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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 11 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 
Essential Skills. This module focuses on 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 and Level 2 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 and holding 
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 begin to develop in Unit 6. 
 
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 

Level 2 
Indicators 

Level 3 
Indicators 

Level 4 
Indicators 

Level 5 
Indicators 

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

 
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. 

 
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 problem-
solving to achieve 
desired results. 

 
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. 
 
Other Task 
Characteristics 
 
May require 
accessing little-
used features and 
options of the 
software. 

 
Tasks that involve 
assessment of 
technology needs, 
selection of 
appropriate 
computing and 
software solution 
and the evaluation 
of outcomes 
 
Designing, writing 
an customizing 
computer programs 
for specific 
purposes 
 
Designing and 
setting up new 
computer networks. 
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Table 2: Writing Indicators 
 

Dimensions 
and 

Examples 
Level 1 

Indicators 
Level 2 

Indicators 
Level 3 

Indicators 
Level 4 

Indicators 
Level 5 

Indicators 
 
Length and 
Purpose 
Note: Purpose is 
often more 
important than 
length. 

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

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

 
Either long or 
shorter pieces of 
writing 
 
Intended to inform, 
explain, request 
information, 
express opinions or 
give direction. 

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

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

 
Style and 
Structure 

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

 
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 

 
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,  

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

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

 
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 

 
Concrete day to day 
matters of fairly 
immediate concern 

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

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

 
Writing task may 
involve gathering 
and selecting 
information. 
 
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. 

 
Content must be 
created or it may be 
synthesized using 
information from 
multiple sources. 
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create new ways 
to say new 
things.1 
 
Content is also 
linked to: 
the number of 
sources 
referenced or 
the level of 
inference 
needed to 
complete the 
writing task.  

 
 
 
 
 
 
 

Uqausiliriniq: Communications 11, Module 2: Essential Writing 9 



Uqausiliriniq: Communications 11, Module 2: Essential Writing  
 
 Learning Competencies Strategies 

1 

Students will investigate various forms of communication 
by: 
• exploring through technology how the use of color and 

font affects written communication. 

• T-chart 
• interview writing 
• inclusive 

large/small group 
activities 

• viewing activities 
• large group 

discussion 
• small group 

discussion 
• decision making 
• four corners 
• research 
• critical thinking 
• partner work 
• jigsaw grouping  
• scenarios, role-

playing 
• personal reflection 
• chart and poster 

displays 
• tools for self, peer 

and teacher 
assessment 

• problem solving 
• outlining 
• summaries 
• minute taking 
• writing project 
• use of multimedia 

technology to 
create 
presentations and 
reports 

• project 
 

2 

Students will examine modern forms of media 
communication by: 
• researching the impact of technology 
• writing brief reports on their findings. 

3 

Students will study the legislation regarding language 
rights in Nunavut by: 
• reading and responding to information from the Office 

of the Language Commissioner of Nunavut. 

4 

Students will identify the amount and type of writing tasks 
that are required in various local occupations by:  
• conducting interviews and preparing brief written 

reports on their findings. 

5 

Students will demonstrate proficiency in the mechanics of 
good writing by: 
• preparing and using a general outline to write one or 

more paragraphs summarizing a given text.  

6 

Students will use media to write to identify, organize and 
summarize key information by: 
• writing brief summaries that capture main ideas 
• taking minutes for a variety of meeting scenarios.    

7 

Students will use media to write to share information by:  
• identifying proper email etiquette  
• recognizing and composing appropriate types of formal 

and informal emails 
• writing a persuasive email. 

8 
Students will write to gather information by: 
• composing a formal letter of inquiry following the 

writing process. 

9 

Students will write to convey relevant and accurate 
information by: 
• correctly completing and helping others to complete a 

variety of application forms. 
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10 

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 and 
isintended to persuade; 

• 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: 
• exploring through technology how the use of color and font affects written 

communication. 
  

 
Language Development  
T-Chart – A T-chart is a visual reminder of what students should be doing and 
saying.  The chart has two columns.  

1) What the behaviour looks like (nodding, smiling, leaning forward) 
2) What the behaviour sounds like (I understand, that’s interesting, tell me)  

In this unit the students are asked to give examples of what the various Tribes 
Agreements look and sound like. For example: 
 
Community Agreements – A term borrowed from Tribes by Jeanne Gibbs. They 
are: 

We practice respect. 
We listen attentively. 
We have the right to participate. 
We have the right to pass. 
We show appreciation.  
We avoid put-downs.  

  

   
Materials 
Colours Chart 
Art prints (each resource kit contains one copy of Inuit Art Quarterly that could 
be used as a source of Inuit art prints) 
George’s Interview 
Character Cards 
Business Cards 
Paper 
Essential Skills Writing Indicators (Appendix C) 
Essential Skills Computer Use Indicators (Appendix C) 
Highlighters 

  

 
Background 
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 students will perform primarily 
Level 2 Tasks.  

  

 
Opener – Colour Feelings 
Display a series of pictures that use colour to convey various emotions or 
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moods.  
 
Have students fold a piece of paper into quarters and lightly write an emotion 
word in each quarter (for example, upset, relaxed, angry, tense). On the other 
flip side of the paper have the students use colors, shapes and lines to 
communicate the emotion.  
 
Ask the students to form groups of four. Have the students show their mini-
pictures and ask the group to discuss what emotion they think is illustrated in 
the picture.   
 
Display the colour chart at the end of the unit. As a class, discuss what feelings 
are associated with the various colours, and note this on the chart. Use the 
pictures to guide the discussion. 

  

 Connector – Elements Affecting Written Communication  
We communicate in many ways. How you say something affects how it is 
heard: Are you whispering? Shouting? Are your eyes wandering around?  
Where we are, also affects the message: Are you in your bed? Are you in 
hospital? Are you in a line at the store? Even who we are, affects 
communication: Are you a boy? Are you a mother? Are you a drum dancer? 
These and many more factors affect our communication. The same is true of 
writing. The written word is not just a simple word. There are ways to 
manipulate how the written message is perceived.  
 
Just like colour conveys feelings and symbols communicate ideas, how we 
write something either adds to or takes away from what we are trying to say. 
Inform the students that in this unit they are going to be experimenting with 
some elements that affect written communication. Hand out the interview 
sample found at the end of this unit. Inform the students that the font was 
chosen to create an image of George. After reading the interview, have the 
groups create a profile of George. What might George look like? What kind of 
food might he like to eat? What does he do for a living? What does he do in his 
spare time?  
Have the students create and type interviews for another character using the 
example format for George. Students should use various fonts to help illustrate 
the various characters and their personalities. Students are free to change the 
words spoken in response to the interview questions. Character cards are 
provided at the end of the unit. Encourage students to create their own. 
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Activity – Business Cards  
Have the students view the two business cards and discuss which card would be 
a better choice. Students should consider the nature of the service provided by 
the individual, who they work for, the general impression of the business card, 
and how the graphics, typeface, and colour contribute.  
Have the students create a business card for any of the character cards from the 
Activity or for a business of choice. They should consult  the color chart to select 
the colors to use on their business card, the typeface and the phrasing of words  
Have the students select a business from the community and create a business 
card for it. Students should keep in mind what message the typeface and 
graphics add to the information. Have them share their business card with the 
owner of the business. 
 
 

  

 
Reflections 
Content – Name and explain the factors that affect written communication 
explored in this unit. Why is this information important? 
 
Collaborative – How have you seen Inuuqatigiitsiarniq demonstrated in your 
class? What was the effect? Would you say that this is an important value? 
Explain your reason. 
 
Personal – When do you find it difficult to practise Inuuqatigiitsiarniq? How do 
you deal with this?  
 
 
 
 

Essential Skills Addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: 
• length and purpose: intended to serve a variety of purposes  
• style and structure: writing sets a tone which is appropriate to the occasion (in this 

activity appropriate to the character) 
• style and structure: writing tasks for which templates or models exist  
• style and structure: standard spelling and grammar expected 
• content: content of writing is routine with little variation from one instance to the next.  
Activity: Computer Use Level 2 Task 
• use several simple software features (using simple  word processing software features 

such as font) 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
Activity: Computer Use Level 2 Task 

use several simple software features 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed  
Some elements of Writing Level 2 Task addressed:  
• length and purpose: brief text that is a paragraph or longer (dependent on length of  
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Follow-Up – Essential Skills Writing and Computer Use Indicators 
Distribute the Indicators sheets to each student. Go through the indicators, 
sample tasks, and occupations with them or have them work with a partner and 
do this together. Discuss any questions students have. Ask them to highlight the 
tasks that they have demonstrated in this unit. Share their responses as a class.  
 
On enlarged copies of the Writing and Computer Use Indicators, highlight the 
tasks performed in the unit. Return to this poster at the end of each unit noting 
and highlighting the writing and computer use tasks the students demonstrate. 

  

 
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. 
 
 
 

  

 

Accommodating Diversity  
Where students have access to computers have them down load pictures from 
an electronic collection of pictures and create a display of emotions and 
corresponding pictures. Students may want to include a color swatch at the 
bottom of the picture that highlights to colors used by the artist. For the Activity 
students may want to create their own characters. 
 
 
 
 
 

  

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 modules exist (heading and 

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

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

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
 

Essential Skills addressed in this Activity: 
Activity: Computer Use Level 2 Task 
• Use several simple software features 
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Assessment  
Student – Complete the Participation Checklist or the Unit self-assessment. 
Make sure the journal is up to date and complete a Journal Evaluation. 
Complete an Ajunngitakka (Things I Can Do) form for an activity in this unit. 
Store in the Communication portfolio. Hand in journals with the evaluation forms. 
 

 
 
Teacher – Inform students how this course will be assessed and distribute the 
assessment pieces in Appendix A: the Participation Checklist OR ten Unit Self-
assessment templates, several copies of the Ajunngitakka (Things I Can Do) 
forms, several copies of the Self or Peer Assessment on Group Work forms, and 
several Journal Evaluation forms. Students store the forms in their portfolios. 
You may choose to use the Participation Checklist yourself that is located in 
Appendix B.  
 
The Ajunngitakka (Things I Can Do) forms will be helpful in guiding conferences 
to discuss the students’ development of the Essential Skills. Throughout the 
module, provide descriptive feedback whenever you observe improvement in 
students’ writing or computer skills. Maintain anecdotal notes on student 
progress and performance. At the end of each unit have the students reflect on 
the writing or computers tasks they demonstrated and highlight these on the 
enlarged copy of the Writing and Computer Use Indicators.  
 
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. 
 
Throughout the module, monitor students’ Writing and Computer Use 
development using the tracking forms in Appendix C. 

 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected 
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Colour Chart  
 

Color Meaning Feeling In Nature 

red danger, heat  blood, fire 

yellow warmth   sun 

green life, youth  young leaves 

blue cool  water, sky 

brown age, earth, soil  drying plants 

paler colors – hazy  
lilac, misty blue 

distance  atmospheric haze 
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George’s Interview 
 
George: Hey, how ya doin’? 
 
Interviewer: I beg your pardon? 
 
George: I hear you pay big bucks here. 
 
Interviewer: Indeed. Well, before we offer a signing bonus, perhaps you 
could answer a few questions. On the personal side, what sort of things do 
you most enjoy doing? 
 
George: I love listenin’ to Country Rap and the voices in my head. 
 
Interviewer: How interesting. Thank you for your time.  
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Character Cards 
 
Samantha 

• confident 
• careful to look professional with people she does not know well 
• works as a secretary 
• wants to run her own business some day  

 
Tommy 

• depressed 
• lacks motivation 
• likes to watch lots of movies 
• thinks ketchup chips are a meal  

 
Leetia 

• nervous 
• chews her nails 
• has no job currently 
• badly wants a boyfriend 

 
Joelie 

• outgoing 
• hardworking 
• likes to cook 
• hobbies include snowmobile racing and playing guitar 

 
Tina 

• hyper 
• individualist  
• dyes her hair a different color every month 
• smart 
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Business Cards 
 

Card A 

Betty Kublu  

 

Department of Health and Social Services 
Addictions counsellor  

 

Four Corners, Iqaluit, NU   

Call when the party gets to be too much! (867-972-4323)  

 

 

Card B 

Betty Kublu  

 

Department of Health and Social Services 
Addictions counsellor  

 

Four Corners, Iqaluit, NT  

• 24 hour phone counselling available for clients. 

        (867-972-4323) 
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Writing Indicators 
 
Dimensions 

and 
E l  

Level 1 
Indicators 

Level 2 
Indicators 

Level 3 
Indicators 

Level 4 
Indicators 

Level 5 
Indicators 

Length and 
Purpose 
Note: Purpose 
is often more 
important than 
length. 

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

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

Either long or 
shorter pieces of 
writing 
 
Intended to 
inform, explain, 
request 
information, 
express opinions 
or give direction. 

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

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

Style and 
Structure 

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

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 

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,  

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

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

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 

Concrete day to 
day matters of 
fairly immediate 
concern 

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

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

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

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

Uqausiliriniq: Communications 11, Module 2: Essential Writing 21 



whether the 
content is 
familiar and 
has been 
written before 
or whether 
students have 
to create new 
ways to say 
new things.2 
 
Content is also 
linked to: 
the number of 
sources 
referenced or 
the level of 
inference 
needed to 
complete the 
writing task.  

information for a 
specific 
audience such 
as rewrite 
technical 
material for a 
non-technical 
audience. 

Sample 
Tasks 

 Write a short 
informal note 
to someone 
you know, 
meant to 
inform or 
remind. 

 
 Enter short 

comments 
into a journal 
or 
appointment 
book 

 
 Complete a 

form requiring 
only brief 
written entries 

 

 Write  a 
paragraph or 
more on 
everyday 
matters  

 
 Write in a 

formal style to 
people you 
don’t know, 
using proper 
tone, correct 
spelling and 
grammar 

 
 Write 

materials 
using an 
outline 
(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 

 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 

 

 Write a long 
text, for the 
general public 
which includes 
sections or 
chapters 
providing 
step-by step 
instructions. 

 
 Write a longer 

piece 
modifying set 
guidelines and 
format. 

 
 

 Write a longer 
document 
summarizing 
complex and 
specialized 
content using 
plain and 
concise 
language to 
ensure 
understanding 

 
 Write longer 

pieces 
evaluating or 
critiquing a 
subject which 
includes 
recommenda-
tions 

 
 Write a 

creative text 
that is 
publication 
quality. 
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 Include details 
and example 
to support 
writing 
 

 

 Rewrite 
material to 
improve clarity 
and flow 

Illustrative 
Examples 

 Write yourself 
a to-do list 

 Take down a 
telephone 
message for a 
family 
member 

 Write an e-
mail or text 
message to a 
friend telling 
them the date 
and time of a 
party. 

 Note 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. 

 
 

 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) 

 
 

 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 

 
 

Occupational 
Examples 

Babysitters or 
parents may 
coach children in 
printing, writing 
and spelling by 
writing words or 
sentences for 
them to copy. 
 
 Cashiers may 

write brief 
notes to 
record and 
explain 
customers’ 

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 

Airline Pilots 
write letters 
describing 
accidents and in-
flight mishaps. 
They may write 
detailed 
descriptions 
about the failures 
of landing 
equipment that 
resulted in 
accidents while 
landing. They 
explain the 

 Nurses write 
reports 
several pages 
in length when 
transferring 
patients to 
another 
hospital or 
when 
discharging 
patients. They 
summarize 
the 
information 
collected from 

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 
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complaints provide the 
government 
with statistical 
information 
about 
trapping. 

procedures they 
followed to avert 
the accidents 
and the possible 
consequences of 
taking other 
actions. 
 
