caribou fat.
The fat would burn with a low flame, almost like a candle, but it was enough to keep us
warm. We did not always use matches to light a fire. We made fire by striking pyrite
stones. The stones would spark. Other Inuit rubbed wood with a leather bow string to
kindle a fire.
1985 Inuktitut Magazine Excerpt 21
Alcohol, drug abuse, suicides and unemployment are the things we hear about youth
in Western countries. Unfortunately, Inuit youth have not been spared, and parents
and Elders are worried about what the future holds for the children.
As the way of life changes in the Arctic, so many young people seem to have no
direction in their lives. Having spent much of their childhood in the classroom, they
have not learned the knowledge and skills of the land that their parents possessed.
Yet, partially because their education was in a second language, most of them failed
to finish high school and ended up with low paid jobs or, more often than not, no jobs
at all. And so they hang around the store or the pool hall and, as happens to many
young people the world over, get themselves into trouble out of sheer boredom or
frustration.
But the future need not be one of despair. There is a stirring amongst Inuit youth.
Some of them are organizing so that they can help themselves and each other.
1955 Press Release Excerpt22
It will be moving day this summer for 35 Eskimos in Canada’s Arctic. And they are
all moving further north.
The “moving van” for the Eskimos will be the Arctic Patrol vessel “C.D. Howe”,
which leaves Montreal on Saturday on the thirty-fifth Eastern Arctic Patrol to settlements
and outposts in the far north.
Moving Eskimos is just one of the many tasks which the “C.D. Howe” , will
undertake in the course of its 12,000-mile journey, mostly through Arctic waters. The ship
is operated by the Department of Transport and the work during the patrol is the
responsibility of the Department of Northern Affairs. From Montreal to Resolute, in the
Queen Elizabeth Islands, the Officer-in-Charge of the patrol will be R.A.J. Phillips,
executive officer of the Department of Northern Affairs and National Resources. There he
will be relieved by Alex Stevenson, of the Arctic Division, for the journey back to Montreal.
In addition to studying the problems and needs of these remote settlements and
their residents, the 30 government officials on the patrol will carry out many other jobs. A
medical party of the Department of National Health and Welfare will give a complete
medical and dental examination and x-rays to every one of the 3,200 Eskimos who can
reach the ship in the 20 ports of call.
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Eskimos will return to their homes from hospitals in the south and others will be
brought out for medical treatment. The staffs of remote radio and weather stations will be
relieved. Mail will be delivered and collected, in some places the only collection for a year.
Barrenland Beauties Excerpt: Willow, Okpeett 23
The willows are a vital part of the flora of the arctic coast. They are important soil
stabilizers, and provide shelter and food for the wildlife. Willow buds constitute the major
portion of the diet of the ptarmigan; arctic hares and lemmings feed on their bark and
twigs, as do musk oxen and caribou. On the mainland of the central arctic, willows are an
important food of caribou. They feed on the twigs and buds of birch and willow in winter,
and on the leaves and catkins in summer (Heard and Gray, in Halls’s People & Caribou in
the Northwest Territories, 1989).
At times, musk oxen in our area feed selectively on willows, wandering from patch to
patch. The ox grams a branch of willow in its mouth and strips the leaves from it with a
twist of the head and neck. This produces very characteristic feeding damage, branches
stripped of leaves, with the green twigs torn away. The musk oxen on the mainland in the
central arctic tend to follow the “greening” willows in the early summer, feeding low on the
shores of the coast early in the season, and moving higher into the uplands as the willow
foliage matures.
The Right to Return Excerpt: Introduction24
The future of the Inughuit of Thule in northern Greenland is in jeopardy, and their fate
now rests in the hands of the Danish Supreme Court. The Court’s decision will, in fact,
determine whether or not the Inughuit survive as a people.
The Inughuit are a distinct indigenous people with ties to the larger group of Inuit who
live in the Arctic regions of Canada, Alaska, parts of Russia, and the rest of Greenland.
The Inughuit population is among the smallest in the indigenous world, and their current
home to which they were exiles in 1953 cannot support them as before. The numbers of
animals within reasonable hunting distances are simply insufficient. If the Court rules
against their desire, need, and right to return to land which can sustain them, the Inughuit
will in all likelihood join other indigenous peoples globally whose language, culture and
presence are no longer with us.
The Inughuit were forcibly moved from their ancestral and plentiful hunting and
whaling region. They were, against their will, required to make way for a Danishsupported USA air force base. The land they left provided for them hunting and whaling
opportunities within distances and in quantities that allowed them to survive in a harsh
Arctic environment. Although Greenland citizens now have a measure of sovereignty over
their country. the fate of the Inughuit lies not only in the hands of the Danish Courts but
also, in part, in USA plans for a National Missile Defense project (NMD).
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Snow Loads on Roofs Excerpt 25
Snow, the principal ingredient of Canadian winters, must figure in the plans of many as a
source of delight to skiers and as a burden to shovellers. Whatever personal reactions
there may be, snow cannot be ignored and remains a major factor in many aspects of
Canadian life. Structural designers are well aware of the influence of snow loads on the
design of buildings as in many cases they constitute the largest design load for the roof
system. A careful assessment of the snow load is required, therefore, to avoid both
unnecessary construction costs and undue risk of failure.
Snow loads on roofs vary widely according to geographical location (climate), site
exposure, and shape of the roof. In considering snow loads on roofs, Canada can be
divided into four major regions. The coastal regions (both Atlantic and Pacific), because
of frequent melt periods during the winter, are usually characterized by snow loads of
short duration, often caused by a single storm. The mountainous regions of British
Columbia and Alberta experiences the heaviest snow loads in the country, lasting the
entire winter and varying considerably with elevation. Prairie and northern regions have
very cold winters, with small annual snowfalls; owing to frequent strong winds there is
considerable drifting of snow both on roofs and on the ground. Finally, the central region,
including Ontario and Quebec, is marked by varying winds and snowfalls, and sufficiently
low temperatures in many places to allow snow accumulation all winter. In this area high
uniform loads as well as high drift loads occur.
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Unit 9: Writing for the Future
Learning Competency
Students will use technology to write and request information by:
• correctly and accurately completing a variety of relevant application forms,
including an application for a social insurance number.
Language Development – Think-Pair-Share
This strategy encourages students to practice language in non-threatening way.
Students given a question or idea to think about quietly, then they pair up with a
classmate to discuss their ideas together. They finish by sharing their ideas with
the class.
Have the students keep a list of vocabulary words they encounter when filling
out the application forms. They should record these as well as the definition in
their journals.
Materials
Access to computers for the application forms
Completing an Application Form handout
Background
Opener – Appearing Attractive
Have the students respond to the following questions using Think-Pair-Share:
1. What makes a person attractive? Make sure to think of more things than
just looks!
2. What are employers looking for when they read an application form?
3. What makes a person attractive on paper? (for example, on an
application form or a résumé)
4. What makes a person attractive on Facebook? What does the picture tell
you about the person? What is the information NOT telling you?
Essential Skills addressed in this Activity: (if students use Facebook)
Computer Use Level 2 task
• task requires the use of several simple software features (use internet to access
Facebook)

