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DĂŶǇ ƚŚĂŶŬƐ ƚŽ WƌŽũĞĐƚ Z��� >ŝƚĞƌĂĐǇ EĞƚǁŽƌŬ tĂƚĞƌůŽŽͲtĞůůŝŶŐƚŽŶ ĨŽƌ ƉƌŽƉŽƐŝŶŐ ĂŶĚ 
ƐƵƉƉŽƌƚŝŶŐ ƚŚĞ ĚĞǀĞůŽƉŵĞŶƚ ŽĨ ƚŚĞ Diabetes Essential Skills Kit - Essential Skills for Chronic 
Disease Management.

dŽ ƚŚĞ KŶƚĂƌŝŽ dƌŝůůŝƵŵ &ŽƵŶĚĂƚŝŽŶ͕ / ǁŽƵůĚ ůŝŬĞ ƚŽ ĞǆƚĞŶĚ ŵǇ ƐŝŶĐĞƌĞ ƚŚĂŶŬƐ ĨŽƌ ƚŚĞŝƌ 
ŐĞŶĞƌŽƵƐ ĨƵŶĚŝŶŐ ƚŚŝƐ ƉƌŽũĞĐƚ͘ dŚĞ KŶƚĂƌŝŽ dƌŝůůŝƵŵ &ŽƵŶĚĂƚŝŽŶ ŝƐ ĂŶ ĂŐĞŶĐǇ ŽĨ ƚŚĞ 
'ŽǀĞƌŶŵĞŶƚ ŽĨ KŶƚĂƌŝŽ͘

&Žƌ ŚĞƌ ƚƌĞŵĞŶĚŽƵƐ ĐŽŶƚƌŝďƵƚŝŽŶ ƚŽ ƚŚŝƐ ƉƌŽũĞĐƚ ĂƐ ƚŚĞ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ WƌŽĨŝůĞƌ ĂŶĚ ĨŽƌ Ăůů ƚŚĞ 
ĞǆƚƌĂ ĂĚǀŝĐĞ͕ >ĞƐůĞǇ ,ĂŵŝůƚŽŶ ŚĂƐ ŵǇ ƉƌŽĨŽƵŶĚ ŐƌĂƚŝƚƵĚĞ͘

DǇ ƚŚĂŶŬƐ ĂůƐŽ ŐŽ ƚŽ 'ŝŶŶǇ �ĂƌŶĞǀĂůĞ ĨŽƌ ŚĞƌ ƉƌŽũĞĐƚ ĞǀĂůƵĂƚŝŽŶ͖ ƚŽ dƌƵƵƐ �ƌĂŐůĂŶĚ ĨŽƌ ŚĞƌ 
ĐŽƉǇͲĞĚŝƚŝŶŐ ĂŶĚ ƚŽ dĞƌĞƐƐĂ ǀĂŶ sůŝĞƚ ĨŽƌ ŚĞƌ ŐƌĂƉŚŝĐ ĚĞƐŝŐŶ ĂŶĚ ĚĞƐŬͲƚŽƉ ƉƵďůŝƐŚŝŶŐ ŽĨ Ăůů 
ƚŚĞ ŵĂƚĞƌŝĂůƐ ƉƌŽĚƵĐĞĚ ĚƵƌŝŶŐ ƚŚŝƐ ƉƌŽũĞĐƚ͘