 Website 

Designers 
write and edit 
short texts 
posted on 
Internet sites. 
Create or 
revise web 
site content to 
achieve a tone 
and style, 
which will 
appeal to 
specific target 
audiences and 
suit their 
purposes. 

all the health 
professionals 
involved in the 
care of the 
patients and 
detail the 
treatments 
that were 
administered. 
They make 
recommend
ation for 
follow-up 
actions. 

paper or a 
special kind of 
poem, like a 
Haiku. 
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Computer Use Indicators 

Level 1 
Indicators 

Level 2 
Indicators 

Level 3 
Indicators 

Level 4 
Indicators 

Level 5 
Indicators 

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

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. 

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 
problem-solving to 
achieve desired 
results. 

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. 
 
Other Task 
Characteristics 
 
May require 
accessing little-used 
features and options 
of the software. 

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

Sample tasks 
 
Enter pre-defined 
codes into  
computer-controlled 
machinery 
 
Respond to prompts 
on a computer 
screen 
 
Respond to lights on 
a console 
 
Log-on and log-off 
sequence 

Sample tasks 
 
Use word processor 
to produce 
documents in pre-
set formats 
 
Use a word 
processing program 
with simple editing 
and formatting to 
develop a simple 
piece of text. 
 
Use 
communications 

Sample tasks 
 
Create and modify 
spreadsheet for data 
entry 
 
Produce document 
with extensive 
formatting features 
such as page 
numbering, headers 
and footers, heading 
levels, indexes, 
table of contents, 
etc… 
 

Sample tasks 
 
Create publication 
or presentation with 
linked and 
embedded objects 
create in other 
programs 
 
Create and define 
database structures, 
queries and forms. 
Design sorting and 
filtering processes to 
extract data from the 
database 

Sample tasks 
 
Assess computer 
system and network 
needs. Organize 
needs assessment 
process; design 
computer network 
and or software in 
response to needs. 
 
Design and set-up 
new computer 
networks. Organize 
user accounts and 
system resources; 
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Entry  simple data or 
messages  into a 
computer 

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

Use software to 
produce original 
drawings and 
illustrations 
 
Give one on one 
computer instruction 
or orientation. 

 
Provide software 
training or coaching 
to groups. 

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

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

Illustrative 
Examples  
 
View product 
numbers, 
descriptions and 
prices on a 
database 
 
Send e-mails to 
multiple users; 
attach documents or 
files, forward 
messages to other 
recipients. 
 
Use the internet to 
access websites 
and navigate 
through websites to 
locate the 
information needed. 
 
Use word 
processing software 
to create a simple  
letter or note. 
 
Post message or 
pictures on Face 
book, YOUTube. or 
blogs  
 
Download music off 
the internet onto 
your computer or 
smartphone. 
 
Burn CDs. 
 
Order items off the 
Internet, for example 

Illustrative 
Examples  
 
Use graphics 
software, 
manipulate 
photographs by 
adjusting size, 
colour or contrast. 
Create animations 
and visual 
representations. 
 
Prepare visual aids 
using software such 
as Power Point. 
 
Use spreadsheets; 
create list of tasks 
and timelines for 
projects, track 
feedback or 
comments, build 
tables/ graphs, 
create budgets. 
 
Create, edit and 
format documents 
such as reports, 
schedules and 
specifications 
documents. 
 
Use desk top 
publishing to create 
a newsletter. 
 
Use computer-
assisted design, 
manufacturing and 
machining :create 

Illustrative 
Examples  
 
Create banners, 
backgrounds, 
illustrations, 
animations and 
other design 
elements for use in 
web sites. 
 
Update and reload 
application software 
and configure 
network settings for 
clients' computers 
 
Use specialized and 
industry-specific 
simulation and 
modeling software. 
 
 Use multiple 
computer-assisted 
design 
manufacturing and 
machining software.  
 
Read information 
from digital 
instruments and 
graphical user 
interfaces such as a 
electronic sound 
board for recording 
music. 

Illustrative 
Examples  
 
Develop web pages 
with interactive or 
animation features. 
 
 Create interfaces 
for databases. 
 
Develop information 
management 
systems with query 
capabilities. 
 
Create capability to 
validate information. 
 
Program e-mail 
messaging features, 
and link various 
documents, tables 
and web pages. 
 
Set up wireless 
networking systems.  
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e-bay. 
 
Send text messages 
 

two and three-
dimensional models 
using drawing and 
design programs 
such as  CAD 

Occupational 
Examples 
 
Baby sitters or 
parents: no 
computer skills 
required 
 
Cashier 
use computer 
computer cash 
registers, requiring 
knowledge of a 
special keyboard 
 
Hunters use GPS 

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

Occupational 
Examples 
 
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 

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

Occupational 
Examples 
 
 
Computer 
programmers  
design, create, 
manage, update 
and query the 
databases. They 
develop custom 
software specific 
to clients' needs.  
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Unit 2: Impact of Technology on Media Communication 
 

 
Learning Competency 
Students will examine modern forms of media communication by: 
• researching the impact of technology 
• writing brief reports on their findings. 

  

 
Language Development  

  

  
Materials 
Handout of Two Worlds with carvings by David Ruben Piqtoukun  
Movie: Contact starring Jodie Foster 
Contact Viewing Guide 
Media Technology Research Guide 

  

 
Background 
The impact of technology on culture retention and community cohesiveness 
tends to illicit strong reactions and often opposing views.  Divisive subject 
matters are usually multi-faceted; keep this in mind as you discuss the 
content of this unit. Technology has both positively and negatively impacted 
Inuit, and both sides of the conversation are worth exploring.   

  

 
Opener – The Choice 
Display the pictures of The Choice and Airplane. You will find these at the end 
of the unit.  Have the students view the pictures and read the write-ups 
included.  Ask the students to write a brief response to the carvings and their 
message regarding new and old technology. Students should post their 
responses around the pictures of the carvings.  

  

 Connector – Film: Contact   
Have the class view the movie Contact with Jodie Foster. The movie illustrates 
the possibilities of technology shaping the future and shows how technology 
creates shifts in personal beliefs and perceptions. Provide each student with a 
Contact Viewing Guide. Read through the Contact Viewing Guide before 
watching the movie. Allow students to jot down any ideas they have prior to 
viewing.    
 
After watching the movie, have the students work independently to complete 
the Viewing Guide.   
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Ask the students to form groups of four to five. Instruct the groups to discuss 
each one of the questions on the guide and share their responses with their 
group. Students are free to add additional information and ideas to their 
Viewing Guide. Discuss question 5 as a whole class. 

  
 

 
Activity – Media Technology Research 
As a class, brainstorm innovations in media (communications) technology that 
have occurred in the last 50 years. Record the brainstormed list on a sheet of 
chart paper for reference. Examples could include: Facebook, blogs, the 
Internet, cell phones, video games, on-line marketing, music videos.  
   
Break students into groups of three or four. Ask the students to select one topic 
from the brainstormed list. Make sure that each group investigates a different 
media technology if possible. 
 
Provide each group with a Media Technology Research Guide found at the end 
of the unit. Each group will be responsible to research their technology of 
choice and provide a written report on their findings that outlines both the 
positive and negative features of their media technology. The essays should be 
handed in when the students are satisfied that they have edited for spelling, 
punctuation and clarity of ideas. Determine criteria for assessing the essay with 
the class.  
 

  
 

 
  

Essential Skills addressed in this Activity: 
Writing Level 1 Task – all indicators addressed 
Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: more formal style for an audience other than familiars 
• style and structure: tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (using outline) 
• content: writing is routine  
Some elements of Writing Level 3 Task addressed: (dependent on quality and content of 
report) 
• length and purpose: either longer or shorter pieces of writing intended to inform, explain, 

express opinions 
• content: may be extensive but it is readily available from established sources  

Activity: Computer Use Level 2 Task  
• use several simple software features (word processing and/or search the internet and 

navigate web pages to find information) 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Some elements of Writing Level 2 Task addressed: 
• length and purpose: if responses are a paragraph or longer 
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Reflections 
Content – When does technology fill a real need? Give examples and explain 
your response. When does technology create a need or simply a ‘want’? Give 
examples and explain your response. 
 
Collaborative – How have Inuit (or other Indigenous people) used new 
technology to preserve their culture? 
 
Personal – Imagine that you are a film reviewer. How would you rate this film 
(on a scale of 0 to 5 stars)? Identify what you liked about it and what you 
disliked that helped you decide how to give it the stars. Include any special 
comments you think other people should know about this film.  How do you 
think someone older, such as your grandparents, might rate the film? Why? 
 
 
 
 
 
 
 
 
 
 

  

 
Follow-Up – Second Carving Response 
Return to the pictures of the carvings in the Opener. Distribute a Post-It to each 
student. Have them consider the material they have covered in this unit and 
write another response to the pictures and write-ups. As a class discuss how 
their ideas have grown over the course of the unit.  

  

 
Classroom Reinforcement  
Have students create a display of the pictures of the carvings and students’ 
responses. 

  

 
Accommodating Diversity 
Have interested students conduct Google searches to find examples of Inuit or 
other Indigenous people using the internet to promote and teach their culture. 
Students could also create a mural or collage of technologies and their 
influence on northern lives. 
 
 
 
 

  

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment. Have 
students do a peer assessment of their group work during the Activity using a 
template from Appendix A.  

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

student’s entry 
• 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 task for which templates or modules exist (Heading and 

guiding questions are provided.) 
 
 
 

Essential Skills addressed in this Activity: 
Activity: Computer Use Level 2 Task  
• use several simple software features (search the internet and navigate webpages to 

find information) 
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Teacher – Complete the Participation Checklist. Observe students and provide 
feedback on their writing and computer skills. If necessary, provide students 
with instruction related to essay writing at this level, either through whole class 
instruction or small tutorial groups. Maintain anecdotal notes on student work. 
Use the class-derived criteria to assess the essays. 
 
Look for evidence for the Writing and Computer Use tracking forms in 
Appendix C.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Essential Skills addressed in this Activity:  
Activity:  Writing Level 1 Task – all indicators addressed 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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Sculpture by David Ruben Piqtoukun3 
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 Viewing Guide: Contact 
 
Name: __________________________ 
                                                                                      
Date: ________________________ 
 
 
1. What beliefs do the main characters have at the start of the movie?  
 
 
 
 
 
2. How have these changed by the end of the movie? 
 
 
 
 
 
3. What causes the change? 
 
 
 
 
 
4.  What role does technology have in these changes?  
 
 
 
 
 
5. What is the conflict with technology in the movie? Do you detect any bias in the way 
it is presented? What drew your attention to the bias? 
 
 
 
 
 
6. What kinds of technology do you make use of that puts you in contact with places, 
people and ideas beyond your own community? 
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Media Technology Research Guide 
 
Name: _________________________    Date: _____________________ 
 
1. What media technology have you decided to investigate? (Examples: cell phones, 
infomercials and e-commerce, music videos, the Internet/World Wide Web), video 
games, Facebook, YouTube) 
______________________________________________________________________ 

 

2. What techniques does it use? (Examples: pictures, text, music, animation, video) 

______________________________________________________________________ 

 
3. Who creates the message(s) that this technology delivers or provides? 

______________________________________________________________________

______________________________________________________________________ 

 
4. Whose values, beliefs and perspectives are expressed in the message(s)? 

______________________________________________________________________

______________________________________________________________________ 

 
5. What is the purpose of the message?  

______________________________________________________________________

______________________________________________________________________ 

 
6.  What is there about this technology that makes people want to use if? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

7. What are the advantages or beneficial aspects of this technology? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 
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8. What are the disadvantages or harmful aspects of this technology? 

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

9. What kind of interaction do people have with the technology? What kind of behaviour 
does it encourage or discourage, promote or prevent?  

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 
10. What is the extent of the technology's influence? How far can the technology convey 

its message(s)? How many people can it reach? How deeply can it affect people?  
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 
11. Is there anything about this media technology that concerns or disturbs you?    
______________________________________________________________________

______________________________________________________________________ 

 
12. Other comments  
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

 

Uqausiliriniq: Communications 11, Module 2: Essential Writing 36 



Unit 3: Language Rights in Nunavut 
 

 
Learning Competency 
Students will study the legislation regarding language rights in Nunavut by: 
• reading and responding to information from the Office of the Language 

Commissioner of Nunavut.  
  

 
Language Development  
Four Corners – This is the strategy that is utilized in the Opener. A statement 
is posed for the class to consider. Students choose their response and locate 
themselves with other students who hold a like position. Each student shares 
and the group discuses the reasons for their position. This strategy can be 
used across the content areas and prepares students to later discuss the 
issues presented as a whole class or with students who hold opposing views.  
rudimentary: not yet fully developed 
halting: hesitating, not smooth, not fluent 
idiosyncratic: peculiar or unique to an individual or group 

  

  
Materials 
Access to computers and internet 
Book cover of Northern Voices: Inuit Writing in English (included on the 
Resources handout in the Teacher’s Handbook) 
Oorebecca Issuqanqituq excerpt  
Make copies of the information sheets (at the end of this unit) taken from 
www.langcom.nu.ca:  What We Do, The Role of the Languages 
Commissioner, Your Language Rights in Nunavut, The Official Languages 
Act, The Inuit Language Protection Act, A Languages Who’s Who, About Our 
Logo 

  

 
Background 
Although whalers and explorers made contact with Inuit earlier, they arrived 
in different part of the Arctic at different times and contact was sporadic. It 
was only in the 1700s that Moravian missionaries set up permanent missions 
in Greenland and Labrador, and even later for the rest of the Arctic where the 
Catholic and Protestant missionaries set up missions in the second half of 
the nineteenth century. Historically speaking, the introduction of English is 
quite recent.  
 
It is important to establish the necessity and value of having strong skills in 
both English and Inuktitut to actively participate in the future of Nunavut. 
Depending upon your class and community, you will need to adapt the unit 
for French or Inuinnaqtun.  
 
At the time this unit was written, the Office the Languages Commissioner 
had a staff of four: the Commissioner (Alexina Kublu), a Policy Analyst 
(Sandra Inutiq), a Public Affairs Office (David Shadbolt), and an Executive 
Secretary (Judah Atagoyuk). 
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Ensure that the above information is current before beginning the unit. For 
more information, check the archives of Nunatsiaq News at 
http://www.nunatsiaqnews.com/news/nunavut/90626_2269.html.  

  

 
Opener – Four Corners 
In advance, label the four corners of your classroom: Agree Strongly, Agree, 
Disagree, and Disagree Strongly. Ask the students to independently and 
quietly consider the following statement. 
 

It is important to be fluent in English and Inuktitut. 
 
Students are to decide whether they agree strongly, agree, disagree or 
disagree strongly with the statement.  
 
After a few minutes of consideration, have students move to the corner 
where they will join others who share their viewpoint.  
 
Have each student share the reasons for the position they took with others in 
their corner. Students should jot down notes so they are able to report on the 
groups’ collective ideas.  
 
 
 
 
Have students form new groups where there is at least one person from each 
corner. Each student then shares the collective list of reasons for the position 
of their corner. As a class, discuss the opinions of the class. Ask if any 
students have changed positions as a result of this activity. 
 
Brainstorm the factors that are important when considering the statement (for 
example, job, communication in community, future of Nunavut, culture).   