Connector – Appearing Attractive on your Résumé
Students should have a current résumé on file in their personal Aulajaaqtut
portfolio or on a personal USB device. Have them use this opportunity to update
and make changes to their résumé to make them look more attractive to
employers. If students do not already have a résumé, have them create one in
this unit. Discuss with students how they might adjust their résumé depending
upon the type of position they are applying for.
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Essential Skills addressed in this Activity:
Writing Level 1 Task – all indicators addressed
• Style and Structure: uses pre-set formats (if using résumé format provided)
• Content: day to day matters
Some Writing Level 2 task components
• Length and Purpose: longer writing intended to serve a variety of purposes or explain.
• Style and Structure: standard spelling and grammar expected (all résumés require
correct spelling)
Computer Use Level 2 task
• task requires the use of several simple software features (use the internet to find and
navigate a specific website to find resume format.)

Activity – Filling In Application Forms
With the class, develop a list of local businesses and government offices. Divide
the list between groups of students and have them collect an application form
from each business.
Pool the application forms and randomly distribute an application form to each
student. (You will need to have made photocopies ahead of time.) Have them
read through their application form, referring to the Completing an Application
Form sheet (provided at the end of the unit) as they go through the application.
Then instruct the students to form groups of three. Ask the students to help each
other fill out their form correctly. They should go through the Completing an
Application Form sheet first trying to help each other understand what is
necessary. Groups are free to approach another group for help if no one from
their group is able to provide assistance. When the students are finished, discuss
as a class the parts that were easy and those that were difficult.
Essential Skills addressed:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: uses pre-set formats (fill in forms)
• Content: day to day matters
Some Writing Level 2 task components
• Length and Purpose: longer writing intended to serve a variety of purposes or explain.
(dependent on the length, detail and writing requirements of the form. Do the job
application form questions require longer writing text or sentences to describe or explain
specific information)
• Style and Structure: standard spelling and grammar expected (all application forms
require correct spelling)

Once students have completed these applications forms, have them check out
websites for specific application forms; a list of sample sites is provided at the
end of this unit. Students may have specific application forms they wish to fill out.
They must, however, complete an application for a Social Insurance Number
(SIN), Nunavut Sivuniksavut and a firearms acquisition certificate.
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Essential Skills addressed in this Activity:
Writing Level 1 Task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: uses pre-set formats (fill in forms)
• Content: day to day matters
Some Writing Level 2 task components
• Length and Purpose: longer writing intended to serve a variety of purposes or explain.
(dependent on the length, detail and writing requirements of the form. Do job application
form questions require longer writing text or sentences to describe or explain specific
information)
• Style and Structure: standard spelling and grammar expected (all application forms
require correct spelling)
Computer Use Level 2 task
• task requires the use of several simple software features (Use the internet to find and
navigate a specific website to find, fill in and/or print specific on-line forms.)

Reflections
Content – Review some Facebook entries. How do people make themselves
appear attractive? How can you tell who they want to be attracted to them?
Collaborative – How did your group help each other fill out the application form?
Why do we usually think of filling out an application form as an independent task?
How might this idea of having to do things ‘by yourself’ hinder people from trying
new things? How does Inuit culture interpret independence?
Personal – What did you discover about yourself? Which of the forms you filled
out do you think will be the most useful to you? Why? How did you make yourself
appear attractive on the application forms?
Essential Skills addressed:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer (dependent on length of
student’s entry. Entry needs to be a paragraph or longer.)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings, opinions, etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions provided)
• Content: content of writing routine with little variation from one instance to the next (This
is an activity that is present in every Unit and follows the same format.)
• Content: writing requires making simple inferences

Follow-Up – Make Your Own Application
Have the students form groups of four to five. Have the students review the list of
application forms provided at the end of the unit. Ask the students to create a list
of general information that is necessary for most application forms.
As a class, compile the information so that a master list of information is
produced. Post this in a visible spot in the classroom.
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As a class, brainstorm a list of possible businesses, professions, industries, and
services. Record one per strip of paper. Post these around the room. Have the
students take a moment and think about which one interests them most. Then
have the students locate themselves under their selection. Form pairs using the
identified interests of the students.
Each pair is to outline their business, industry or service using the Scheme a
Business template provided at the end of the unit. Using the table feature of
Microsoft Works or a similar software program, students are to create an
application form for their business or service. They should include details
recorded on the Scheme a Business template and the class chart of necessary
information for an application form.
Essential Skills addressed
Writing Level 1 task – all indicators addressed (List of Application Information Activity)
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience and format is not important
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected
Writing Level 1 task – all indicators addressed (Create an Application Form Activity)
Some elements of Writing Level 2 task addressed:
• Style and Structure: writing with more formal style for an audience other than familiars
• Style and Structure : writing has appropriate tone (professional)
• Style and Structure: standard spelling and grammar expected
• Style and Structure: templates and model exist
• Content: writing routine with little variation from one instance to the next (inference is
required)
Computer Use Level 2 task (Create an Application Form Activity)
• task requires the use of several simple software features (Use word processing software to
create form in a table format and print.)

Classroom Reinforcement
If the students create an extreme application form as suggested in the
Accommodating Diversity you may want to have them set up an equally colorful
bulletin board or kiosk to display their applications.
Accommodating Diversity
Completing application forms should be a review for most students. It is taught
through career planning in Aulajaaqtut 9 and10.
For the Follow-Up, some students may prefer to work with eccentric or fanciful
jobs such as pyramid builder, video game producer, treasure hunter, polar diver,
submarine captain, costume designer for historic films, or bungee jumper, and
create an application form for a company which needs these kinds of employees.
The information required on their application form should reflect the nature of the
work. These students might like to reproduce the applications and have their
classmates fill out application forms with the freedom to respond as a fictitious
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individual.
If students are able to work with the Table feature on the computer, have them
create an electronic application form for their business, service, profession or
industry.
Essential Skills addressed:
Writing Level 1 task – all indicators addressed (Create an Application Form Activity)
Some elements of Writing Level 2 task addressed:
• Style and Structure: writing with more formal style for an audience other than familiars
• Style and Structure : writing has appropriate tone (professional)
• Style and Structure: standard spelling and grammar expected
• Style and Structure: templates and model exist
• Content: writing routine with little variation from one instance to the next (inference is
required)
Computer Use Level 2 task
• task requires the use of several simple software features (Use word processing software to
create form in a table format and print.)

Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least Ajunngitakka (Things I Can Do) forms.
Select one item for their portfolio. Complete a Student Portfolio Assessment and
include it in their portfolio with the item they selected. Sign up and prepare for a
student conference.
Essential Skills addressed:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: standard spelling and grammar expected

Teacher – Prepare for student conferences. Read through the application forms
and work with individual students to make sure they understand the process and
what is required for the various forms.
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Community Application Forms
The focus of applications forms in Communications 10 is demonstrated mastery in
completing applications related to employment. A series of job application forms should
be available from community organizations, offices and businesses (for example, Co-Op,
Northern, Northmart, hamlet office, local housing authority, health centre, district
education authority, daycare).
On-Line Application Forms
Application: Social Insurance Number (SIN)
http://www1.servicecanada.gc.ca/eforms/forms/2006/nas2120e.pdf
Application: birth certificate
http://www.gov.nu.ca/documents/Vital%20Statistics-Birth-Marriage-DeathApplications.pdf
Application: driver’s licence
http://www.gov.nu.ca/documents/APPLICATION-LICENCE.doc
Application: ATV/snowmobile insurance
http://www.nunavutinsurance.ca/english/forms/ATV_Snow%20App.pdf
Application: firearm acquisition
http://www.privcom.gc.ca/information/app_i_e.pdf
Application: fishing licence (non-beneficiaries)
http://www.canada4fishing.com/Nunavut/visitor-info.html
Application: outfitter’s licence
http://www.gov.nu.ca/documents/SportHuntOutfitterApplicationForm.doc
For extra help and information:
http://www.servicecanada.gc.ca/en/audiences/aboriginal/cards.shtml
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Information to Complete an Application Form
1. Read through the whole form before beginning.
2. Are there specific instructions for filling out the application,
such as print only, block letters, or black ink only?
List them here:

3. Are there additional forms, resumes, paperwork required?
What are they?
Where would you get them?

4. What questions are you unsure of how to answer?
Record them here.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Personal Notes and Reminders:
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
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Scheme a Business
Names: ________________________________________________________
Date: ________________________________

What is your business, service, profession, or industry?

Create a name for your business, service, profession or industry:

Tell about your services or products?

What kinds of jobs will you need to fill?
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Unit 10: Lifelong Writers
Learning Competency
Students will review and use the writing skills presented in this module by:
• planning, completing and evaluating a culminating writing project on a
teacher-approved topic which presents information in written/printed form
• using various technologies such as PowerPoint, music software, video/sound
records, cartoon/comic software and word processing to complete their
project.
Language Development
Mastery: demonstrating repeated and successful use of a skill or ability.
Materials
Access to computers and a variety of software applications
Background
Opener – Inner and Outer Circles
Review the Essential Skills indicators for writing at levels 1 and 2.
Have the students find a partner. Ask the class to form a circle with two rings, an
inner circle and an outer circle, where partners face each other. Call out either
“level 1” or “level 2,” the students are to yell out a task that would meet the
requirement for the level you called. The challenge is between each pair. The
partner who calls out the response first, moves to the left. Note students will be
moving from the inner to outer ring depending on which student of the pair
beside them “won” the challenge. Repeat several times.
Connector – Ideas for Projects
Tell the students you need their help in planning the special project for the
module and that their ideas will be used with subsequent students who take this
course. Their task is to develop a range of project ideas that would demonstrate
mastery of level 1 and/or level 2 on the Essential Skills Writing Indicators chart.
Have the students form small groups and brainstorm a list of possible projects.
Each group should record this information. Ask each group to select a reporter
to share their project ideas. As each group shares, write the ideas on a large
sheet of poster paper. After all the groups have shared, compile a master list of
project ideas.
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters

102

Uqausiliriniq: Communications 10, Module 2: Essential Writing

Activity – Planning a Project
Have the students select a project to work on over the next few classes. Inform
students that they will want to carefully record the process of their project in their
journals. Tell them that you are as interested in the on-going thoughts and
preparing of the project as you are in the finished project. Inform the students that
their projects should:
• be useful to others;
• demonstrate Essential Skill writing levels 1 and 2;
• show their creativity; and
• be enjoyable for them.
Have the students select which project they will work on and whether they will
work alone, with a partner or in a small group. You will need to give the class time
to sort this out. You may want to record all the project ideas on separate sheets of
paper and post them around the room. Have the students locate themselves
under a project of interest and then negotiate whether they will work alone, with a
partner, or in a small group.
Develop with the students the criteria that will be used to assess the project.
Hand out the Project Planning and Evaluation forms found at the end of the unit.
You will need to be flexible, as the projects may take longer than the designated
time allotted for the module. Negotiate with students as to a reasonable time for
the closure of their project and when you can expect the reports to be handed in.
The nature of some of the projects will necessitate that the students work after
school hours.
Some possible project ideas are offered below as samples:
Project Ideas:
• Students create a bulletin board in the school or community where they
offer their services in filing out a variety of forms. The bulletin should list
very specifically the kinds of application forms that they are able to help
with. They could have the forms ready to simplify the process. They could
also advertise on local radio or the local Co-Op channel.
•

Students create a poster to display a range of occupations and highlight
the writing skills needed for each. The poster should showcase the value of
writing. This should be shared with junior secondary classes.

•

Students select an Inuit legend to retell. They should produce a script
outline with illustrations to highlight key points of the legend. They should
use the outline and illustrations to retell the legend to younger students.

•

Students do a think-pair-share activity about a topic of their choice. At the
sharing stage, they should record what they say about their topic. Next,
transcribe the information on to a computer. Make a CD and a booklet or
pamphlet of the information to share with an appropriate audience.
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•

A small group of students interview several people about an accident, or
interview Elders about a well-known event or a story. They should record
the interview then type it up. Inuktitut could be used as well as English.
They would end up with several versions of the same event or story.

•

Students create a story in a comic book format 26 as a modern example of
picture writing. Share with junior secondary students.