/ ǁŽƵůĚ ůŝŬĞ ƚŽ ĞǆƉƌĞƐƐ ŵǇ ǀĞƌǇ ŐƌĞĂƚ ĂƉƉƌĞĐŝĂƚŝŽŶ ƚŽ >ǇŶĚĂ <ŽŚůĞƌ ĂŶĚ �ŶŬĂ �ƌŽǌŝĐ͕ 
WƌŽŐƌĂŵ �ŽŽƌĚŝŶĂƚŽƌƐ Ăƚ tŽŽůǁŝĐŚ �ŽŵŵƵŶŝƚǇ ,ĞĂůƚŚ �ĞŶƚƌĞ ĂŶĚ >ĂŶŐƐ �ŽŵŵƵŶŝƚǇ 
,ĞĂůƚŚ �ĞŶƚƌĞ͕ ƌĞƐƉĞĐƚŝǀĞůǇ͘ dŚĞŝƌ ĞŶƚŚƵƐŝĂƐŵ ĂŶĚ ƐƵƉƉŽƌƚ ĚƵƌŝŶŐ ƚŚĞ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ 
WƌŽĨŝůĞ ƌĞƐĞĂƌĐŚ ƉŚĂƐĞ ŽĨ ƚŚŝƐ ƉƌŽũĞĐƚ ĂŶĚ ƚŚĞŝƌ ĐŽŶƚŝŶƵĞĚ ĞŶŐĂŐĞŵĞŶƚ ŝŶ ŚĞĂůƚŚ ůŝƚĞƌĂĐǇ 
ĚĞǀĞůŽƉŵĞŶƚ ǁŝƚŚ ƚŚĞŝƌ ĐůŝĞŶƚƐ͕ ƐƚĂĨĨ ĂŶĚ ĐŽŵŵƵŶŝƚǇ ƉĂƌƚŶĞƌƐ ŝƐ ŝŵƉƌĞƐƐŝǀĞ͘

>ǇŶĚĂ ĂŶĚ �ŶŬĂ ŝŶƚƌŽĚƵĐĞĚ ŵĞ ƚŽ ƚŚĞ ĨŽůůŽǁŝŶŐ �ŝĂďĞƚĞƐ �ĚƵĐĂƚŽƌƐ
•	 dƌŝĐŝĂ �ƉŽƐƚŽůŽŶ͕ ^ŽĐŝĂů tŽƌŬĞƌ
•	 dĞƌĞƐĂ �ǇƌŶĞ͕ ZĞŐŝƐƚĞƌĞĚ EƵƌƐĞ
•	 �ĂǀŝĚ �ĞůůĂ sĞŶƚƵƌĂ͕ �ĞƌƚŝĨŝĞĚ <ŝŶĞƐŝŽůŽŐŝƐƚ
•	 DĞůŝƐƐĂ ,ĂůůŽĐŬ͕ ZĞŐŝƐƚĞƌĞĚ EƵƌƐĞ
•	 DĞůŝƐƐĂ DƵƌƌĂǇ͕ ZĞŐŝƐƚĞƌĞĚ �ŝĞƚŝƚŝĂŶ
•	 �ŶŐĞůĂ WƵŝŵ͕ WŚĂƌŵĂĐŝƐƚ 
•	 EĂŶĐǇ ZĂǇŵŽŶĚ ZĞŐŝƐƚĞƌĞĚ EƵƌƐĞ
•	 <ĂƌĞŶ ZĞŝƚǌĞů͕ ZĞŐŝƐƚĞƌĞĚ �ŝĞƚŝƚŝĂŶ
•	 <ƌŝƐƚĂ ^ƚĞŝŶŵĂŶŶ͕ �ŚŝƌŽƉŽĚŝƐƚ
•	 :ĂŶĞƚ ^ƚŽƌĞǇ͕ WŚĂƌŵĂĐǇ �ƐƐŝƐƚĂŶƚ