  
 Connector – Northern Voices  

Display the book cover of Northern Voices: Inuit Writing in English. As a 
class, discuss why the author thought it might be important that northern 
voices be “in English.” Accept all reasonable responses. Possible answers 
might include: 
  

• so people outside of Nunavut can hear thoughts and ideas from Inuit  
• future generations may read more English than Inuktitut   

 
Write the words rudimentary, halting, and idiosyncratic on the board. Define 
and explain each word before reading the excerpt below. In the excerpt, the 
author is referring to some of the initial contacts between Inuit and 
Kabloonak. 
 

Their comments and observations in English are few and rudimentary.  
And their English is halting and idiosyncratic. But they are the first 
recorded reactions of the Inuit to the white intruders.  

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Northern Voices: Inuit Writing in English, page 58. 
 
Is it possible that the Inuit could have described the Inuktitut of the 
newcomers with the same adjectives? 
 
Introduce the Languages Commission of Nunavut and talk about the decision 
to have four official languages in Nunavut: Inuktitut, Inuinnaqtun, English and 
French. What factors might have contributed to this decision?  

 

 
Activity – Role of the Language Commissioner 
Break the class into the four groups from the Opener. Distribute the sheets as 
follows: 
Group 1 – Information sheets regarding the Language Commissioner’s Office 
What We Do, The Role of the Languages Commissioner, About Our Logo  
Group 2 – Information sheet on Your Language Rights in Nunavut 
Group 3 – Information sheet on The Official Languages Act  
Group 4 – Information sheet on The Inuit Language Protection Act 
Each group is to read through their information sheet(s) and make sure that 
everyone in the group understands the information. Group 1 is representing the 
Language Commissioner and they are going to write a brief letter to the Editor 
(meeting the Level 2 indicators for a Level 2 task as outlined below) about what 
the Office of the Languages Commissioner does and does not do. Groups 2, 3 
and 4 need to create a scenario where one of the Acts or Language Rights is 
not being followed. Groups 2, 3 and 4 need to write a letter of complaint to the 
Language Commissioner (meeting the indicators for a Level 2 Task as outlined 
below).  To finish the activity, have the group representing the Language 
Commissioner explain whether or not she will be able to follow up. If necessary, 
this could be a class activity using the letter to the Editor for the required 
information. 
 

 
  

 
Reflections 
Content – Describe in your own words the importance of the Office of the 
Language Commissioner. 
 
Collaborative – How does bilingualism or trilingualism benefit the society of 
Nunavut? 
 
Personal – How valued is speaking Inuktitut in your community? In your 

Essential Skills addressed in this Activity:  
Writing Level 1 Task – all indicators addressed 
Activity Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: more formal style for an audience other than familiars 
• style and structure: tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (using outline) 
• content: writing is routine 
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family? In your own life? 
 
 
 
 
 
 
 
 
 
 
 
 

  

 
Follow-Up – Quotation: Oorebeeca Issuqangituq 
Have the students read the excerpt below by Oorebeeca Issuqanqituq taken 
from We Don’t Live in Snow Houses Now: Reflections of Arctic Bay.4 Ask the 
students to consider what they have learned and researched in this unit. Have 
the students write a response letter to Oorebecca Issuqanqituq using 
information from  the work done in the Activity. Have the students read their 
letters to the class.  Send a copy of the excerpt and the student letters to a local 
newspaper or conduct a call-in show on the topic on local radio. 
 

 
 

Life is changing everywhere, all the time.  It has changed completely 
since my childhood and in the future it will not be at all the same as it is 
today.  Some of the young people don’t even know the language any 
more.  Some of them no longer know how to write in syllabics or, if they 
do, they write in English the words they don’t know.  The young people 
will never be white and yet they are forgetting how to speak their own 
language. 

Oorebecca Issuqanqituq 
  

 
Classroom Reinforcement  
Create a bulletin board to display the names of the staff of the Office of the 

Essential Skills addressed in this Activity: 
Activity Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: more formal style for an audience other than familiars 
• style and structure: use tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (using outline) 
• content: writing is routine  

Some elements of Writing Level 3 Task addressed: 
• length and purpose: intended to inform, explain, express opinions, etc.  

Activity: Computer Use Level 2 Task (if letter composed on computer) 
• use of several simple software features 

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

student’s entry. Entry needs to be a paragraph or longer.) 
• length and purpose: intended to serve a variety of purposes (Students are not only writing 

to inform but to explain, express feelings and opinions, etc.) 
• style and structure: writing tasks for which templates or modules exist (Heading and 

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

(this is an activity that is present in every unit and follows the same format 
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Languages Commissioner.  Ask the students to scan the local newspapers 
throughout the unit and bring in any articles that pertain to language in 
Nunavut.  

  

 
Accommodating Diversity  
 If your group is apprehensive to speak in front of the whole class, you may 
want to structure the Activity as a jigsaw instead of a presentation. 

  

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment. Make 
sure journal is up to date and do a Journal Evaluation. Complete an 
Ajunngitakka (Things I Can Do) form for one of the activities in the unit. Hand in 
journal. 
 
 
 
 
 
Teacher – Observe students and provide descriptive feedback on their writing 
work in the Activity and the Follow-Up. If necessary, do class or individual 
follow-up related to these writing activities. Maintain anecdotal notes on student 
progress and performance. Collect student journals and respond to reflections 
as appropriate and complete evaluation form. Complete Participation Checklist 
for the unit. 
 
Look for evidence for the Writing and Computer Use tracking forms in Appendix 
C.  

 

Essential Skills addressed in this Activity:  
Activity:  Writing Level 1 Task – all indicators addressed 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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What We Do5 
 
The Office of the Languages Commissioner is here to make sure the Government of 
Nunavut follows its own laws that deal with language. The Official Languages Act 
contains a number of language rights that the Government of Nunavut is required by 
law to respect. If you believe that the government is in violation of any part of the 
Official Languages Act, you can send a complaint to the Languages Commissioner 
and she will work towards resolving the problem. 
 
The Government of Nunavut has also promised to make Inuktitut/Inuinnaqtun its 
working language while respecting the rights of Nunavut's English and French speakers. 
The Languages Commissioner is monitoring the government's progress and makes 
recommendations to Nunavut's MLA's on how to achieve these goals.  
 
The Languages Commissioner regularly visits Nunavut's communities to hear people's 
concerns and to encourage them to learn and use our official languages: 
Inuktitut/Inuinnaqtun, French and English.  
 
The current Official Languages Act only has jurisdiction over the activities of the 
Government of Nunavut and our Legislative Assembly. It does not extend to federal or 
municipal government activities or private enterprises in the territory. 
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The Role of the Languages Commissioner6 
 
The Languages Commissioner has a special responsibility to protect and promote the 
official languages of Nunavut. This is achieved through the following activities: 
 

The Role of Ombudsman: The Languages Commissioner receives, investigates 
and reports on complaints from the public regarding violations of the language rights 
contained in the Official Languages Act. Although the Languages Commissioner is 
appointed by the Legislative Assembly, she is independent of the government. 
 
Monitoring: The Languages Commissioner and her staff monitor the Government of 
Nunavut's progress toward meeting its obligations to Nunavut's official languages 
under the following documents: the Official Languages Act, the Bathurst Mandate 
(Pinasuaqtavut), the Nunavut Land Claims Agreement, and the Canadian Charter of 
Rights and Freedoms. 
 
Advisory Role of the Languages Commissioner: The Office of the Languages 
Commissioner is the only institution in Nunavut dedicated entirely to language issues. 
Through on-going contacts with communities throughout the territory, research 
activities, and policy work, the Office is able to provide the Members of the 
Legislative Assembly and the GN with comprehensive recommendations on the best 
responses to language issues facing the territory. 
 
Language Promotion: The Languages Commissioner has an important role in 
bringing language issues to the public's attention and in participating in language 
promotion activities throughout Nunavut. The Languages Commissioner acts as a 
voice for the official language groups in Nunavut and works to ensure that the 
government and the public understands their needs, aspirations and rights. She is 
also responsible for keeping the public informed of any matters relating to official 
languages. 
 
Reporting: The Languages Commissioner reports annually to the Legislative 
Assembly, making recommendations for improving programmes and services in the 
official languages. 

 
 
What the Languages Commissioner Doesn't Do 
 
The Office of the Languages Commissioner DOES NOT provide any funding for 
language projects. The Office is not responsible for providing translations or 
interpreting. The Government of Nunavut handles these services through the Language 
Bureau of the Department of Culture, Language, Elders and Youth. 
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Your Language Rights in Nunavut7 
 
The Official Languages Act makes the Inuit, English and French languages, the 
official languages of Nunavut. The Inuit Language Protection Act seeks to protect and 
revitalize the Inuit language. 
 
Overview of Language Rights 
 

• Starting in September, 2009, parents have the right to have their children from 
kindergarten to grade three receive instruction in the Inuit language.  Instruction 
for all other grades must be in place by 2019.  

• Every territorial institution’s head and central office, including that of its boards 
and agencies, such as Nunavut Housing and Qulliq Energy, must have its 
services available to the public in all the official languages.    

• In 2011, employees of the Government of Nunavut can choose to work in the 
Inuit language.  

• By 2012, municipalities must offer services in any official language where there is 
a significant demand for it.  

• After consultation, and on a date decided by Cabinet, the private sector must 
provide services in the Inuit language.  

• Services in the Inuit language for early childhood and adult education will start on 
a date the Cabinet decides. Meanwhile, the GN must:  

o Develop and provide licensing standards for daycares  
o Provide educator training and early childhood education materials  
o Develop and provide adult Inuit language training programs 

 
If any of these rules are broken, the public may send a complaint to the 
Languages Commissioner who will work to resolve the issue. 
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Official Languages Act8 
 

The Official Languages Act (OLA) recognizes three official languages: Inuit language, 
English and French. Under this act the following rights are guaranteed: 

• Use of any official language in the Legislative Assembly debates or other 
proceedings;  

• Use of any official language in Nunavut Court of Justice and appeal court 
proceedings;  

• Anyone can communicate with or receive services in an official language from 
the head or central office of any territorial institution, and  

• If there is a significant demand, other territorial institutions that are not head or 
central offices also have a duty to provide a service in an official language.  

Municipalities 
If there is a significant demand for a service in an official language, the Municipality will 
have to deliver services in that official language starting in 2012. Significant demand is 
determined by: 

• Proportion of the population served;  
• Volume of “language of choice” used by the public;  
• Importance, scope or impact of services in question, and  

• Relevance of the service to public health, safety and security.  
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Inuit Language Protection Act9 
 

This is the only Act in Canada that aims to protect and revitalize a first peoples’ 
language. The aim is to increase the population of Inuit who can speak and read their 
language fluently. To help Nunavummiut achieve this goal, a new cabinet position of 
Minister of Languages was created under the act. 

 What do I need to know? 

 Starting this year, there is the right for parents to have their children receive instruction 
in the Inuit language if they are in kindergarten to grade three. 

• By September 2009, a new Language Authority, the Inuit Uqausinginnik 
Taiguusiliuqtii, will be created to establish language standards.  

• In 2011, Inuit will have the right to work for the Government of Nunavut in their 
own language.  

• By 2012, municipalities must offer services in the Inuit language.  
• By 2019, all school grades will have the right to an Inuit language education.  

 Anything else? 

 There will be an obligation for the public and the private sector to offer essential 
services in the Inuit language. This includes emergency, rescue, health, medical, 
pharmaceutical, household, residential, and hospitality services (municipalities by 
2012). This date is to be decided by cabinet. 
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A Languages Who’s Who10 
 

The Languages Commissioner – who investigates reports of languages rights 
violations by territorial institutions, municipalities and private sectors in Nunavut; 
monitors and advises compliance of the Nunavut language acts by territorial institutions, 
municipalities and the private sector, and promotes and advocates language rights. 

Minister of Languages – who promotes equality of official languages; take specific 
actions to protect and revitalize the Inuit language; consults and prepares a 
comprehensive plan to implement the legislation; creates measures for evaluating, 
monitoring, and reporting on implementation results achieved annually by territorial 
institutions  to the Legislative Assembly. 

Inuit Uqausinginnik Taiguusiliuqtiit (Inuit Language Authority) – develop and 
standardize the Inuit Language to increase effective communications 
between Nunavummiut; establish standard terminology, orthography and language 
competencies and publishes them;  undertake own or collaborative research, including 
documenting dialects and traditional expressions,  and assist the business community 
and other organizations in providing quality Inuit Language services to the public. 

Federal Commissioner of Official Languages - who investigates reports of languages 
rights violations against federal public sector institutions; monitors and advises on 
issues of compliance of the Canadian Official Languages Act by federal public sector 
and Crown corporations which are subject to the Act, and promotes and advocates 
English and French language rights 
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About Our Logo  
 
The logo of the Office of the Languages Commissioner of Nunavut consists of a single 
purple saxifrage flower, aupilattunnguaq in Inuktitut, protected by the qilaut, the Inuit 
drum.  
 
As the official flower of Nunavut, aupilattunnguaq represents all Nunavummiut 
regardless of their ethnic background or mother tongue. Blossoming in Nunavut's rocky 
soil, this small plant signifies strength, endurance and at the same time fragility. 
Aupilattunnguaq is a powerful symbol for Nunavut's languages as living entities that 
must be nurtured and protected to grow strong.  
 
The qilaut points to the importance of the Inuit language in the new territory. It is one of 
the most universal aspects of Inuit culture, with the term qilaut common to all of 
Nunavut's dialects. The qilaut was (and continues to be) integral to the singing of songs 
and the telling of stories through which young people learned the richness of the 
language from their elders. The sound of the qilaut, like the language itself, has 
resonated in the ears of Inuit for countless generations.  
 

Uqausiliriniq: Communications 11, Module 2: Essential Writing 48 



Unit 4: Purposes of Writing 
 

 
Learning Competency 
Students will identify the amount and type of writing tasks that are required 
by various local occupations by: 
• conducting interviews and preparing brief written reports on their findings. 

  

 
Language Development  

  

  
Materials 
Guess What I Write worksheet 
Need to Write worksheet  
Chart paper 
Paint 
Markers 
Access to computers 

  

 
Background 
This unit will require students to conduct an interview. As soon as students 
have selected the occupation they wish to investigate in the Activity, have 
them contact the individual and make necessary arrangements. If there is 
a time gap before the interview, students may begin working on the Follow-
Up by creating the silhouette. 

  

 
Opener – The Pijunnaqsijuq Stage of Learning/The Proficient Learner 
students in the senior years of secondary school belong to the stage of 
learning called the Pijunnaqsijuq stage, that is, the stage of becoming a 
proficient learner.  
 

At this stage, learners begin to think abstractly and critically and can 
reason and seek solutions, and design ways of applying these 
solutions to contexts in the real world. Mastery at this level is what all 
Nunavut students should achieve. 
Inuit Qaujimajatuqangit Education Framework for Nunavut Curriculum 

 
Brainstorm answers to the following question with your students. 
 

How can you use writing as a tool to help you to think and seek 
solutions? 

  
 Connector – Guess What I Write    

Distribute the Guess What I Write worksheet. Have students work in small 
groups to complete possible writing tasks that each job might require. Have 
each group join another group and share responses. They should record the 
new ideas on their worksheet.  
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Activity – Need to Write 
Have the students work with a partner. Ask each pair to select an occupation 
or position they are interested in from the Guess What I Write worksheet.  Try 
to ensure that as a class you have covered all the occupations listed.  
 