•

Students create a series of thank you cards. They should include pictures
or illustrations, sayings, or quotations. Student should market the cards
and donate the proceeds to a community fundraising event.

•

Students offer to teach students from younger classes how to use note
taking to help with understanding text, studying for exams or preparing for
tests. Their presentation should be interactive and entertaining for the
younger students.

•

Students use a program such as Peter’s Online Typing Course 27 to begin
learning how to keyboard properly. They could also search the web for new
applications to practise. Have them keep a learning record in their journals
that highlights the frustrations and accomplishments of this project.

Essential Skills addressed in this Activity:
Writing Level 2 Task – all indicators addressed (Project Planning and Evaluation Form Activity)
• Length and purpose: longer written entries intended to serve a variety of purposes
• Style and Structure: writing with more formal style (part of an assignment to be handed in)
• Style and Structure: writing has appropriate tone for the occasion
• Style and Structure: standard spelling and grammar expected
• Style and Structure: templates and model exist
• Content: writing routine with little variation from one instance to the next (inference and
analysis is required)
Project Activity: Each project needs to be assessed for the level of complexity of the writing
and computer use tasks involved
Most projects would address:
Compute Use Level 2 task •
requires use of several simple software features
Projects requiring graphics or multiple software applications would address:
Computer Use Level 3 • task involves several operations and the use of a wide range of software features or
options
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Reflections
Content – What have you learned about writing that is interesting to you?
What have you learned about writing that will be helpful in future work situations?
What have you learned about writing that will be a help to you in the next months?
Collaborative – Did you choose to do your project independently, with a partner
or in a small group? What were the reasons for your decision?
Personal – Think about your attitude, attendance, and willingness to listen and
participate over this unit. What should you affirm yourself for? Write about this in
your journal. Make sure you frame your response in an affirming sentence. Such
as I am proud of… or I did really well at…
Essential Skills addressed in this Activity:
Writing Level 1 task – all indicators addressed
Some elements of Writing Level 2 task addressed:
• Length and Purpose: brief text that is a paragraph or longer d on length of student’s
entry. Entry needs to be a paragraph or longer)
• Length and Purpose: intended to serve a variety of purposes (Students are not only
writing to inform but to explain, express feelings, opinions,etc.)
• Style and Structure: writing tasks for which templates or models exist (headings and
guiding questions provided)
• Content: content of writing routine with little variation from one instance to the next (This
is an activity that is present in every Unit and follows the same format.)
• Content: writing requires making simple inferences

Follow-Up – Ajunngitakka (Things I Can Do)
Hand back the Ajunngitakka (Things I Can Do) forms to each student. Have the
students look through the stack of forms. Ask the students to select two or three
favorites to show and share with friend, mentor or family members. They should
add these to their portfolio.
Classroom Reinforcement
Create a We are Proud of Our Accomplishments display. Have each student
select an item from his or her portfolio to exhibit. Invite parents in for tea and a
tour of the exhibits. Students should be prepared to explain what they learned and
how this is demonstrated in the item they chose for display.
Accommodating Diversity
In this unit students are given a range of projects to select from. Have students
consider their own skills and abilities in choosing the project. Encourage them to
select a project that will showcase their particular strengths. Also, have students
think about whether they would like to work independently with a partner or in a
small group.
Assessment
Student – Complete the Participation Checklist or Unit Self-Assessment and
Journal Evaluation. Complete at least one Ajunngitakka (Things I Can Do) forms.
Prepare portfolios for final conference. Complete a Student Portfolio Assessment.
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Complete the self-assessment form for your project and hand it in.
Essential Skills addressed:
Writing Level 1 task – all indicators addressed
• Length and Purpose: less than a paragraph long intended to inform
• Style and Structure: informal writing for small familiar audience using a pre-set format
• Content: day to day matters
Some elements of Writing Level 2 task addressed:
• Style and Structure: Standard spelling and grammar expected

Teacher – Hold student conferences.
Evaluate the students’ final project. Review and complete the student Portfolio
Assessment and the Journal Evaluation forms. Complete the tracking forms.
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Project Planning and Evaluation
Name(s): _______________________________________________________________
Date: ___________________________
1. Preplanning Stage
Brief Description of Project ________________________________________________
I will work (alone, with a partner, in a group) for the project.
First we will need to _______________________________________________________
_______________________________________________________________________
Next we will _____________________________________________________________
_______________________________________________________________________
Then we will _____________________________________________________________
_______________________________________________________________________
Finally we will ___________________________________________________________
_______________________________________________________________________
Note: Add as many steps as you need to.
2. In Progress
Follow the steps outlined in the Preplanning Stage. Feel free to change the plan as you
go. Good plans are just a start. Being flexible and dealing with surprises is a part of every
project. Make sure you record in your journal any changes and surprises you
encountered as you worked on your project.
3. Evaluation Stage
How did your project benefit others? __________________________________________
_______________________________________________________________________
List the ways you demonstrated writing level 1. _________________________________
_______________________________________________________________________
List the ways you demonstrated writing level 2. _________________________________
_______________________________________________________________________
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Where did you get the information you needed for your project? (interview, internet,
surveys, reference books) __________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
How did you show creativity? _______________________________________________
_______________________________________________________________________
_______________________________________________________________________
What did you enjoy the most? _______________________________________________
_______________________________________________________________________
What would you do differently next time? ______________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
List the members of your group and briefly describe the contribution each made to the
project:
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
What advice do you have for students who will do this project next year? _____________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
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Appendix A: Student Assessment Tools
Participation Checklist
Unit Task
1

Ways of Communicating

1

Texting and MSN Communication

1

Four Corners

1

Reflection

1

Future Communication Scenario

1

Assessment

2

Bow Drill Pictographs

2

From Pictographs to Alphabets

2

Directions in Writing

2

Reflections

2

Drawing a Story

2

Assessment

3

KWL Chart

3

Class KWL Summary

3

Matching Pieces of History

3

Reflections

3

Picture Time Line

3

Assessment

4

Appreciating Others

4

Interconnectedness

4

Interviews

4

Reflections

4

Thank-You Cards (informal)

4

Assessment

5

Uses of Writing

5

Checking the Essential Skills

5

Writing with the Reader in Mind

5

Reflections
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Participated Completed
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5

Rewriting

5

Assessment

6

Accomplishments to Come

6

A Day in Boxes

6

Day Planners

6

Reflections

6

Using a Day Planner

6

Assessment

7

Paraphrasing Passports

7

Recording a Message Properly

7

Bulletin Writing

7

Reflections

7

Thank-You Cards (formal)