tŝƚŚŽƵƚ ƚŚĞ ĞǆƉĞƌƚŝƐĞ ĂŶĚ ŐƵŝĚĂŶĐĞ ŽĨ ƚŚĞƐĞ ƉƌĂĐƚŝƚŝŽŶĞƌƐ͕  
ƚŚĞ ĐƌĞĂƚŝŽŶ ŽĨ ƚŚĞ �ŝĂďĞƚĞƐ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ WƌŽĨŝůĞƐ  
ǁŽƵůĚ ŶŽƚ ŚĂǀĞ ďĞĞŶ ƉŽƐƐŝďůĞ͘  
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WƌŽŐƌĂŵ �ŽŽƌĚŝŶĂƚŽƌƐ Ăƚ tŽŽůǁŝĐŚ �ŽŵŵƵŶŝƚǇ ,ĞĂůƚŚ �ĞŶƚƌĞ ĂŶĚ >ĂŶŐƐ �ŽŵŵƵŶŝƚǇ 
,ĞĂůƚŚ �ĞŶƚƌĞ͕ ƌĞƐƉĞĐƚŝǀĞůǇ͘ dŚĞŝƌ ĞŶƚŚƵƐŝĂƐŵ ĂŶĚ ƐƵƉƉŽƌƚ ĚƵƌŝŶŐ ƚŚĞ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ 
WƌŽĨŝůĞ ƌĞƐĞĂƌĐŚ ƉŚĂƐĞ ŽĨ ƚŚŝƐ ƉƌŽũĞĐƚ ĂŶĚ ƚŚĞŝƌ ĐŽŶƚŝŶƵĞĚ ĞŶŐĂŐĞŵĞŶƚ ŝŶ ŚĞĂůƚŚ ůŝƚĞƌĂĐǇ 
ĚĞǀĞůŽƉŵĞŶƚ ǁŝƚŚ ƚŚĞŝƌ ĐůŝĞŶƚƐ͕ ƐƚĂĨĨ ĂŶĚ ĐŽŵŵƵŶŝƚǇ ƉĂƌƚŶĞƌƐ ŝƐ ŝŵƉƌĞƐƐŝǀĞ͘

>ǇŶĚĂ ĂŶĚ �ŶŬĂ ŝŶƚƌŽĚƵĐĞĚ ŵĞ ƚŽ ƚŚĞ ĨŽůůŽǁŝŶŐ �ŝĂďĞƚĞƐ �ĚƵĐĂƚŽƌƐ

tŝƚŚŽƵƚ ƚŚĞ ĞǆƉĞƌƚŝƐĞ ĂŶĚ ŐƵŝĚĂŶĐĞ ŽĨ ƚŚĞƐĞ ƉƌĂĐƚŝƚŝŽŶĞƌƐ͕  
ƚŚĞ ĐƌĞĂƚŝŽŶ ŽĨ ƚŚĞ �ŝĂďĞƚĞƐ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ WƌŽĨŝůĞƐ  
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&ŝǀĞ �ƌĂŶĐŚ KĨĨŝĐĞƐ ŽĨ ƚŚĞ �ĂŶĂĚŝĂŶ �ŝĂďĞƚĞƐ �ƐƐŽĐŝĂƚŝŽŶ ƉƌŽǀŝĚĞĚ ŝŶǀĂůƵĂďůĞ ĨĞĞĚďĂĐŬ ŽŶ 
ƚŚĞ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ WƌŽĨŝůĞƐ͘  &Žƌ ƚŚŝƐ͕ ŵǇ ƐŝŶĐĞƌĞ ƚŚĂŶŬƐ ŐŽ ƚŽ 

•	 ^ŚĂƌŽŶ �ĂƚŚĐĂƌƚ͕ ^ĂƌŶŝĂ
•	 �ƌĞŶĚĂ �ŽǇůĞ͕ <ŝŶŐƐƚŽŶ
•	 ,ĞŝĚŝ &ƌĂƐĞƌ͕ <ŝƚĐŚĞŶĞƌ
•	 >ŝŶĚĂ ZŽĚŐĞƌƐ͕ KƚƚĂǁĂ
•	 :ƵůŝĞ ^ƚͲKŶŐĞ͕ dŝŵŵŝŶƐ

dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚĞ >ĞĂƌŶŝŶŐ DŽĚƵůĞƐ ĚĞǀĞůŽƉĞĚ ŝŶ ƚŚŝƐ ƉƌŽũĞĐƚ ǁĞƌĞ ƉŝůŽƚĞĚ ďǇ
•	 WĂƚ �ĞůĚŝŶŐ͕ tĞůůŝŶŐƚŽŶ �ŽƵŶƚǇ >ĞĂƌŶŝŶŐ �ĞŶƚƌĞ 
•	 ^ƚĞƉŚĂŶŝĞ &ŝƐŚĞƌ͕ dŝŵŵŝŶƐ EĂƚŝǀĞ &ƌŝĞŶĚƐŚŝƉ �ĞŶƚƌĞ
•	 �ƌǇƐƚĂů <ŝŶŐƐƚŽŶ͕ EŝŝŶ ^ĂŬĂĂŶ >ŝƚĞƌĂĐǇ Ăƚ ƚŚĞ /ŶĚŝĂŶ &ƌŝĞŶĚƐŚŝƉ �ĞŶƚƌĞ  