Provide students with the Need to Write worksheet. Have the students conduct 
an interview to complete the worksheet. They should record their responses 
on the worksheet. Have each pair report to the class. The class should return 
to the Guess What I Write worksheet and add any new writing tasks that were 
discovered after the interviews. Discuss with students which occupations have 
the most difficult kinds of writing tasks to do. 
 
 
 
 
 
 
 
  

  

 
Reflections 
Content – Our world is constantly changing. What did you learn about writing 
in this unit that you will be able to use in the future? 
 
Collaborative – Think back over the unit you have just completed. List at least 
two tasks that you accomplished with the help of others. Why do you think 
your teacher had you work with others on the assignment? How do you think 
the experience would have been if the task had been done alone?  
 
Personal – Elders developed the characteristics of students in the learning 
stages. How do you feel about your progress through this learning stage? 
 
 
 
 
 
 
 
 
 
 
 

  

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

responses) 
• style and structure: standard spelling and grammar expected 
• style and structure: writing task for which templates exist (questionnaire form) 
• content: writing is routine 

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

student’s entry. Entry needs to be a paragraph or longer.)  
• length and purpose: intended to serve a variety of purposes (Students are not only 

writing to inform but to explain, express feelings and opinions, 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.) 
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Follow-Up – Profiles   
Have students rejoin their partner from the Activity. Instruct students to trace 
the outline of their partner on chart paper. Provide students with paint and 
markers. Students are to paint the silhouette to represent the job or task from 
the Activity. In a large font, have students type up the writing tasks that the job 
requires and attaché them directly onto the silhouette. 
 

 
  

 
Classroom Reinforcement  
Using the silhouettes from the Follow-Up, create a large visual to illustrate the 
value of writing skills. You may want to have the display in the hallway.  

  

 
Accommodating Diversity  
The jobs presented on the worksheet need to be ones that your students can 
access the information for. Students could do this via email, phone, or 
personal interview in the community. You may need to modify the jobs listed 
on the Need to Write worksheet.  
 
To come up with a creative list of jobs you might want to poll your staff for 
personal connections they have to individuals outside the community with jobs 
not represented locally. They may be interviewed via phone or email.  
 
Note that the Activity would meet all the indicators of a Level 2 task if students 
were to write a formal report based on their research.  

  

 

Assessment  
Student Complete the Participation Checklist or Unit Self-Assessment. 
Complete an Ajunngitakka (Things I Can Do) form for one of the activities in 
the unit. Make sure journal is up to date and any feedback has been 
incorporated. Sign up and prepare for a conference. 
 

 
 
Teacher – Observe students and provide feedback on the information 
gathered from people interviewed. Complete the Participation Checklist for the 
unit. Maintain anecdotal notes while students are engaged in group work. Post 
sign-up sheet for conferences.  
 
Look for evidence for the Writing and Computer Use tracking forms in 
Appendix C.  

 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Computer Use Level 1 Task – all indicators addressed 
 

Essential Skills addressed in this Activity: 
Activity:  Writing Level 1 Task 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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Guess What I Write 
 

Pilot         RCMP 
_______________      _______________ 
 
_______________      _______________ 
 
 
Parent       Carver 
_______________      _______________ 
 
_______________      _______________ 
 
 
Teacher       Member of the Legislative 

       Assembly 
_______________      _______________ 
  
_______________      _______________ 
 
 
Town Council Member     Nurse 
_______________      _______________ 
 
_______________      _______________ 
 
 
Water Truck Driver      Hunter 
______________      _______________ 
  
______________      _______________ 
 
 
Lawyer       Mechanic 
______________      _______________ 
  
______________      _______________ 
 
 
Occupation of your      Occupation of your  
choice       choice 
_______________      _______________ 
 
_______________      _______________ 
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Need to Write 
 

Names: ________________      _____________________ 
  
Date:     ________________ 
 
We interviewed: ___________________ 
 
1. Rate how much writing you do on a daily basis, one being very little and ten being a 
lot.  
 
______________________________________________________________ 
 
2. Rate how much writing you do on a weekly basis.  
 
______________________________________________________________ 
 
3. Yearly basis. 
 
______________________________________________________________ 
 
 
4. Do you write in English, Inuktitut or both?  
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
 
5. What tasks require you to write?  
 
______________________________________________________________ 
 
______________________________________________________________ 
 
______________________________________________________________ 
 
6. Describe what these tasks require. 
 
______________________________________________________________ 
 
______________________________________________________________ 
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______________________________________________________________ 
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Unit 5: Qualities of Good Writing 
 

 
Learning Competency 
Students will demonstrate proficiency in the mechanics of good writing by:  
• preparing and using a general outline to write one or more paragraphs 

summarizing a given text. 
  

 
Language Development  
General Outlines – This type of outline shows the arrangement of ideas and 
shows the connection to other ideas within a section of writing. General 
outlines help writers remember ideas, stay focused on the topic, and ensure 
that the arrangement is logical. Other types of outlines include topic outlines 
(which use words or phrases to outline), sentence outlines (which contain 
more information than general outlines and are written with full sentences), 
and paragraph outlines (which are used to plan long, detailed documents). 
As well, visual mapping is a form of outlining ideas.    

  

  
Materials 
Three different colours of markers 
Chart paper 
Selection Text  
Access to computers 

  

 
Background 
Poor organization is a common writing problem. Outlining is a valuable tool 
that allows students to organize their thoughts early in the writing process. As 
such it helps them see possible gaps in logic and organization. Outlines 
produced by students are also helpful in assessing learning across the 
content areas. It is a means by which students can demonstrate an 
understanding of the assignment, that they have stayed focused on the topic, 
and that they have organized their thoughts in a coherent manner.  
 
Outlines do not need to have Roman numerals and capital letters, although 
this is one helpful way to structure an outline. Even without such 
structures, an outline is a useful tool. An outline is a blueprint for the final 
document. It presents the content of the writing in short form. An outline 
organizes the topics and supporting details in the order they will be 
presented. It is a valuable tool both in writing and giving oral presentations. 

  

 
Opener – Observations 
Have a friend or staff member enter the class to make a short 
announcement, then promptly leave the classroom. The purpose of the 
announcement is to have the students take a moment to notice the person in 
the room; the announcement is unimportant.  
 
Post up a large piece of paper. Ask the students to close their eyes and 
visualize the individual who made the announcement. How many items of 
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clothing, jewelry or other details can they remember? Record these on the 
chart.  
 
Have the individual return and complete the list. How many items did they 
miss? How many did they get? Why did they miss some items?   

  
 Connector – Colour Outline   

Have the individual who gave the announcement return to the class. Inform 
the students that as a class you will create a color-coded outline of the 
person’s appearance.  
 
Have the class select three items of clothing. Write these in red marker on 
the piece of chart paper. Make sure to leave large spaces between each item 
written in red.  
 
Next ask students to give you one supporting idea about the first item written 
in red on the chart paper. Note this in green. 
 
Follow by asking for a more specific detail and note this in orange under the 
detail written in green.   
 
For example: 
 jeans (red marker)  
 faded blue (green marker)  
           rip on left knee (orange marker) 
  
Repeat with two more items of clothing or accessories.   
For example: 
 earrings (red marker) 
 purple (green marker) 
 sparkly with silver flecks (orange marker) 
  
  shirt (red marker) 
 brown in color (green marker) 
 buttons down front (orange marker) 
 
Have students create their own colored outline by outlining a neighbor’s 
appearance. 
 
 
    
 
Repeat the process outlining a selection of written material that is accessible 
to your students. Outline several paragraphs using the process above. 
Ensure that students feel at ease with the process. You may want to provide 
photocopies of the written text and the three coloured markers for the 
students to note the main ideas (red), supporting ideas (green) and details 
(orange). 

 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task - all indicators addressed 
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Activity – Driver’s Manual Outline 
Have students work in pairs to outline a section of the Driver’s Manual.  
Students should create an outline for a section containing at least three 
paragraphs. The Driver’s Manual is provided with the module. Students should 
read the selection and identify and highlight with markers the main idea, the 
supporting ideas, and the details. 
 
Then, ask the students to independently re-write, using the computer, the 
section of the manual they have outlined with their partner. After completing 
their re-writes have the students compare their writing with their partners. What 
parts were the same? Did their partners include different details?  
 
 
 
 
 
 
 
 
 
 
 
 
 
Debrief by asking students how they think that writing an outline will help them, 
regardless of the sort of document they wish to produce [for example, help 
them gather their thoughts, put thoughts into an organized flow of ideas]. 
Whether they are writing a book report, an article, a training manual, a public 
speech, or drafting a novel or screen play, success or failure depends on their 
ability to make a clear and understandable presentation of the information. 
Their goal as a writer is to bring the reader on a reading journey that brings the 
reader to a logical conclusion.  

  

 
Reflections 
Content – How would you describe the way the Driver’s Manual is written? For 
example, what makes it easy for you to understand or difficult to understand? 
 
Collaborative – What positive group work behaviours did you notice in this 
unit? What affect did these behaviors have on the group?  
 
Personal – Is this the way you usually do an outline before you begin writing? 
List some ways you will make use of the outlining skills you practised in this 
unit.  
 
 
 
 
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task -  all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed if students conform to all indicators 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: more formal style for an audience other than familiars 
• style and structure: tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (using outline) 
• content: writing is routine  
Activity: Computer Use Level 2 Task – all indicators addressed (if summaries composed 
on computer) 
• use of several simple software features 
 

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

student’s entry. entry needs to be a paragraph or longer.)  
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Follow-Up – Driver’s Manual Re-Write  
Have the students join their partner from the Activity. Ask the students to work 
together with their partner to create a joint re-write for the portion of the Driver’s 
Manual they selected. Ask the pairs to re-read the material, the outline and 
both of their re-writes. They should work to create a write-up that is clear and 
succinct and best conveys the information in the manual. 
 

 
 

  

 
Classroom Reinforcement  
Post up a sheet of chart paper that illustrates the three-colour coding system 
used in the Connector to create an outline. 

  

 
Accommodating Diversity  
For the Opener, you could arrange with the individual making the 
announcement to have an assortment of accessories. A knapsack, pair of 
sunglasses, bracelets, a watch, cell phone, or a sweater would work. Make 
these clearly visible when they enter your classroom. Instead of a person 
coming in, show a clip from a film. 
 
Have students form large groups of eight to ten. Students should write their 
names on a slip of paper and deposit them in a hat. Each group member is to 
secretly draw a name and write an outline of what the person is wearing whose 
name they drew. Students then deposit these outlines into a hat and take turns 
reading and guessing who is being outlined. 
 
 
 
 

Essential Skills addressed in this Activity: 
Activity; Wrtitng Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (using outline) 
• content: writing is routine 
Activity: Computer Use Level 2 Task – all indicators addressed (if summaries composed 
on computer 
• use of several simple software features 

• 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. 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Assessment 
Student – Complete the Participation Checklist or Unit Self-Assessment. 
Complete an Ajunngitakka (Things I Can Do) form and a self-assessment (form 
in Appendix A) of their contributions in group work during the unit. Make sure 
journal is complete and incorporates any feedback received. Be prepared with 
journal, Ajunngitakka forms, classwork and checklists that you would like to 
share during the conference and anything else requested by the teacher. 
 

 
Teacher – Hold student conferences using the template from Appendix B. Note 
follow-up needed by individuals and by the whole class in regards to either 
writing or computer use. Maintain anecdotal notes and complete Participation 
Checklist. 
 
Fill in the Writing and Computer Use tracking forms as possible at this point in 
time. Discuss progress with students.  

  

Essential Skills addressed in this Activity: 
Activity:  Writing Level 1 Task 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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 Unit 6: Writing to Organize and Record 
 

 
Learning Competency 
Students will use media to write to identify, organize and summarize  key 
information by: 
• writing brief summaries that capture main ideas 
• taking minutes for a variety of meeting scenarios. 

  

 
Language Development  

  

  
Materials 
Copies of Nunavut/News North or Nunatsiaq News for each student or every 
two students 
Pre-recorded television newscast of a current issue from a program such as 
Igalaaq/CBCNorthbeat (not provided with the resources) 
Viewing Guide 
Minutes of a DEA or Hamlet Council meeting to use as a model for the Follow-
Up. 
Meeting Scenario Cards 

  

 
Background 
Throughout our lives, we are involved in attending meetings. The written 
record of a meeting is what we call the minutes. Usually the minutes of a 
meeting are informal, in that they do not follow the rules used in parliamentary 
form. The purpose of this unit is provide students with an understanding of the 
general framework for taking minutes at an informal meeting, not to teach a 
strict or official format. Minutes from meetings provide documentation on 
decisions that an organization has made and are helpful in identifying 
additional issues that should be addressed in the future. Regardless of 
whether the meeting is formal or informal, a written record is usually 
developed. These minutes are usually distributed to members of the 
organization or those who attended the meeting. 

  

 
Opener – Current Event Summary 
Have a current events class. Distribute copies of a local or northern 
newspaper or have students browse through their archives on line. Ask the 
students to select an article that is of interest to them. Have students create 
their own headline for the article, and write down three to five points that 
summarize the content of the article.  
 
 
 
 
Have students take turns presenting their article. They should state their new 
title for the article and read the three to five summary points.  

  

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task- all indicators addressed 
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 Connector – Finding Key Points    
Inform students that being able to summarize material succinctly is an 
important skill. Knowing which points are key will help remember the whole 
and will aid in recalling details.   
 
Distribute the Viewing Guide found at the end of the unit. Have students watch 
the Issues DVD provided with the module. Inform students that they are to 
watch the clip and to note the main ideas on the Viewing Guide. Stop the DVD 
intermittently and allow time to write.  
 
 
 
 
Have students work in groups of three or four. Instruct the students to share 
the main ideas they noted on the Viewing Guide with their group. Inform the 
groups that they are to jointly choose five main points that best reflect the 
issues discussed on the Issues DVD.  
 
Have each group select a reporter to share the summary by reading aloud to 
the class the five points selected by the group.  

 

 
Activity – Minutes of an Informal Meeting  
Minutes are the written record of a meeting. Have students share with the 
class a meeting they have attended where minutes were taken. Ask them if 
they received the minutes and if they can recall the items that were included. 
List the items on chart paper. Ask the class if there is anything else that should 
appear in the minutes. When the list is finished, compare it to the list below. 
Use the items below as a checklist for the class list. Discuss and add any 
missing items.  
 

• date 
• time 
• place of meeting 
• name of chairperson 
• list of those present 
• list of those absent 
• topics and summary of discussions (decisions, future actions) 
• signature of individual who wrote the minutes 
• date of next meeting 

 
Have students research Microsoft Office Online to locate a number of 
templates for recording meeting minutes. 
 

Essentials Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Reflections 
Content – Choose five components of a set of minutes and explain why you 
feel that these five are absolutely essential for the minutes from any meeting.  
 
Collaborate – When gathering a group of individuals together to make 
decisions, it is helpful to have a set of guidelines that direct the process. What 
Inuit Qaujimajatuqangit principle can you see as being helpful in a meeting 
context where difficult decisions need to be made and opinions may differ?  
 
Personal – How do you react in situations where a decision needs to be 
made, but the people in the group cannot agree on one decision?  
 

 
  

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (using checklist) 
• content: writing is routine 
Activity: Computer Use Level 2 Task – all indicators addressed (if minutes composed on 
computer 
• use of several simple software features 

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

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

writing to inform but to explain, express feelings and opinions, 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. 
 