7

Assessment

8

Something Special

8

Writing Summaries

8

Taking Notes

8

Reflections

8

My Academic Profile

8

Assessment

9

Appearing Attractive

9

Appearing Attractive on your Résumé

9

Filling in Application Forms

9

Reflections

9

Make Your Own Application

9

Assessment

10

Inner and Outer Circles

10

Ideas for Projects

10

Planning a Project

10

Reflections

10

Ajunngitakka (Things I Can Do)

App
A

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

Activity Title

Yes/Date

Not Complete/Comments

Rate your effort for each activity.
Activity Title

Poor

Fair
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Good

Awesome
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Ajunngitakka (Things I Can Do)

Name: ________________________
Essential Skill:

___ Writing

Date: ______________________
___ Computer Use

I demonstrated this skill when I
_____________________________________________________________
_____________________________________________________________

Ajunngitakka (Things I Can Do)

Name: ________________________
Essential Skill:

___ Writing

Date: ______________________
___ Computer Use

I demonstrated this skill when I
_____________________________________________________________
_____________________________________________________________
Ajunngitakka (Things I Can Do)

Name: ________________________
Essential Skill:

___ Writing

Date: ______________________
___ Computer Use

I demonstrated this skill when I
_____________________________________________________________
_____________________________________________________________
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Developing Essential Skills – Self or Peer Assessment on Group Work
Activity _______________________________________
Essential Skill

Yes/
No

Comments (self or peer)

Working with Others
Did I work cooperatively with
the others in the group?
Did I give directions to the other
members in my group to help
get our work done?
Did I use directions from other
members in my group to help
get our work done?
Did I do things to make sure we
completed the work on time?
Did I help to organize the work?
Did I encourage the others to
make sure we all did our best?
Did I finish my part of the work?
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Portfolio Evaluation

Student ________________ Portfolio item ___________________________
Description of Portfolio item:
_____________________________________________________________
_____________________________________________________________
For this entry I worked with: ______________________________________
I chose this item because:
_____________________________________________________________
_____________________________________________________________
Not
Really

Seldom

Mostly

Always

I understood the requirements of
the assignment and completed it.
My work is clear, neat and well
organized.
I demonstrated creativity.
I elaborated on the idea.
The part that shows my personal growth is …
_____________________________________________________________
_____________________________________________________________
My biggest challenge was…
_____________________________________________________________
_____________________________________________________________
Teacher Feedback
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
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Journal Evaluation

Student Name __________________________________
Journal entry date _____________________ Unit _________
Yes

No

Does the writing make sense?
Are the ideas clearly stated?
Are the ideas in order?
Is each thought complete?
Do the supporting sentences offer enough detail?
Does the writing stay on topic?
An area of strength in the journal entry is…
_____________________________________________________________
_____________________________________________________________
I noticed…
_____________________________________________________________
_____________________________________________________________
One area I think I should work on is…
_____________________________________________________________
_____________________________________________________________
Teacher Feedback
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
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Appendix B: Teacher Assessment Tools
Participation Checklist
Task

Unit

1

Ways of Communicating

1

Texting and MSN
Communication

1

Four Corners

1

Reflection

1

Future Communication Scenario

1

Assessment

2

Bow Drill Pictographs

2

From Pictographs to Alphabets

2

Directions in Writing

2

Reflections

2

Drawing a Story

2

Assessment

3

KWL Chart

3

Class KWL Summary

3

Matching Pieces of History

3

Reflections

3

Picture Time Line

3

Assessment

4

Appreciating Others

4

Interconnectedness

4

Interviews

4

Reflections

4

Thank-You Cards (informal)

4

Assessment

5

Uses of Writing

5

Checking the Essential Skills

5

Writing with the Reader in Mind
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Participated

Completed

Comments
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5

Reflections

5

Rewriting

5

Assessment

6

Accomplishments to Come

6

A Day in Boxes

6

Day Planners

6

Reflections

6

Using a Day Planner

6

Assessment

7

Paraphrasing Passports

7

Recording a Message Properly

7

Bulletin Writing

7

Reflections

7

Thank-You Cards (formal)

7

Assessment

8

Something Special

8

Writing Summaries

8

Taking Notes

8

Reflections

8

My Academic Profile

8

Assessment

9

Appearing Attractive

9

Appearing Attractive on your
Résumé

9

Filling in Application Forms

9

Reflections

9

Make Your Own Application

9

Assessment

10

Inner and Outer Circles

10

Ideas for Projects

10

Planning a Project

10

Reflections
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10

Ajunngitakka (Things I Can Do)

App
A

Self-Assessment
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Conference 1: Unit 1-5 Competencies

Student _________________________
Competency
•

•

•

•

•

•

Met

Date ______________________
Not
Yet

Comments

researching (including on-line)
and providing brief written
information on alternative modes
of conveying information
reflecting on the use of any form
of language to exclude others
from the communication.
investigating (including on-line)
its evolution through place and
time
preparing written questions,
researching historical data, and
recording information gathered
based on a selection of media
(pictures, maps, text) provided
conducting interviews and
preparing brief written texts on
their findings using various
technologies
analyzing, evaluating and
rewriting a variety of writing
samples

Other:

Follow-Up
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Conference 2: Unit 6-10 Competencies
Student _________________________
Competency
•

•
•
•
•
•

•

•

•

Met

Date ______________________
Not
Yet

Comments

creating a task step-by step
checklist of assignments, events
and activities using an
electronic0 day planner
recording proper telephone
messages
creating effective bulletins
composing formal thank-you
notes
sharing feedback with peers
writing brief summaries of
various articles and taking notes
using keyword outlines and
media
correctly and accurately
completing a variety of relevant
application forms, including an
application for a social insurance
number
planning, completing and
evaluating a culminating writing
project on a teacher-approved
topic which presents information
in written/printed form
using various technologies such
as PowerPoint, music software,
video/sound records,
cartoon/comic software and
word processing to complete
their project

Other:

Follow-Up
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Appendix C: Essential Skills Information 28, Tables and Assessment
Writing
This module provides a primary focus on the Essential Skill of Writing, a foundational skill
used daily at home, at school and at work. This skill reflects a person’s ability to
effectively communicate through writing. It includes writing text, writing to fill-out forms
and writing on a computer.
In the Essential Skills Methodology, writing pertains to preparing written materials for a
variety of purposes and may include both simple and complex writing tasks.
Writing includes:
 writing texts and writing in documents (for example, filling in forms)
 non-paper-based writing (for example, typing on a computer)
There are five levels in the Essential Skills Writing Complexity Scale. The following three
characteristics or dimensions are used to assess the complexity level of writing tasks 29:
• Length and purpose: how much and why you are writing
• Style and structure of writing: the tone (i.e., informal or formal) and format of
the writing
• Content: the complexity of vocabulary and subject matter, as well as the ability
to adapt writing for different audiences
Each level of the Writing Complexity Scale is defined with reference to all three
dimensions.
Levels 2 and higher refer to texts that are one paragraph or more in length or are written
in a specialized literary form not employing paragraphs.
While Level 2 writing is expected to reflect standard spelling and grammar, at Level 3 the
writing should “demonstrate good control over common sentence patterns, coordination
and subordination (forming compound sentences), spelling and mechanics.)30
Also note that Level 2 refers to writing where the content is "routine", while Levels 3 and
above are for writing with "non-routine" content. In deciding between these, experts
considered whether individuals can use texts that they have written before, taking
extracts or reworking them to produce the new text, or whether they have to create new
ways to say new things.
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Writing Indicators
Dimensions
and
Examples
Length and
Purpose
Note: Purpose
is often more
important than
length.

Style and
Structure

Level 1
Indicators
Less than a
paragraph long
Intended to
organize, remind
or inform

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

Content*
Note: Level 2
refers to
writing where
the content is
“routine” while
Level 3 and
above refer to
writing with
“non-routine”
content. In
deciding
between these
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Concrete day to
day matters of
fairly immediate
concern

Level 2
Indicators

Level 3
Indicators

Brief text that is a
paragraph or
longer

Either long or
shorter pieces of
writing

Intended to serve
a variety of
purposes

Intended to
inform, explain,
request
information,
express opinions
or give direction.

Writing with more
formal style for an
audience other
than familiars
Writing sets a
tone which is
appropriate for
the occasion
Standard spelling
and grammar
expected
Writing tasks for
which templates
or models exist
such as
documents with
set formats or
headings
Content of writing
is routine with
little variation
from one instance
to the next

Writing task has
an established
format such as a
contract or
resume.
Writing format
may call for
structural
elements such as
headings, table of
contents,
footnotes,

Level 4
Indicators

Level 5
Indicators

Longer pieces of
writing.

Longer pieces of
writing

Intended to
present
considerable
information which
may feature a
comparison or
analysis.

Intended to
present an
evaluation or
critique usually
accompanied by
recommendations.

Writing task may
involve making
recommendations.

Writing tasks of
any length which
demand
originality and
effectiveness.
Appropriate tone
and mood may be
as important as
content.

Conscious
organization of
writing for a given
purpose.
Writing may
require
modification of an
existing format to
fit the given
information for
example, report,
proposal.

Writing may
display complex
multi-part
organization to
accommodate
varied content.

Consideration of
the audience may
be an important
part of the writing
task.
Non-routine
writing tasks.
Content of the
writing may be
extensive but is
readily available
from established
sources

Writing task may
involve gathering
and selecting
information.
Abstract technical
content may
demand use of
specialized
vocabulary.

Content must be
created or it may
be synthesized
using information
from multiple
sources.

Re-write or
transform written
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consider
whether the
content is
familiar and
has been
written before
or whether
students have
to create new
ways to say
31
new things.
Content is also
linked to:
the number of
sources
referenced or
the level of
inference
needed to
complete the
writing task.
Sample Tasks

information for a
specific audience
such as rewrite
technical material
for a nontechnical
audience.

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












Write a
paragraph or
more on
everyday
matters
Write in a
formal style to
people you
don’t know,
using proper
tone, correct
spelling and
grammar
Write materials
using an
outline
(template) or
where content
is set and often
repeated.
Complete
forms requiring
more detail
and/or longer
written entries
Write a brief
summary of a
larger text
Include details
and example to
support writing

 Write text on
less routine
matters
 Prepare writing
that has a set
and fairly
complex
format.
 Write a report
that has
extensive
content but
where the
information
needed is
found easily.
 Thoroughly
express own
opinions in
writing
 Tailor writing to
a specific
audience
 Edit written
materials to
confirm proper
grammar,
spelling and
formatting
 Rewrite
material to
improve clarity
and flow
 Fill out
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 Write a long
text, for the
general public
which includes
sections or
chapters
providing stepby step
instructions.
 Write a longer
piece modifying
set guidelines
and format.

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

Occupational
Examples

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

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

Level 1

Level 2

Babysitters or
parents may
coach children in
printing, writing
and spelling by
writing words or
sentences for
them to copy.
Cashiers may
write brief notes
to record and
explain
customers'
complaints
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Heavy
Equipment
Operators
write accident
reports,
describing what
led up to the
accident, details
of the accident
itself
Hunters may
complete a
number of forms
to provide the
government with
statistical
information about
trapping.










complex
formatted
documents
Write letters
which deal with
sensitive
personal or
emotional
issues
Write an essay
or report about
your interests
and life goals
for a course
you’re taking at
school
Write up the
formal minutes
of a school
meeting
Prepare a
contract,
financial report
Prepare written
material to
instruct or train
(training
manual)

Level 3
Airline Pilots
write letters
describing
accidents and inflight mishaps.
They may write
detailed
descriptions
about the failures
of landing
equipment that
resulted in
accidents while
landing. They
explain the
procedures they
followed to avert
the accidents and
the possible

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

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

Level 4

Level 5

Nurses write
reports several
pages in length
when
transferring
patients to
another
hospital or
when
discharging
patients. They
summarize the
information
collected from
all the health
professionals
involved in the
care of the
patients and

Professional
athletes write
speeches for
delivery at a wide
variety of formal
and informal
occasions
English
Teachers teach
how to write a
proper essay, a
research paper
or a special kind
of poem, like a
Haiku.
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consequences of
taking other
actions.
Website
Designers write
and edit short
texts posted on
Internet sites.
Create or revise
web site content
to achieve a tone
and style, which
will appeal to
specific target
audiences and
suit their
purposes.
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detail the
treatments that
were
administered.
They make
recommendatio
ns for follow-up
actions.
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Module Tracking Form: Essential Skill – Writing
Student ______________________
Not
yet