Uqausiliriniq: Communications 11, Module 2: Essential Writing 62 



 
Follow-Up – Meeting Scenario Cards  
Have students find a partner. Distribute one of the meeting cards to each pair. 
Instruct students to create a set of minutes based on the Meeting Scenario. 
Have them use one of the templates for recording meeting minutes that they 
researched in the Activity. Students will need to envision what might possibly 
have occurred in the meeting, who was present, who was absent, where the 
meeting might have occurred and so on.  
 

 
  

 
Classroom Reinforcement  
Post the chart from the Activity for reference throughout the unit.  

  

 
Accommodating Diversity  
Have students work in groups for the Opener. Each group would select a 
newspaper article of their choice and hold a mock newscast following the 
format of the Opener (re-writing the headline and including three to five main 
points). Each group should present their news broadcast to the class.  
 
 
 
 
For the Activity, distribute the minutes of a recent DEA or Hamlet meeting if 
students have not had experience attending meetings with minutes taken. 
Have interested students volunteer to take minutes for a local organization.  
  

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed 
• Length and Purpose: Brief text that is a paragraph or longer 
• Length and Purpose: Intended to serve a variety of purposes 
• Style and Structure: Writing with an established format 
• Style and Structure: Writing sets a tone which is appropriate 
• Style and Structure: Standard spelling and grammar expected 
• Style and Structure: template or model exists (using checklist) 
• Content: Writing is routine 
Activity: Computer Use Level 2 Task – all indicators addressed (if summaries composed 
on computer) 
• Use of several simple software features 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Have students attend a meeting (or part of a meeting) and take their own 
minutes. Later have them request to see the ‘official’ minutes and compare 
them with their own.  

 
 
Invite the DEA secretary to visit the class and discuss the importance of 
minutes and the difficulties associated with taking them and writing them up. 

  
 
 

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment and 
make sure the journal is up to date. Complete an Ajunngitakka (Things I Can 
Do) form or do a peer assessment of their group work.  
 

 
 
Teacher – Observe and provide feedback during group work. Note students 
who require follow-up assistance with summary writing and the concept of 
taking/writing minutes. Maintain anecdotal notes on student progress and 
performance. Complete the Participation Checklist for the unit. 
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists  
• content: writing is routine 
Activity: Computer Use Level 2 Task – all indicators addressed (if summaries composed 
on computer 
• Use of several simple software features 
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists 
• content: writing is routine 
Activity: Computer Use Level 2 Task – all indicators addressed (if summaries composed 
on computer 
• use of several simple software features 
 

Essential Skills addressed in this Activity: 
Activity:  Writing Level 1 Task 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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Continue to watch for demonstration of tasks related to the Writing and 
Computer Use tracking forms in Appendix C. 
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Issues Viewing Guide 
Name: ______________________________                                                                                          
Date: ____________________ 

Jot down the main ideas. Use words, pictures, or phrases that will help you remember 
the ideas presented on the DVD. Use one box per main idea. You may want to note 
supporting ideas or details in the box as well. The focus however, should be in noting 
the main ideas.   
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Meeting Scenario Cards 
 
Meeting Card 1 

You work for a company that operates vending machines across Nunavut. They service 
schools, offices, and other public places such as halls and arcades. The machines 
dispense chocolate bars, chips and pop. Recently, schools have been requesting that 
the machines include healthy snack food or they will remove the machines. There are 
machines and products available that are a healthier choice, but the company would 
need to be purchase and install them. Currently, you have people hired in each 
community to service and stock the machines. Your boss wonders if the healthier 
snacks will be profitable. The meeting is called to decide if the company will provide the 
machines and healthier snacks to the schools who are requesting them, or if they will 
simply allow the schools to remove the machines.   

 
Meeting Card 2 

You are chairperson of the recreation committee. The Committee is holding a hockey 
tournament and wants to bring in five teams from out of town. You have just settled on 
dates that work for all the visiting teams. You have not publicly announced the 
tournament. Your community has two teams that will take part. You want to create local 
interest and have the tournament well attended. A meeting is called to gather ideas for 
advertising the event.  

 
Meeting Card 3 

You manage a grocery store in a fairly large community. Lately you have had several 
complaints about the appearance and dress habits of several young employees. You 
are concerned that this is affecting business. The employees against whom the 
complaints have been made do not know that they have been criticized. They are hard 
working and reliable and you want to keep them as employees. You decide to address 
the issue in a staff meeting without mentioning who the employees are. 
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Unit 7: Writing to Share Information 
 

 
Learning Competency 
Students will use media to write to share information by: 
• identifying proper email etiquette 
• recognizing and composing appropriate types of formal and informal 

emails 
• writing a persuasive email. 

  

 
Language Development  

  

  
Materials 
Computers with email access 
www.netlingo.com/acronyms.php (texting glossary) 
www.techlifemag.ca/875.htm (tips for better workplace email) 
Email Acronyms   
Do’s and Don’ts of Email Etiquette 
Points for Discussion: Do’s and Don’ts of Email Etiquette 
Types of email 
Find the Mistakes Email 

   

 
Background 
This unit assumes that students are familiar with sending and receiving 
emails. If your students are unfamiliar with emailing, see Accommodating 
Diversity.  
 
Emailing is a fast and convenient way of communicating for both personal 
and business purposes. With a basic understanding of emailing, students are 
equipped to use this medium both formally and informally. Emails tend to be 
less wordy and complex than a formal letter. Paragraphs and sentences are 
shorter. Important information should be placed at the start of the email. 
Sometimes bullets or numbering is helpful to make the message clearer.  

  

 
Opener – Emoticons and Acronyms 
Write the email emoticons below on a piece of chart paper. Inform the 
students that the emoticons they see written on the chart paper represent 
words or phrases that are commonly used in emails. Ask the students to 
work with a partner to guess what each means. After students have finished 
guessing, have each partner share what they think the emoticon means. 
Reveal the actual meaning. Ask students to share any additional email 
emoticons they know of or make use of.  
  
1. :-)      2.  :-D     3. ;-)     4. {}    5. O:-)     6. X-)    7. :-X     8. :*  

Answers:  :-) smiling, :-D laughing, ;-) winking, {} hugging,   
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O:-) angel, X-) I see nothing,  :-X I say nothing, :* kissing 
 
Distribute the Email Acronyms sheet. Have students guess which word or 
phrase matches the acronym.  Reveal the correct answers to the students: 
FYI (For your information), FYA (For your action), BTW (By the way), FAQ 
(Frequently asked questions), FWIW (For what its worth), IMHO (In my 
humble opinion), TIA (Thanks in advance), IMO (In my opinion), IMNSHO (In 
my not so humble opinion). Have students add their own acronyms to the list. 

  
 
 
 
 

 

Connector – Do’s and Don’ts of Email 
Distribute the Do’s and Don’ts of Email Etiquette worksheet to the students. 
Have the students form small groups. Instruct the groups that the worksheet 
contains a list of things that need to be sorted into two groups: Do and Do 
Not. Students should work towards group consensus when reaching a 
decision.  
 
 
 
 
Review the worksheet as a class. Use the Points For Discussion provided at 
the end of the unit as a guide.  
 
Distribute the Find the Mistakes Email. Have students work with a partner to 
identify all the mistakes in email etiquette. Students may note issues for 
concern not listed on the Do’s and Don’ts worksheet. Add any valid Do’s or 
Don’ts students identify to the master list (see Classroom Reinforcement).  

 

 
Activity – Email Writing 
Discuss the difference between informal, semi-formal and formal emails.  
 

• A formal email is written in a prescribed manner. It is used in public and 
official communications. For example, a letter to a prospective employee.  

 

• An informal email is relaxed and casual. It is not officially prepared or 
organized. It is suitable for casual and everyday interactions. For example, 
an email to a close friend.   

 

• A semi-formal email is more formal than an informal email and less official 
than a formal email. It is casual in its tone, but does not become familiar. 
For example, requesting information from a college or information centre.  

 
Provide students with the Type of Email worksheet. Have the students read the 
emails in their small group and decide which type of writing style the email 
follows (formal, informal, semi-formal).  
 
Ask students which email would be best used for writing to a college.  
Discuss that either formal or semi-formal would be appropriate.  
 
Ask students to brainstorm a list of appropriate places to send each type of 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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email.  
 
Have students work with a partner to send an email to a place of interest that 
would require a formal or informal email. Students could refer to the 
brainstormed list created earlier in the Activity. Tourist information centers or 
colleges often respond to email inquiries and would be a good choice for 
students. Ask students to follow the Do’s and Don’ts from the Connector when 
writing the email.  
 

 
 
Students should save their emails in draft form and either peer edit or have you 
review their email before sending. 
 

  

 
Reflections 
Content – Write three very brief emails (formal, semi-formal, informal) to 
persuade someone or some organization to visit your community. Send the 
emails to three classmates who should respond with an appropriate formal, 
semi-formal or informal email. 
 
Collaborative – You and your friends are now used to instant messaging. 
What things could prevent a friend or an employee from responding to an email 
in a timely manner? How does instant messaging affect our relationships with 
friends, co-workers or employers? 
 
Personal – How do you prefer to communicate with your friends, for example, 
by email, phone, Facebook, or in person? Why do you have this preference? 
 

Essential Skills addressed in this Activity: 
Activity; Wrting Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (do’s and don’ts) 
• content; writing is routine 
Activity: Computer Use Level 2 Task 
• use of several simple software features (email applications, saving documents) 
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Follow-Up – Responding to Emails  
Have students work independently or in pairs to create timely email responses 
to the following emails from a variety of people: 

1. from a younger sibling asking you to take them somewhere 
2. from Qulliq Power Corp requesting bill payment 
3. from a parent asking you to babysit 
4. from a classmate asking you about what’s happening Friday night 
5. from your employer asking you to work overtime 
6. from the hockey coach asking when you will be available to help with the 

younger players 
7. other… 

 
Ask students to meet with two or three classmates to share and provide 
feedback on their responses. Ask volunteers to share their favourite responses 
with the whole class. At this time, review the send components of emailing, 
including cc, recall this message, and reply all.   
 
Have the class create a Users’ Manual for emailing with various students 
working on different components to create a ‘how to’ description. This manual 
could be shared with a younger class of students. 
 

 
  

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

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

writing to inform but to explain, express feelings and opinions, 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. 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity:  Writing Level 2 Task – all indicators addressed 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists (do’s and don’ts) 
• content; writing is routine 
Some elements of Writing Level 3 Task addressed: 
• length and purpose: either long or shorter pieces of writing intended to inform, explain, 

etc., or give directions 
Activity: Computer Use Level 2 Task 
• use of several simple software features (if manual composed on computer) 
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Classroom Reinforcement  
Create a poster with the Do’s and Don’ts of Emailing from the Connector for 
reference through the unit. Create a poster of Email Acronyms for display and 
reference through the unit.  

  

 
Accommodating Diversity  
If your students do not have an email account, you will need to help them set 
one up for this unit. Walk students through the process or pair students who are 
less familiar with internet usage with a partner who is more familiar. Have 
students record account passwords and keep track of this information.  
 

 
 
Instead of creating a Users’ Manual for emailing, students could develop a 
presentation for younger students re careful practices using email, chat rooms, 
and other on-line opportunities for communicating with strangers. 

  

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment. Make 
sure journal is up to date and complete a journal evaluation; hand in journal.. 
Complete an Ajunngitakka (Things I Can Do) form.  
 

 
 

Teacher – Provide feedback on emailing activities and skills used in group 
work. Note students who need extra support with emailing fluency and 
etiquette. Complete a Participation Checklist. Collect journals, respond to 
Reflections, and complete the evaluation form.  
 
Note demonstrations of tasks for the Writing and Computer Use tracking forms 
in Appendix C. 

 

Essential Skills addressed in this Activity: 
Activity: Computer Use Level 1 Task 
• computer use that is limited to a few basic commands with no knowledge of software 

required  

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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Email Acronyms 
 
Name: ___________________________ 
 
Date: _______________________ 
 
Instructions: Match the acronym with the phrase or word that best fits.  
 
 

Acronym Meaning 
 
 
FYI                                                                
 
FYA                                                               
 
BTW                                                              
 
FAQ                                                              
 
FWIW                                                            
 
IMHO                                                           
 
TIA                                                                
 
IMO                                                               
 
IMNSHO                                                     
 
 
 

 
 
By the way 
 
In my humble opinion 
 
Frequently asked question 
 
For your information  
 
For your action  
 
Thanks in advance 
 
In my opinion 
 
In my not so humble opinion 
 
For what it’s worth 
 
 
 
 
 
 
 
 
 
 
 
 

 
Glossary for texting: www.netlingo.com/acronyms.php  
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Do’s and Don’ts of Email Etiquette 
 

Name: _____________________________ 
 
Date: ________________________ 
 
Instructions: Read the statements listed below and as a group decide which column it 
should be placed in. Make sure all your group members are in agreement with the 
decision.  
 

• Make sure you greet the person.  
• Feel free to forward an email without permission. 
• Re-read your email before sending. 
• Use email when you know the conversation will be difficult or very emotional. 
• Write in capitals to make your point. 
• Wait a day or two before responding to an email that makes you angry.  
• Write only those things you would say in a face-to-face encounter.   
• Use the subject field to briefly state what your email is about. 
• Start your email in the subject field. 
• Use lots of acronyms or emoticons to keep your email as brief as possible.  
• Don’t think before you write. Just get your ideas down.  
• Try and be to the point. Save long conversations for the phone or when speaking 

directly to the person.  
• Just sign off when you are done.  
• Spell and punctuate properly. 

 

DO’S DON’TS 
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Answer Key to Do’s and Don’ts of Email Etiquette 
 

DO’S DON’TS 

• Make sure you greet the person. 
 
• Re-read your email before sending. 

  
• Wait a day or two before 

responding to an email that makes 
you angry.  

 
• Write only those things you would 

say in a face-to-face encounter.   
 

• Use the subject field to briefly state 
what your email is about. 

 
• Try and be to the point. Save long 

conversations for the phone or 
when speaking directly to the 
person.  

 
• Just sign off when you are done.  

 
• Spell and punctuate properly. 

 

• Feel free to forward an email 
without permission.  

 
• Use email when you know the 

conversation will be difficult or very 
emotional. 

 
• Write in capitals to make your point. 

 
• Start your email in the subject field. 

 
• Use lots of acronyms or emoticons 

to keep your email as brief as 
possible.  

 
• Don’t think before you write. Just 

get your ideas down.  
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Points for Discussion: Do’s and Don’ts of Email Etiquette 
 
DO 
1. Always greet the person with whom you are corresponding; it is common courtesy. 
The greeting of an email is simply a way to acknowledge the person. A greeting is like 
smiling and saying hello in a face-to-face encounter. Samples of greetings: Dear ___, 
Thank you for your message. It is good to hear from you. I appreciate your response. 
 
2. When you are angry it is helpful to cool off and let your head and emotions settle 
before firing off an email. That way you avoid being sorry you responded in the heat of 
the moment.  
 
3. Do not use email as a way to avoid discussing difficult issues. If you have hard things 
to talk about, it is probably best to do it face-to-face or even on the telephone, but not 
through email. The gestures, tone of voice, and implied meanings are too easily lost 
when emailing.  
 
4. The subject field gives your reader a heads up and prepares them for the content of 
your email.  
 
5. Unless you use email to converse with a good friend who is contacting you from far 
away, you are probably best to save the long conversations till you are together or on 
the phone. 
 
6. Just like the greeting, it is polite to let the person know that you are grateful for the 
time they spent reading your email and look forward to “speaking” with them again. I will 
be in touch. Regards, ___. I look forward to your response. 
 
7. Proper spelling and punctuation make your message clear and easy to understand.  
 
 
DON’T 
1. Forward an email unless you have permission from the writer.  
 
2. See #2 under Do’s. 
 
3. Writing in capitals feels like shouting to the reader and should be avoided. Use an 
exclamation point if you want to emphasize a point. Be careful not to overuse 
exclamations points; they deliver a punch in an email.  
 
4. Begin your email where it belongs – after the greeting. Never start writing in the 
subject field, as this can be confusing. 
 
5. Be careful not to overuse acronyms or emoticons. It is important to be brief, but 
overusing acronyms and emoticons is not the way to keep to the point.  
 
6.  It is best to take a few seconds to think about what you want to say before writing 
your email.   
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Find the Mistakes Email 
 

 
 
To: www.universityofmanitoba.ca 
 
Subject: HELLO!! 
 
Hi Betty!!!  
  
My name’s Ned. I’M FROM NUNAVUT!!! I bet there have not been too many students 
from here email you B4 -) ;-)  
 
I saw the web site for the university of Man in the newspaper at my  
uncles. I need to know more about your school. I really want to be a nurse---coooll  hey! 
  Besides, I have had a sore leg for years and need to get it fixed up (HA HA ONLY 
JOKING!). FYI I want to get away from home. My mom and dad are always nagging and 
I need a break. I probably shouldn’t be telling you all this but I really want to get out of 
this community. That’s why I am emailing you. BTW what course do I need to get in to 
nursing? What kind of Xtra work is there after school? (I NEED TO EARN SOME 
CASH!)   Me needs all the info you can give, man.   
 
NK  
(Me, Mr. Ned Kinak)   
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Types of Email  
 

Email 1       �formal �semi-formal �informal 
  
To: www.universityofmanitoba.ca 
 
Subject: Faculty of Nursing Inquiry  
 
 
Dear Mrs. Denver, 
 
I am writing to inquire about the grade 12 requirements to enter the Faculty of Nursing. I 
am hoping to become a registered nurse and I am considering your school for future 
studies.  
 
I have recently reviewed your website regarding entrance requirements and I have a 
question related to my science courses. I am working on Physics 30 at this time and 
doing fairly well, but I have been unable to take Chemistry 30. Will there be an 
opportunity to take this course as part of my first-year studies at the University of 
Manitoba? 
 
My other concern is accommodation. My preference would be to stay in shared 
accommodation with access to a cafeteria. Where could I find out if such facilities are 
available?  
 
Finally, I am interested in part-time work opportunities. Does the Faculty of Nursing 
have any arrangements with medical facilities in Winnipeg for student nurse 
employment? 
 
I would be grateful for any information you could provide and look forward to hearing 
from you. 
 
Sincerely,  
 
Ned Kinak 
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Email 2      �formal �semi-formal �informal 
 
To: www.universityofmanitoba.ca 
 
Subject: Information about the Faculty of Nursing   
 
 
Dear Mrs. Denver, 
 
I am a student in Nunavut and I would like some information about the Faculty of 
Nursing. I have a few questions that I am hoping you can answer: 
 
1. What are the entry requirements related to science? Is it possible to take any of these 
required sciences during first year studies? 
 
2. What kind of shared accommodations do you have available?  
 
3. What part-time work opportunities are available?  
 
Could you please get back to me as soon as you can and thanks for your help. 
 
Regards, 
 
Ned Kinak  
 
  

Email 3      �formal �semi-formal �informal 
 
To: www.universityofmanitoba.ca 
 
Subject: Info about Nursing   
 
Hi Mrs. Denver,  
 
School is really great and next year I will graduate . I am so excited! I am attending 
school in Nunavut. Last week we had a really cool career exploration week. My 
teachers talked about nursing and the program at your school. I am really, really 
thinking about becoming a nurse.  
 
What do I need to do to get into the school of Nursing? Where would I stay if I came to 
your school? Would there be any work available after hours? I can hardly wait to hear 
back from you – the sooner the better!   
 
Talk to you later, 
Ned Kinak  
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Unit 8: Writing to Gather Information 
 

 
Learning Competency 
Students will write to gather information by: 
• composing a formal letter of inquiry following the writing process. 

  

 
Language Development  

  

  
Materials 
Access to computers and internet 
Product Graphic Organizer 
Letter of Inquiry Template 
Letter of Inquiry Checklist 
Writing the Body 
Paper 
Markers or pencil crayons 

  

 
Background 
A letter of inquiry is written to solicit information on products, services or job 
openings. They follow the same format as a business letter and as such 
students are learning two skills at one time.  
 
Letters of inquiry often begin with the status of the individual writing the 
letter:  I am a student... I am a teacher... I am a secretary... I am a 
mechanic.... Letters should be courteous and are reserved for questions that 
cannot be answered through other sources such as the internet or users’ 
manual. Inquiry letters are usually short and to the point. They should 
include the reason for the inquiry and the response that is hoped for. 

  

 
Opener – Product Preference 
Have students go on-line to find a variety of advertisements or use 
newspapers, magazines, or clips from the beginning of movies. They are to 
identify two products they like and two they dislike. Have them share this 
information with a neighbour and their reasons for liking or disliking the 
products.   
 
 
 
 

  
 Connector – Product Graphic Organizer  

Provide each student with the Product Graphic Organizer found at the end of 
the unit. Have the students complete the organizer. They may choose an item 
they strongly like or an item they strongly dislike. After completing the graphic 
organizer, students should find or draw a picture of the item.    
 

Activity: Computer Use Level 2 Task 
Use of several simple software features (use communications software to do Internet 
research ) 
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 Activity – Letter of Inquiry  
After completing the graphic organizer, students should have a clear idea of 
why they like or dislike the product. Inform the students that with this 
information, they are to write a letter of inquiry about the product, for example, 
to obtain nutritional information on fast food items or possible hazards 
involved with using the product. As a class, brainstorm possible questions of 
inquiry that would be appropriate for a product strongly liked. Repeat with 
possible questions of inquiry for a product they dislike. The letter should 
include a heading, inside address, greeting, body, closing and signature. 
Information about the product and where to direct inquiries can be found on 
the product itself, from the internet or telephone book. Inform students that 
businesses will often respond to letters of inquiry with a letter, coupons, and 
sometimes sample products. The letter should be polite and it should be an 
authentic letter of inquiry. You will find an Inquiry Letter template included at 
the end of the unit. Distribute the template and Tips for Writing the Body to the 
class. Read through and answer any questions your students may have. 
Create a sample letter of inquiry as a class. Allow class time to create a rough 
draft.  

OR 
Instead of writing a letter of inquiry related to a product, have your students 
write the Hamlet, local businesses, or organizations with questions re 
community concerns, such as poor water, overcrowded housing, or lack of 
public skating time at the arena. They could also contact universities, colleges 
or places of employment with inquiries. 
 

 
  

 
Reflections 
Content – Think of places of business in your community. What products do 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task - all indicators addressed 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed: 
• length and purpose: brief text that is a paragraph or longer  
• length and purpose: intended to serve a variety of purposes  
• style and structure; more formal style for an audience other than familiars 
• style and structure: tone which is appropriate  
• 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. 

(This is an activity that is present in every Unit and follows the same format. 
Some elements of Writing Level 3 Task addressed: 
• LENGTH AND PURPOSE: EITHER long or shorter pieces of writing intended to 

inform, explain, request information, etc. 
Activity: Computer Use Level 2 Task 
• use of several simple software features (Internet research and letter, envelop, etc. 

prepared on computer) 
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they make use of in their day-to-day operations and what kinds of questions 
might they have about these products? Every office, for example, has 
computers. What letters of inquiry might they send regarding their computers? 
 
Collaborative – When writing letters to an unknown person, it is important to 
remember to be kind and courteous. Why is this important? What kind of 
responses do people tend to get when they are rude or hurtful?   
 
Personal – What tasks in this unit were the most enjoyable for you? Why? 
Which tasks did you not enjoy? Why? 
 

 
  

 
Follow-Up – Letter Edits  
Students should work with a partner to edit their letters. Inform the students 
that their letters should be polished and well written. If they can produce a 
letter that appears professional, they are more likely to be heard by the 
company and it will increase their chance of receiving a response. Using the 
Letter of Inquiry Checklist, have the students work with a partner to edit their 
letters before they are mailed. If sending by regular mail, a self-addressed, 
stamped envelope is a bonus and encourages a speedy response. 
Alternatively, students may choose to send their letter as an email attachment. 
Make sure that when the students receive letters in response, they share the 
contents with the class.  
 

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

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

writing to inform but to explain, express feelings and opinions, 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. 
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Classroom Reinforcement  
Create a display with the pictures of the products selected by students, the 
graphic organizers and copies of the letters received back from businesses.  

  

 
Accommodating Diversity  
Vary the level of independence in the unit to suit your students. All small group 
or partner activities could be done independently where you feel it is  
appropriate. In the Activity you may want to distribute the Letter of Inquiry 
template and have students be responsible to read, understand and follow the 
information as it is laid out.  
 

 
  

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment. Make 
sure the journal is up to date and incorporates any feedback that has been 
provided. Complete an Ajunngitakka (Things I Can Do) forms for an activity in 
the unit.  
 
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed: 
• length and purpose: brief text that is a paragraph or longer  
• length and purpose: intended to serve a variety of purposes  
• style and structure; more formal style for an audience other than familiars 
• style and structure: tone which is appropriate  
• 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. 

(This is an activity that is present in every Unit and follows the same format. 
Some elements of Writing Level 3 Task addressed: 
• length and purpose: either long or shorter pieces of writing intended to inform, explain, 

request information, etc. 
• other (see sample tasks): writing tailored to a specific audience 
• other see sample tasks): edit written materials to confirm proper grammar, spelling 

and formatting 
Activity: Computer Use Level 2 Task 
• use of several simple software features (letter, envelop, etc. prepared on computer) 
 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
Activity: Writing Level 2 Task – all indicators addressed: 
• length and purpose: brief text that is a paragraph or longer  
• length and purpose: intended to serve a variety of purposes  
• style and structure; more formal style for an audience other than familiars 
• style and structure: tone which is appropriate  
• style and structure: standard spelling and grammar expected 
• style and structure: writing tasks for which templates or models exist  
• content: writing is routine 
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Teacher – Provide feedback on letter writing skills and plan for additional 
instruction where required, either by yourself or another student. Keep 
anecdotal notes of student work and complete the Participation Checklist. 
 
Look for demonstrations of Writing and Computer Use tasks for the tracking 
form in Appendix C. 

 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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Product Graphic Organizer 
 
Name: ________________________________ 
 
Date: _________________________ 
 

Product Name 
 
 

 
When recording your responses keep in mind the following: 
What does the product do? 
What does it cost? 
Is the product practical? 
Is the product durable/reliable? 
How easy is it to use? 
Who uses the product? 
What do advertisements say about the product? 
 
 

What I Like... What I Don’t Like...  
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Letter of Inquiry Template 
                                                                                                            
 
Heading 
 
Inside Address 
 
Greeting 
Body 
______________________________________________________________________ 
______________________________________________________________________ 
______________________________________________________________________ 
 
______________________________________________________________________ 
______________________________________________________________________
______________________________________________________________________ 
 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
                                                                                                             
Closing 
 
Signature 
 
 
Heading: The heading contains your address and the date. 
 
Inside Address: This is the name and address of the business/person you are writing. 
 
Greeting: Usually a letter of inquiry will begin Dear Sir or Dear Madam. A colon always 
follows the greeting. (:) 
 
Body: This is the bulk of your letter. It includes the information you write.  
 
Closing: In a letter of inquiry, the closing is usually Sincerely or Yours truly. The first 
word of the closing should be capitalized. 
 
Signature: Make sure to include your first and last name under the closing.  
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Writing the Body 
 
The bulk of your letter will be the “body.” Make sure to consider the following when 
drafting your letter.  
 
Introduction 

• You will want to begin your letter with a brief introduction. You should politely and 
quickly state why you are writing the letter.  

 
Other Sources 

• You should let the person know that you have already looked into other sources, 
(such as the internet, users’ manual, or brochures) for answers to your questions. 
This lets the reader know that you are serious about your inquiry.  

 
Specific 

• Ask specific questions about the product or item. 
 
Need 

• You should say why you need the information, how it will be of assistance to you, 
and what you plan to do with the information.  
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Letter of Inquiry Checklist 
 
Name :_________________________ 
 
Date: ____________________ 
 
                                                    Yes                                    No 
The heading is complete 
with the address, city, 
territory/province, postal 
code, and date. 

  

The inside address is 
complete and includes 
the name of the person, 
their position, address, 
territory/province, and 
postal code. 

  

A colon follows the 
greeting. 

  

The body of the letter 
includes information from 
the graphic organizer. 

  

The body is organized in 
a logical way. 

  

The body includes 
adjective, verbs and 
adverbs that make it an 
enjoyable letter to read.  

  

The envelope is complete 
with the address of the 
person you are writing to 
and your return address.  
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Unit 9: Writing For the Future 
 

 
Learning Competency 
Students will write to convey relevant and accurate information by:  
• correctly completing and helping others to complete a variety of application 

forms. 
  

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

  

  
Materials 
A video student named Sarah Palmateer made her own video about how to fill 
out a job application form. Her video is available on YouTube and other sites 
to show to your students and discuss how they could do theirs, what they 
would do the same and what they would do differently. The class blog is at 
http://whsvideo.blogspot.ca/2008/02/sarah-palmateer.html.  

  

 
Background 
Students should already be familiar with filling in application forms. Make 
sure they understand issues about references, for example, that they should 
not be family members and they should be asked in advance if they are 
willing to be a reference. 

  

 
Opener – Basic Application Forms 
Brainstorm a list of basic application forms that students should be able to 
complete by the time they have finished high school. Have students respond to 
the following questions using the Think-Pair-Share strategy.  

 
• Are there any forms of particular interest to them as individuals that they 

would like to practise filling out?  
 

• Which ones have they done? Which ones could they help someone else 
fill out? 

  
 Connector – Filling Out  Application Forms 

Provide a variety of application forms. Most application forms are now 
available on-line; you will find sources and samples of forms included at the 
end of the unit. In the Opener, students may have identified specific 
application forms they wish to fill out. They must, however, select at least two 
in total to complete. In addition, they must complete the application for a 
driver’s licence.  
 
As students are filling in the application forms, ask them to jot down any areas 
that they were unable to fill in or were unsure of what was being requested. 
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Make a class list. 

 
 
 

 
Activity – How To Guide 
The students will work in small groups to create a guide for junior high 
students on how to fill out application forms. They should refer to the class list 
of difficulties and make sure that their guide addresses them. This may be in a 
video, brochure, oral presentation, PowerPoint or any appropriate format they 
select. Have them choose media technology that will appeal to adolescents. 
  

Essential Skills addressed in this Activity: 
(Driver’s Licence Application Form and all other forms with exception of Human Rights 
Tribunal Form are at Writing Level 1 Task) 
Activity: Writing Level 1 Task- all indicators addressed  
(Human Rights Tribunal Form) 
Activity: Writing Level 2 Task – all indicators addressed  
• Length and Purpose: Brief text that is a paragraph or longer 
• Length and Purpose: Intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists  
• content; writing is routine  
Some elements of Writing Level 3 Task addressed: 
• length and purpose: either long or shorter pieces of writing intended to inform, explain, 

request information, express opinions or give direction 
• content: writing is non-routine 
Activity: Computer Use Level 2 Task 
Task requires use of several simple software features (access Internet,download and print 
documents or fill in form on-line) 
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Decide upon assessment criteria for the guide with students. Each group 
should present their guide to the class for feedback and peer assessment 
before sharing with the junior high students..   