Consistent Demonstration of Skill
Comment

Date

Date

Date

Writing Level 1
Purpose and Length : Student is able to:
Write text less than a
paragraph long that is
intended to organize remind
or inform
Style and Structure: Student is able to:
Write informally for a familiar
audience, usually classmates
or self
Write text using pre-set
formats or where format is
unimportant
Content: Student is able to:
Write about concrete, day to
day matters
Writing Level 2
Purpose and Length : Student is able to:
Write brief text that is a
paragraph or longer intended
for a variety of purposes (i.e.
inform, explain, request
information, summarize,
express opinions)
Style and Structure: Student is able to:
Write in a more formal style
for an audience other than
usual familiars
Write in a tone appropriate to
the occasion or text’s
purpose
Write using correct spelling
and grammar
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Write text for which templates
or model exist. (i.e. letters of
inquiry, simple resume)
Content: Student is able to:
Write about routine
classroom subjects or
matters
Write text that requires
making simple inferences
Writing Level 3
Purpose and Length : Student is able to:
Write either a longer or
shorter text intended for a
variety of purposes (i.e.
inform, explain, request
information, give directions,
express opinions)
Write appropriately about
sensitive, personal or
emotional issues
Style and Structure: Student is able to:
Write texts using an
established and more
complex format, such as a
work contract or an extensive
resume
Write using structural
elements such as headings,
table of contents, footnotes,
endnotes, bibliography
Edit written materials to
confirm to proper grammar,
spelling and formatting; to
improve clarity and flow
Content: Student is able to:
Write about non-routine or
uncommon subjects or topics

Uqausiliriniq: Communications 10, Module 2: Essential Writing

127

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

_______________________________
Teacher’s Signature
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_____________________
Date

Uqausiliriniq: Communications 10, Module 2: Essential Writing

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

Level 2
Indicators
Tasks which
require the use of
several simple
software features
Using software for
a limited number of
functions that make
use of existing
structures or
standard formats
Other Task
Characteristics
Software is set up
by someone else
and used with
“default” value.

Level 3
Indicators
Tasks which
involve several
operations and the
use of a wide range
of software
features or options
Other Task
Characteristics
User may be
largely responsible
for setting up the
software,
customizing the
interface and
configuring the
software and
hardware as
required.
Work may be
automated by the
creation and /or
use of macros,
templates or
scripts.

No variation in
computer use task
from one instance
to the other

Tasks are more
varied that at level
2 and may involve
some
experimentation
and problemsolving to achieve
desired results.

Level 4
Indicators
Complex tasks
which involve
several operations
and the extensive
use of software
functions and
features.
Tasks that may
involve selection of
software and
linking of several
software packages.
Managing an
existing computer
network including
routine
maintenance and
system
management.

Level 5
Indicators
Tasks that involve
assessment of
technology needs,
selection of
appropriate
computing and
software solution
and the evaluation
of outcomes
Designing, writing
an customizing
computer programs
for specific
purposes
Designing and
setting up new
computer networks.

Other Task
Characteristics
May require
accessing littleused features and
options of the
software.

Sample tasks

Sample tasks

Sample tasks

Sample tasks

Sample tasks

Enter pre-defined
codes into
computercontrolled
machinery

Use word
processor to
produce
documents in preset formats

Create and modify
spreadsheet for
data entry

Create publication
or presentation with
linked and
embedded objects
create in other
programs

Respond to
prompts on a
computer screen

Use a word
processing
program with
simple editing and
formatting to
develop a simple

Assess computer
system and
network needs.
Organize needs
assessment
process; design
computer network
and or software in
response to needs.

Respond to lights
on a console
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Produce document
with extensive
formatting features
such as page
numbering,
headers and
footers, heading
levels, indexes,

Create and define
database
structures, queries
and forms. Design
sorting and filtering
processes to

Design and set-up
new computer
networks. Organize
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piece of text.
Log-on and log-off
sequence
Entry simple data
or messages into a
computer

Use
communications
software (Internet
and e-mail).
Enter data into
existing
spreadsheets and
databases/do a
search on a
database.

table of contents,
etc…

extract data from
the database

Use software to
produce original
drawings and
illustrations

Provide software
training or coaching
to groups.

Give one on one
computer
instruction or
orientation.

user accounts and
system resources;
write batch files
and operating
system scripts
Work with users to
design or adapt
technology for
specific contexts
and application.
Evaluate and select
hardware and
software
appropriate to the
application
Provide
professional
software training.
Illustrative
Examples

Illustrative
Examples

Illustrative
Examples

Illustrative
Examples

Illustrative
Examples

Use an automated
bank machine

View product
numbers,
descriptions and
prices on a
database

Use graphics
software,
manipulate
photographs by
adjusting size,
colour or contrast.
Create animations
and visual
representations.

Create banners,
backgrounds,
illustrations,
animations and
other design
elements for use in
web sites.

Develop web
pages with
interactive or
animation features.

Update and reload
application
software and
configure network
settings for clients'
computers

Develop
information
management
systems with query
capabilities.

Use specialized
and industryspecific simulation
and modeling
software.

Create capability to
validate
information.

Enter identification
codes into a
photocopier
Enter names and
addresses into
computerized
mailing labels
Print off a
document
Play digital games
Send a simple email to one person.

Send e-mails to
multiple users;
attach documents
or files, forward
messages to other
recipients.
Use the Internet to
access websites
and navigate
through websites to
locate the
information
needed.
Use word
processing
software to create
a simple letter or
note.
Post message or
pictures on Face
book, YOUTube or
blogs
Download music off
the Internet onto

Prepare visual aids
using software
such as Power
Point.
Use spreadsheets;
create list of tasks
and timelines for
projects, track
feedback or
comments, build
tables/ graphs,
create budgets.
Create, edit and
format documents
such as reports,
schedules and
specifications
documents.
Use desk top
publishing to create
a newsletter and
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Use multiple
computer-assisted
design
manufacturing and
machining
software.
Read information
from digital
instruments and
graphical user
interfaces such as
a electronic sound

Create interfaces
for databases.

Program e-mail
messaging
features, and link
various documents,
tables and web
pages.
Set up wireless
networking
systems.
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your computer or
smartphone.

insert graphics into
publicaiton

board for recording
music.

Burn CDs.

Use computerassisted design,
manufacturing and
machining :create
two and threedimensional
models using
drawing and design
programs such as
CAD
Occupational
Examples

Occupational
Examples

Occupational
Examples

Web designers
use graphics
software to create
illustrations,
animations and
other design
elements for use in
web sites.

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

Order items off the
Internet, for
example e-bay.