  

 
Reflections 
Content – What kinds of information are common to most application forms?   
 
Collaborative – How can working with a partner or in a group facilitate 
learning? How did working with a partner or in a small group help you in this 
unit? 
 
Personal – For you, what is the most difficult part of filling in an application 
form? Do you need more practice or is there something you need to learn? 
 
 
 
 
 
 
 
 
 
 
 

  

 
Follow-Up – Sharing the Learning  
Use the guide developed in the Activity as the basis for a presentation with a 

Essential Skills addressed in this Activity: 
If guide is written 
Activity: Writing Level 1 Task- all indicators addressed  
Activity: Writing Level 2 Task – all indicators addressed (dependent on length and quality 
of written guide) 
• length and purpose: brief text that is a paragraph or longer 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists  
• content: writing is routine 
Some elements of Writing Level 3 Task addressed: 
• length and purpose: either  
• long or shorter pieces of writing intended to inform, explain, request information, 

express opinions or give direction 
If guides developed on computer  
Activity: Computer Use Level 2 Task 
• Task requires use of several simple software features 
If guide presented as Power Point Presentation 
Activity: Computer Level 3 Task 
• Tasks which involve several operations and the use of a range of software features or 

options (use presentation software to produce visual aids) 

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

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

writing to inform but to explain, express feelings and opinions, 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. 
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junior secondary class. After the presentation, have your students work with 
the junior high students to fill in a number of forms, such as SIN and sample 
employment application forms. 
 
 
 

  

 
Classroom Reinforcement  
Set up a centre where the application forms attached at the end of the unit are 
available. Inform students that if they have family members or friends who 
would like to fill out one of the forms, they are free for the taking.  

  

 
Accommodating Diversity  
If the grade 10 Essential Writing module is being delivered at the same time 
as the grade 11 Essential Writing, you may want to have the grade 11s do 
their How To presentation to the grade 10s.  

  

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment. 
Complete an Ajunngitakka (Things I Can Do) form for an activity in the unit. 
Make sure journal is the best it can be and complete a Journal Evaluation 
form. Do a peer assessment of the How To guide/presentation using criteria 
determined by the class. Sign up and prepare for a student conference. 
Complete the Pre-Conference Reflections form. 
 

 
 
Teacher – Maintain anecdotal notes on student progress and performance. 
Complete the Participation Checklist. 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. Assess the How To guide/presentation 
according to class criteria. Prepare for student conferences. 
 
Monitor demonstrations of Writing and Computer Use tasks for the module 
tracking forms.  

 
  

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task 
Some elements of Writing Level 2 Task addressed: (esp. Pre-conference  
Reflection Form- dependent on length of student responses) 
• length and purpose: brief text that is a paragraph or longer 
• style and structure: standard spelling and grammar expected 

Essential Skills addressed in this Activity: 
Activity: Writing Level 1 Task – all indicators addressed 
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Community Application Forms 
 

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). Completing an 
application form is a Writing Level 1 task. 
 

 
On-Line Application Forms 

 
Application: Social Insurance Number (SIN)  
http://www1.servicecanada.gc.ca/eforms/forms/2006/nas2120e.pdf 
  
Application: passport  
http://www.ppt.gc.ca/cdn/direct.aspx?lang=eng  
 
Application: birth certificate http://www.gov.nu.ca/documents/Vital%20Statistics-Birth-
Marriage-Death-Applications.pdf  
 
Application: driver’s licence  
http://www.gov.nu.ca/documents/APPLICATION-LICENCE.doc  
 
Application: Financial Assistance for Nunavut Students (FANS)  
http://www.gov.nu.ca/education/eng/adult/fans/05-06_forms/Adobe/Application.pdf  
 
Application: ATV/snowmobile insurance  
http://www.nunavutinsurance.ca/english/forms/ATV_Snow%20App.pdf 
 
Application: firearm acquisition  
http://www.rcmp-grc.gc.ca/cfp-pcaf/form-formulaire/index-eng.htm#f921 
 
Application: outfitter’s licence 
http://www.gov.nu.ca/documents/SportHuntOutfitterApplicationForm.doc  
 
Nunavut Human Rights Tribunal11  
http://www.nhrt.ca/files/Notification_Form_Eng.pdf 
 
For extra help and information: 
http://www.servicecanada.gc.ca/en/audiences/aboriginal/cards.shtml  
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http://www.gov.nu.ca/education/eng/adult/fans/05-06_forms/Adobe/Application.pdf
http://www.nunavutinsurance.ca/english/forms/ATV_Snow%20App.pdf
http://www.rcmp-grc.gc.ca/cfp-pcaf/form-formulaire/index-eng.htm%23f921
http://www.gov.nu.ca/documents/SportHuntOutfitterApplicationForm.doc
http://www.nhrt.ca/files/Notification_Form_Eng.pdf
http://www.servicecanada.gc.ca/en/audiences/aboriginal/cards.shtml


Elections Nunavut Application Form  

 
  

Uqausiliriniq: Communications 11, Module 2: Essential Writing 94 



Information to Fill in any 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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Pre-Conference Reflections 
 
Name: _____________________________ 
 
Date: ______________________ 
 
Things I have done really well…. 
________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 

 
 
Things I still need help with… 
________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 
 
 
A personal challenge I overcame during this module was… 
________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 
 
 
Something I need to improve in… 
________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 
 
 
What I will do to improve is… 
________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 
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Unit 10:  Life-Long Writers 
 

 
Learning Competency 
Students will review and use the writing skills presented in this module by: 
• planning, completing and evaluating a culminating writing project on a 

teacher-approved topic which presents information in written/printed form 
and is intended to persuade; 

• using various technologies such as PowerPoint, music software, 
video/sound records, cartoon/comic software and word processing to 
complete their project. 

  

 
Language Development  

  

  
Materials 
Project Planning and Evaluation  
Portfolios 
Access to computers and a variety of software applications 

  

 
Background 
  

  

 
Opener – Identifying Level 2 Tasks 
Discuss the Level 2 Essential Skills Writing and Computer Use Indicators 
provided in the Introduction to the Module. Use a projector or Smart Board if 
available to display indicators for this discussion and the Connector. 
Compare Level 2 and 3 Indicators. Have the students work with a partner to 
review the work they have done for the module. Ask the students to come up 
with at least four examples of writing tasks that are Level 2.  
 
Have each pair join another to share the writing tasks they selected and 
explain why they are Level 2 writing tasks.  

  
 Connector – Writing Project Ideas 

Inform the students that they are to keep an eye for Level 2 writing tasks over 
the course of the unit. Ask students to bring in examples of writing tasks that 
are Level 2. Students should be prepared to share their finds with the class. 
Students are free to bring in samples from home, other classes in school or 
places of work. Keep a copy of the writing sample and create a display where 
these writing tasks are showcased.   
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Activity – Writing   
Have the students select a writing project to work on over the next few classes. 
Inform students to carefully record the process of the project. Tell the students 
that you are as interested in their on-going thoughts and the preparation of the 
project as you are in the finished project. Remind students that their projects 
should demonstrate the following: 
 

• usefulness to others 
• writing at the Essential Skill Level 2 
• creativity and use of media and technology 
• enjoyable experience for the writer 

 
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. Hand out the Project Planning 
and Evaluation forms found at the end of the unit. All projects must involve the 
use of media and technology and the purpose of the project must be to 
persuade an audience to buy, think, or do something. 
  

 
 
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 
projects to be handed in. The nature of some of the projects will necessitate 
that the students work after school hours.  
 
Project Ideas: 
 

• Write a letter to your local recreation committee persuading them to 
initiate a program of your choice. 
 

• Write a letter of inquiry to investigate an issue of local concern such as 
water safety, housing or access to support services.  

 

• Write the agenda for a meeting to persuade a group that something in 

Essential Skills addressed in this Activity 
Activity:  Writing Level 1 Task-all Indicators addressed 
Activity:  Writing Level 2 Task – All indicators addressed (dependent on student responses) 
• length and purpose: brief text that is a paragraph or longer (length of responses need 

to be a paragraph or more) 
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists  
• content; writing is routine 
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the community needs to be changed.  
 

• Write a brief report on the state of language learning, either English or 
Inuktitut, in your community and try to persuade people to do something 
about it. 

 

• Research a self-initiated area of interest and write a persuasive report to 
encourage other people to get involved in it.  

 
• Select and retell an Inuit legend, such as the qallupilluit story that tries to 

persuade children to stay away from dangerous situations . Combine the 
writing with illustrations or animation to highlight key points of the 
legend.  
 

• Write an editorial to persuade our government leaders to do something 
about an issue that bothers you 
 

• Write a covering letter for a proposal trying to convince CLEY to fund an 
Elders and youth project in your community. 
 

Encourage students to find a variety of sources to provide information and 
support their project , for example,  online research, reference books,  tapes of 
Elders, interviews with community members and peers, or surveys. If they do 
surveys, encourage them to graph the data and include it in their project. 
 
Spend time working with the students to determine what the criteria should be 
for this project. Design a rubric with the students. Make sure that students 
arrange for their product to be shared with an authentic audience.  
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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 your future? 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 during this unit. What should you congratulate yourself for? Write 
about this in your journal, beginning with I did really well at…. What do you 
need to work on?  Write about this in your journal also.  

 

  
  

 
Follow-Up – Ajunngitakka (Things I Can Do) Celebration  
Have students select an item of their best writing or computer work from this 
module and post it. Beneath the item also post an envelope. Distribute slips of 

Essential Skills addressed in this Activity 
Activity: Writing Level 1 Task-all Indicators addressed 
Activity:  Writing Level 2 Task – All indicators addressed  
• length and purpose: brief text that is a paragraph or longer  
• length and purpose: intended to serve a variety of purposes 
• style and structure: writing with a more formal style 
• style and structure: writing sets a tone which is appropriate 
• style and structure: standard spelling and grammar expected 
• style and structure: template or model exists  
• content; writing is routine 
Some elements of Writing Level 3 Tasks addressed: (dependent on length, subject matter 
and quality of student’s report) 
• length and purpose: either long or shorter pieces of writing intended to inform, explain, 

request information, express opinions or give direction 
• content: may be non-routing writing task 
• content: content may be extensive but is readily available from established sources 
Activity: Computer Use Level 2 Task 
• task requires use of several simple software features 
If report presented with computer-generated visual aids or specialized formats  
Activity: Computer Level 3 Task 
• tasks which involve several operations and the use of a range of software features or 

options  

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

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

writing to inform but to explain, express feelings and opinions, 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. 
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paper to the students and instruct them to write positive comments about the 
work and place them in each other’s envelopes. 
 
Allow students time to read their “mail.”  

  

 
Classroom Reinforcement  

Post the Level 2 Indicators for Writing and Computer Use. 
  

 
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.  
 
For the Follow-Up you may want to brainstorm a list of possible positive 
comments to aid students who might find this difficult. For example: It is very 
neatly written. I like the variety of ideas. I never knew that... I was interested to 
learn... 

  

 

Assessment  
Student – Complete the Participation Checklist or Unit Self-Assessment. 
Complete an Ajunngitakka (Things I Can Do) form for their work on the Project 
 

 
 
Teacher – Hold student conferences. Discuss the work from the module with 
the student and their feelings about their progress with writing and computer 
skills. Fill in the Writing and Computer Use tracking forms together. 

 

Essential Skills addressed in this Activity 
Activity: Writing Level 1 Task 
Some Elements of Writing Level 2 Task addressed: 
• style and structure: standard spelling and grammar expected  
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Project Planning and Evaluation  
 
Name(s): 
_______________________________________________________________ 
 
Date: ___________________________ 
 
1. Preplanning Stage 
 
Brief Description of Project: The intention of the project is to persuade _____________ 
to ___________________________________________________________________. 
 
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. ________________________________ 

Uqausiliriniq: Communications 11, Module 2: Essential Writing 102 



______________________________________________________________________ 

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 Participated Completed 
Effort 

Try Harder/Effective/Awesome 
 

1 Colour Feelings    

1 Elements Effecting Written 
Communication  

   

1 Business Cards    

1 Reflections    

1 Essential Skills Writing and 
Computer Use Indicators 

   

2 The Choice    

2 Contact DVD    

2 Technology Research    

2 Reflections    

2 Carving Response    

3 Four Corners    

3 Northern Voices    

3 Role of the Language 
Commissioner 

   

3 Reflections    

3 Quotation: Oorebeeca 
Issuqangituq 

   

4 The Pijunnaqsijuq Stage of 
Learning 

   

4 Guess What I Write    

4 Need to Write    

4 Reflections    

4 Profiles    

5 Observations    

5 Colour Outline      

5 Driver’s Manual Outline    

5 Reflections    

Uqausiliriniq: Communications 11, Module 2: Essential Writing 104 



5 Driver’s Manual Rewrite    

6 Current Event Summary    

6 Finding Key Points     

6 Minutes of an Informal 
Meeting 

   

6 Reflections    

6 Meeting Scenario Cards    

7 Emoticons and Acronyms    

7 Do’s and Don’ts of Email    

7 Email Writing    

7 Reflections    

7 Email Options    

8 Product Preference    

8 Product Graphic Organizer    

8 Letter of Inquiry    

8 Reflections    

8 Letter edits    

9 Basic Application Forms    

9 Filling Out Application 
Forms 

   

9 How To Guide    

9 Reflections    

9 Sharing the Learning    

10 Identifying Level 2 Tasks    

10 Samples of Level 2 Tasks    

10 Writing Project    

10 Reflections    

10 Ajunngitakka (Things I Can 
Do) Celebration 
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Student Self-Assessment 
 

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

 

  
 
 
Rate your effort for each activity. 
 

Activity Title Try Harder Effective Awesome 

    

    

    

    

    

    

    

    

 
 

Activity Title Yes/Date Not Complete/Comments 

   

   

   

   

   

   

   

   

Uqausiliriniq: Communications 11, Module 2: Essential Writing 106 



Ajunngitakka (Things I Can Do) 
 
Name: ________________________ Date: ______________________ 
 
Essential Skill:   ___ Writing    ___ Computer Use 
    
 

I demonstrated this skill when I 

____________________________________________________________

____________________________________________________________ 

____________________________________________________________  
 
 

Ajunngitakka (Things I Can Do) 
 

Name: ________________________ Date: ______________________ 
 
Essential Skill:   ___ Writing    ___ Computer Use 
     
 

I demonstrated this skill when I 

____________________________________________________________

____________________________________________________________

____________________________________________________________ 

 
 

Ajunngitakka (Things I Can Do) 
 

Name: ________________________ Date: ______________________ 
 
Essential Skill:   ___ Writing    ___ Computer Use 
     
 

I demonstrated this skill when I 

____________________________________________________________

____________________________________________________________

____________________________________________________________ 
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 Self or Peer Assessment on Group Work 
 
Activity _______________________________________ 
 

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

Did I work cooperatively with 
the others in the group? 

 
 

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

 
 

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

 
 

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

 
 

Did I help to organize the work? 
 

 

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

 
 

Did I finish my part of the work? 
 

 

Did I ask questions when I was 
not clear about what someone 
said? 

 
 

Did the group members 
understand when I shared my 
ideas? 

 
 

Did I share my ideas with 
everyone in the group? 