Occupational
Examples

Occupational
Examples

Cashier
use computer
computer cash
registers, requiring
knowledge of a
special keyboard

Airline ticket
agents use
databases to book
flights and process
cargo

Hunters use GSPs

Cooks send out email and search for
recipes on the
Internet

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

Audiovisual/sound
technicians use
specialized
software programs
to determine the
optimal locations of
speakers and
sound buffers

Librarians use
Internet browser
programs such as
Internet Explorer to
access the Internet.
Employ search
engines such as
Google, Yahoo and
Clusty to locate
information needed
by library and
archive users.
Students use word
processing
applications such
as Word to write
letters and prepare
reports. Use more
advanced features
to create research
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papers which
incorporate tables,
footnotes,
bibliographies and
drawings
Career
counsellors use
software such as
Career Cruising to
search information
on academic
training programs
and career
avenues which are
relevant to
students' interests
and abilities.
Photographers
use photo editing
software such as
Adobe PhotoShop
to resize and
enhance photos
taken by digital
cameras. Convert
digital image
formats for
publication in
different contexts
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Module Tracking Form: Essential Skill – Computer Use
Student ______________________
Not
yet

Consistent Demonstration of Skill
Comment

Date

Date

Date

Computer Use Level 1
Student is able to:
Log-in and log-out correctly
Enter pre-determined codes
on a key pad
Respond to prompts on a
computer screen/monitor
Enter very simple data into a
computer (no knowledge of
software necessary)
Use a variety of electronic
devices (printers, scanners,
smart phones, games)
Use common desktop icons
Computer Use Level 2
Student is able to:
Use word processor software
with simple editing and
formatting to produce a
simple piece of text
Use work processing
program to produce
documents in a pre-set
format
Send e-mail or text
messages to multiple users
with attachments
Do a search on the Internet,
and navigate websites to find
specific information,
download files or post entries
Manage and organize
electronic files
Computer Use Level 3
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Student is able to:
Use multiple operations and
a wide range of software
features or options (word
processing, database,
spreadsheet and graphic
software features and
packages)
Produce word documents
with extensive formatting
features such as page
numbers, headers and
footers, heading levels,
tables of contents
Use graphic software to
create drawings, manipulate
photographs or produce
animations
Prepare visual aids using
software such as Power
Point
Give one-on-one computer
instruction or orientation to
others
Install and configure new
software applications
Distinguish between different
file formats

_________________________________
Teacher’s Signature
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Date
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Feedback Fax
To:

English Language Arts Coordinator
Curriculum and School Services
Department of Education
Arviat
(867) 857-3090

Date: ______________________________
From: ______________________________
Re: Communications (English) 10-11-12
This is feedback for the Communications (English) 10, Module 2, Essential Writing.
What was helpful to you in this module?

What did you find was unnecessary information?

What needs more detail?

Did you see any mistakes that we need to correct?

Is there anything that you would like to contribute to this module? (for example, teaching
ideas, assessment ideas, samples of student work, resources)

Is there something that we can do to make this module more useful for you?
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Endnotes
1

Readers Guide to Essential Skills Profiles at
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml

2

Reprinted from the Braille Bug® Reproduced with permission of the American
Foundation for the Blind. All rights reserved. This article was originally published at
http://www.afb.org/braillebug/braille_deciphering.asp.

3

Permission is granted to copy, distribute and/or modify this document under the terms of
the GNU Free Documentation license: copyright holder James Kanjo, 2008. Other
interesting sites include: http://www.learnmorsecode.com and http://terrax.org.
4

Permission is granted to copy, distribute and/or modify this document under the terms of
the GNU Free Documentation License. Another useful site is
http://anglee.org/proj/ASL/index.htm.
5

Taken from http://terrax.org/sailing/pennants/pennants.aspx.

6

Bow Drill Handle: Photo © Canadian Museum of Civilization, PgHq-1:1, photo Ross
Taylor, S95-32568.

7

Taken from Inuktitut magazine, September, 1983, page 3.

8

Permission is granted to copy, distribute and/or modify this document under the terms of
the GNU Free Documentation License: based on a CIA map

9

Permission is granted to copy, distribute and/or modify this document under the terms of
the GNU Free Documentation License: Labrador_fullmap.gif

10

Permission is granted to copy, distribute and/or modify this document under the terms
of the GNU Free Documentation License:
Map_of_Alaska_highlighting_Wade_Hampton_Census_Area.png
11

Picture taken from Inuktitut magazine, September 1983, page 9.

12

Picture taken from Inuktitut magazine, September 1983, page 12.

13

Picture taken from Inuktitut magazine, September 1983, page 16.

14

Pictures and images taken from Inuktitut magazine, pages 5, 6, 8, and

15

This activity is taken form Discovering Gifts in the Middle School—Tribes TLC by
Gibbs, pages 242 and 243.

16

A copy of Pinasuaqtavut is available on the government website at www.gov.nu.ca.
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17

Activity adapted from Discovering Gifts in the Middle School written by Jeanne Gibbs,
page ?

18

Note taking is revisited in Communications 10: Module 4, Unit 2.

19

From The Shaman’s Nephew: a Life in the Far North by Simon Tookoome with Sheldon
Oberman, page 28.

20

From The Shaman’s Nephew: a Life in the Far North by Simon Tookoome with Sheldon
Oberman, page 12.

21

Taken from Inuktitut Magazine, Fall 1985, page 2.

22

A 1955 press release from the Department Of Northern Affairs And National
Resources, Editorial And Information Division, taken from Out in the Cold by Alan
Marcus, pages 111-112.

23

Taken from Barrenland Beauties by Page Burt, page 48.

24

Taken from The Right to Return: Fifty Years of Struggle by Relocated Inughuit in
Greenland by Aqqaluk Lynge, pages 9 to 10.

25

Taken from Snow Loads on Roofs, journal article by B. Peter and W.R. Schriever,
National Research Council, 1963.(Permission to reproduce from NRC as non-commercial
reproduction)
26

Mac users should check out http://www.macinstruct.com/node/69. The website
provides information on Comic Life, software that is installed on many Mac computers.
27

Found at http://www.typing-lessons.org/lesson_1.html.

28

Adapted from Readers’ guide to Essential Skills Profiles, HRSDC at
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml#42. The tracking
forms were developed by Suzanne Klinga, the Curriculum and School Services Essential
Skills consultant.
30

Canadian Language Benchmarks; Comparative Framework: Writing – Essential Skills
Level 3, Global Descriptions
http://www.itsessential.ca/itsessential/comparativeframework/writing_3.asp

31

Readers Guide to Essential Skills Profiles at
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml . Tracking form
was created by Suzanne Klinga, the Curriculum and School Services Essential Skills
consultant.
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