 
 

Did I participate in my group’s 
discussions? 
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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 

 

    

My work is clear, neat and well 
organized 

    

I demonstrated creativity     

I elaborated on the idea     

 
The part that shows my personal growth is … 
______________________________________________________________________

______________________________________________________________________ 
 

My biggest challenge was…  
______________________________________________________________________

______________________________________________________________________ 
 

Teacher Feedback  
______________________________________________________________________

______________________________________________________________________

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

 
                                                          
 Yes     No 
Does the writing make sense?   

Are the ideas clearly stated?   

Are the ideas in order?   

Is each thought complete?   

Do the supporting sentences offer enough detail?   

Does the writing stay on topic?   

 
An area of strength in the journal entry is… 
______________________________________________________________________

______________________________________________________________________ 
 

I noticed… 
______________________________________________________________________

______________________________________________________________________ 

 
One area I think I should work on is… 
______________________________________________________________________

______________________________________________________________________ 

 
Teacher Feedback  
______________________________________________________________________

______________________________________________________________________

______________________________________________________________________ 

Uqausiliriniq: Communications 11, Module 2: Essential Writing 110 



Appendix B: Teacher Assessment Tools 
Participation Checklist 

Unit Task Participated Completed Comments 

1 Colour Feelings    

1 Elements Effecting Written 
Communication     

1 Business Cards    

1 Reflections    

1 Essential Skills Writing and 
Computer Use Indicators    

2 The Choice    

2 Contact DVD    

2 Technology Research    

2 Reflections    

2 Carving Response    

3 Four Corners    

3 Northern Voices    

3 Role of the Language 
Commissioner    

3 Reflections    

3 Quotation: Oorebeeca 
Issuqangituq    

4 The Pijunnaqsijuq Stage of 
Learning    

4 Guess What I Write    

4 Need to Write    

4 Reflections    

4 Profiles    

5 Observations    

5 Colour Outline      

5 Driver’s Manual Outline    

5 Reflections    
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5 Driver’s Manual Rewrite    

6 Current Event Summary    

6 Finding Key Points     

6 Minutes of an Informal 
Meeting    

6 Reflections    

6 Meeting Scenario Cards    

7 Emoticons and Acronyms    

7 Do’s and Don’ts of Email    

7 Email Writing    

7 Reflections    

7 Email Options    

8 Product Preference    

8 Product Graphic Organizer    

8 Letter of Inquiry    

8 Reflections    

8 Letter edits    

9 Basic Application Forms    

9 Filling In Application Forms    

9 How To Guide    

9 Reflections    

9 Sharing the Learning    

10 Identifying Level 2 Tasks    

10 Samples of Level 2 Tasks    

10 Writing Project    

10 Reflections    

10 Ajunngitakka (Things I Can 
Do) Celebration    
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Conference 1: Unit 1-5 Competencies 
 
Student _________________________            Date ______________________ 
 

Competency Met Not 
Yet Comments 

• exploring through technology 
how the use of color and font 
affects written communication 

   

• researching the impact of 
technology 

• writing brief reports on their 
findings 

   

• reading and responding to 
information from the Office of the 
Language Commissioner of 
Nunavut 

   

• conducting interviews and 
preparing brief written reports on 
their findings 

   

• preparing and using a general 
outline to write one or more 
paragraphs summarizing a given 
text 

   

    
Other:    
    
 
Follow-Up 
 
 
 
 
 
 
 
 
 

 

                                                              



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

Competency Met Not 
Yet Comments 

• writing brief summaries that 
capture main ideas 

• taking informal minutes for a 
variety of meeting scenarios    

   

• identifying proper email etiquette 
• recognizing and composing 

appropriate types of formal and 
informal emails  

• writing a persuasive email 

   

• composing a formal letter of 
inquiry following the writing 
process 

   

• correctly completing and helping 
others to complete a variety of 
application forms 

   

• planning, completing and 
evaluating a culminating writing 
project on a teacher-approved 
topic which presents 
information in written/printed 
form and is intended to 
persuade; 

• 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 Information12, 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 
tasks13:  

• 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.)14 

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 
Level 1 

Indicators 
Level 2 

Indicators 
Level 3 

Indicators 
Level 4 

Indicators 
Level 5 

Indicators 

Length and 
Purpose 
Note: Purpose 
is often more 
important than 
length. 

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

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

Either long or 
shorter pieces of 
writing 
 
Intended to 
inform, explain, 
request 
information, 
express opinions 
or give direction. 

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

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

Style and 
Structure 

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

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 

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,  

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

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

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 

Concrete day to 
day matters of 
fairly immediate 
concern 

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

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

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

Content must be 
created or it may 
be synthesized 
using information 
from multiple 
sources. 
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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 
new things.15 
 
Content is also 
linked to: 
the number of 
sources 
referenced or 
the level of 
inference 
needed to 
complete the 
writing task.  

information for a 
specific audience 
such as rewrite 
technical material 
for a non-
technical 
audience. 

Sample Tasks  Write a short 
informal note 
to someone 
you know, 
meant to 
inform or 
remind. 

 Enter short 
comments into 
a journal or 
appointment 
book 

 Complete a 
form requiring 
only brief 
written entries 

 

 Write  a 
paragraph or 
more on 
everyday 
matters  

 Write in a 
formal style to 
people you 
don’t know, 
using proper 
tone, correct 
spelling and 
grammar 

 Write materials 
using an 
outline 
(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 

 Write a long 
text, for the 
general public 
which includes 
sections or 
chapters 
providing step-
by step 
instructions. 

 Write a longer 
piece modifying 
set guidelines 
and format. 

 
 

 Write a longer 
document 
summarizing 
complex and 
specialized 
content using 
plain and 
concise 
language to 
ensure 
understanding 

 Write longer 
pieces 
evaluating or 
critiquing a 
subject which 
includes 
recommenda-
tions 

 Write a creative 
text that is 
publication 
quality. 
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complex 
formatted 
documents 

Illustrative 
Examples 

 Write yourself 
a to-do list 

 Take down a 
telephone 
message for a 
family member 

 Write an e-mail 
or text 
message to a 
friend telling 
them the date 
and time of a 
party. 

 Note 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. 

 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) 

 
 

 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 

 
 

Occupational 
Examples Level 1 Level 2 Level 3 Level 4 Level 5 

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

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

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

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. 

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 ______________________ 
 
 
 Consistent Demonstration  of Skill  Not 

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

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

     

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

     

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

     

Content: Student is able to: 

Write about concrete, day to 
day matters      

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

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

     

Style and Structure: Student is able to: 

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

     

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

     

Write using correct spelling 
and grammar      

                                                              



Write text for which templates 
or model exist. (i.e. letters of 
inquiry, simple resume) 

     

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

     

Write text that requires 
making simple inferences 

     

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

     

Write appropriately about 
sensitive, personal or 
emotional issues 

     

Style and Structure: Student is able to:     

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

     

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

     

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

     

Content: Student is able to: 

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

     

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

                                                              



Computer Use Indicators 
 

Level 1 
Indicators 

Level 2 
Indicators 

Level 3 
Indicators 

Level 4 
Indicators 

Level 5 
Indicators 

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

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. 

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 problem-
solving to achieve 
desired results. 

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. 
 
Other Task 
Characteristics 
 
May require 
accessing little-
used features and 
options of the 
software. 

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

Sample tasks 
 
Enter pre-defined 
codes into  
computer-
controlled 
machinery 
 
Respond to 
prompts on a 
computer screen 
 
Respond to lights 
on a console 

Sample tasks 
 
Use word 
processor to 
produce 
documents in pre-
set formats 
 
Use a word 
processing 
program with 
simple editing and 
formatting to 
develop a simple 

Sample tasks 
 
Create and modify 
spreadsheet for 
data entry 
 
Produce document 
with extensive 
formatting features 
such as page 
numbering, 
headers and 
footers, heading 
levels, indexes, 

Sample tasks 
 
Create publication 
or presentation with 
linked and 
embedded objects 
create in other 
programs 
 
Create and define 
database 
structures, queries 
and forms. Design 
sorting and filtering 
processes to 

Sample tasks 
 
Assess computer 
system and 
network needs. 
Organize needs 
assessment 
process; design 
computer network 
and or software in 
response to needs. 
 
Design and set-up 
new computer 
networks. Organize 
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Log-on and log-off 
sequence 
 
Entry  simple data 
or messages  into a 
computer 

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

table of contents, 
etc… 
 
Use software to 
produce original 
drawings and 
illustrations 
 
Give one on one 
computer 
instruction or 
orientation. 

extract data from 
the database 
 
Provide software 
training or coaching 
to groups. 

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

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

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

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

Illustrative 
Examples  
 
Create banners, 
backgrounds, 
illustrations, 
animations and 
other design 
elements for use in 
web sites. 
 
Update and reload 
application 
software and 
configure network 
settings for clients' 
computers 
 
Use specialized 
and industry-
specific simulation 
and modeling 
software. 
 
 Use multiple 
computer-assisted 
design 
manufacturing and 
machining 
software.  
 
Read information 
from digital 
instruments and 
graphical user 
interfaces such as 
a electronic sound 

Illustrative 
Examples  
 
Develop web 
pages with 
interactive or 
animation features. 
 
 Create interfaces 
for databases. 
 
Develop 
information 
management 
systems with query 
capabilities. 
 
Create capability to 
validate 
information. 
 
Program e-mail 
messaging 
features, and link 
various documents, 
tables and web 
pages. 
 
Set up wireless 
networking 
systems.  
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your computer or 
smartphone. 
 
Burn CDs. 
 
Order items off the 
Internet, for 
example e-bay. 
 

insert graphics into 
publicaiton 
 
Use computer-
assisted design, 
manufacturing and 
machining :create 
two and three-
dimensional 
models using 
drawing and design 
programs such as  
CAD 

board for recording 
music. 

Occupational 
Examples 
 
Cashier 
use computer 
computer cash 
registers, requiring 
knowledge of a 
special keyboard 
 
Hunters use GSPs 

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

Occupational 
Examples 
 
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 
 
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 

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

Occupational 
Examples 
 
Computer 
programmers  
design, create, 
manage, update 
and query the 
databases. They 
develop custom 
software specific 
to clients' needs.  
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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 ______________________ 
 
 
 Consistent Demonstration  of Skill  Not 

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

Log-in and log-out correctly      

Enter pre-determined codes 
on a key pad 

     

Respond to prompts on a 
computer screen/monitor 

     

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

 
 

 

    

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

     

Use common desktop icons      

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

     

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

     

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

     

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

     

Manage and organize 
electronic  files 

     

Computer Use Level 3 

                                                              



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

     

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

     

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

     

Prepare visual aids using 
software such as Power 
Point 

     

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

     

Install and configure new 
software applications 

     

Distinguish between different 
file formats 

     

 
 
_______________________________     ___________________ 
  Teacher Signature            Date  
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Occupational Examples of Writing and Computer Skills Levels 1-3 

Hunters and Trappers 

Writing Level 1: write notes as reminders of where traps have been set and to record supply 
levels, weather conditions  

Level 2: complete a number of government forms to provide about trapping and animal 
population 

Level 3: write sales reports for buyers and for own records 

No computer use recorded for this occupation 

Truck Drivers 

Writing Level 1: write notes to other drivers with instructions on where to take the next delivery 

Level 2: write log book entries 

Level 3: fill in accident report forms 

Computer Use Level 1: use function keys on computer to generate printouts of load 
information 

Level 2: Use GPS tracking systems 

Babysitters and Parent’s Helpers 

Level 1: keep an ongoing grocery list, adding items to the list. Or note events or appointments 
on a calendar 

Level 2: keep a journal to record the care of infants, such as feeding times, bath times, sleep 
patterns and relevant comments or write notes to parents about childrens schedule 

No computer use listed for this occupation 

Carpenters 

Writing Level 1: maintain a job diary to record job information and the relevant details of the 
day's work 

Level 2: complete forms to obtain permits 

Level 3: write evaluation reports on apprentices who have been assigned to them on the job 
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Computer Level 1: use computer-controlled equipment for specific applications such as total 
stations, smart levels and workplace alarm systems 

Firefighters 

Writing Level 1: write reminders of tasks you must perform, short entries in station logs to 
document significant occurrences during shifts, and notes and e-mail to inform other firefighters 
of meetings and training sessions 

Level 2: write short notes on incident, medical, training reports and inspection forms 

Level 3: write summary reports of a page to two pages in length documenting your actions in 
responding to fire and emergency calls. 

Level 4: in supervisory roles, write formal evaluations of those under your command. Include 
performance assessments and recommendations for further training in these evaluations 

Computer Level 1: use function keys to print out information 

Level 3: search Internet sites to find information on products and best practices, use e-mail and 
word processing applications, use training software to simulate real emergency situations 

Cooks 

Writing Level 1: order food ingredients and kitchen supplies 

Level 2: write suggestions for future menus. 

Level 3: complete accident reports on personal injuries (like burns, cuts and falls) to report to 
management and justify an insurance claim 

Computer Level 1: use word processing to write memos for fellow workers and submit ideas 
for recipes 

Level 2: use a spreadsheet to check out the inventory of specific items, use communications 
software to send out e-mail and search for recipes on the Internet, use a database on-line with a 
manufacturer or the local network to find recipes by performing queries 

Pilots 

Writing Level 1: write reminder notes to self 

Level 2: write comments describing normal and abnormal operating events in line reports and 
aircraft log books during and following flights; write e-mail to co-workers, colleagues and others 
on a variety of topics 

Level 3: write letters describing accidents and in-flight mishaps 
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Computer Level 1: write incident reports using Word. Create reports by inserting text i 
repntoort templates 

Level 2: access specialized databases developed by Transport Canada to get information about 
aviation accidents and their causes; use e-mail to exchange information with peers and 
colleagues. Create and maintain address and distribution lists, and send and receive 
attachments 

Level 3: use advanced flight management systems on newer and larger passenger aircraft for 
flight planning, navigation, performance management, aircraft guidance and flight-progress 
monitoring. Use graphical user interfaces to input and read information about flights. 
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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 Readers Guide to Essential Skills Profiles at 
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml  
 
3 Taken from Between Two Worlds: Sculpture by David Ruben Piqtoukun, page 4. 
 
4 Taken from We Don’t Live in Snow Houses Now: Reflections of Arctic Bay.  Canadian 
Arctic Producer Limited, page 89 
 
5 Taken from http://www.langcom.nu.ca/rights/en_index.html  
 
6 Taken from http://www.langcom.nu.ca/rights/en_role.html 
 
7 Taken from http://langcom.nu.ca/nunavuts-official-languages/language-rights.  
 
8 Taken from http://langcom.nu.ca/nunavuts-official-languages/official-languages-act.  
 
9 Taken from http://langcom.nu.ca/node/40. 
 
10 Taken from http://langcom.nu.ca/nunavuts-official-languages/languages-whos-who.  
 
11 Students in Aulajaaqtut 11, Module 3, Reaching your Goals, deal with harassment 
and the Nunavut Human Rights Tribunal. 
 
12 Adapted from Readers’ guide to Essential Skills Profiles, HRSDC at 
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml#42. The 
tracking forms were developed by Suzanne Klinga, our Essential Skills consultant. 
 
 
14 Canadian Language Benchmarks; Comparative Framework: Writing – Essential Skills 
Level 3, Global Descriptions  
http://www.itsessential.ca/itsessential/comparativeframework/writing_3.asp 
 
15 Readers Guide to Essential Skills Profiles at 
http://srv108.services.gc.ca/english/general/readers_guide_whole.shtml  
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