ŝŶ ^ĂƵůƚ ^ƚĞ͘ DĂƌŝĞ
•	 �ƌŝŐŝƚƚĞ sĂŶĚĞůĂĂƌ͕ �ƵƌŚĂŵ �ŝƐƚƌŝĐƚ ^ĐŚŽŽů �ŽĂƌĚ
•	 >ŝǌ tǇĂƚƚ͕ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ hƉŐƌĂĚŝŶŐ WƌŽŐƌĂŵ͕ tĂƚĞƌůŽŽ ZĞŐŝŽŶ �ŝƐƚƌŝĐƚ ^ĐŚŽŽů �ŽĂƌĚ 

ŝŶ �ĂŵďƌŝĚŐĞ

dŚŝƐ ƉƌŽũĞĐƚ ďĞŶĞĨŝƚĞĚ ĨƌŽŵ ƚŚĞŝƌ ĞǆƉĞƌƚŝƐĞ ĂŶĚ ĐŽŶƐƚƌƵĐƚŝǀĞ ƌĞĐŽŵŵĞŶĚĂƚŝŽŶƐ ŽŶ ƚŚĞ 
ůĞĂƌŶŝŶŐ ŵŽĚƵůĞƐ͘  / ǀĞƌǇ ŵƵĐŚ ĂƉƉƌĞĐŝĂƚĞ Ăůů ƚŚĞŝƌ ŚĂƌĚ ǁŽƌŬ͘ 

/ Ăŵ ƉĂƌƚŝĐƵůĂƌůǇ ŐƌĂƚĞĨƵů ƚŽ ƚŚĞ Ϯϱ ŝŶĚŝǀŝĚƵĂůƐ ĂĐƌŽƐƐ KŶƚĂƌŝŽ ůŝǀŝŶŐ ǁŝƚŚ ĚŝĂďĞƚĞƐ ǁŚŽ 
ǁŽƌŬĞĚ ǁŝƚŚ ƚŚĞ ��� ƚŽ ƌĞǀŝĞǁ ƚŚĞ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ WƌŽĨŝůĞƐ ĂŶĚ ƚŽ ƚŚĞ Ϯϱ ĂĚƵůƚ ůĞĂƌŶĞƌƐ 
ĂĐƌŽƐƐ KŶƚĂƌŝŽ ǁŚŽ ǁŽƌŬĞĚ ƚŚƌŽƵŐŚ ƚŚĞ ůĞĂƌŶŝŶŐ ŵŽĚƵůĞƐ͘  dŚĞŝƌ ĨĞĞĚďĂĐŬ ĂŶĚ ĐŽŵŵĞŶƚƐ 
ǁĞƌĞ ŝŶƐŝŐŚƚĨƵů͕ ĐŽŶƐƚƌƵĐƚŝǀĞ͕ ĞŶĐŽƵƌĂŐŝŶŐ͕ ĂŶĚ ĂďƐŽůƵƚĞůǇ ĐƌƵĐŝĂů ƚŽ ƚŚŝƐ ƉƌŽũĞĐƚ͘ dŚĂŶŬ ǇŽƵ͘

&ŝŶĂůůǇ͕ ŵǇ ĚĞĞƉ ŐƌĂƚŝƚƵĚĞ ŐŽĞƐ ƚŽ :ĂŶĞ dƵĞƌ͕ �ǆĞĐƵƚŝǀĞ WƌŽŐƌĂŵ �ŝƌĞĐƚŽƌ ĂŶĚ ƚŚĞ WƌŽũĞĐƚ 
DĂŶĂŐĞƌ͕ ǁŚŽ ŚĂƐ ĞŶĐŽƵƌĂŐĞĚ ŵǇ ƌĞƐĞĂƌĐŚ ŝŶ ,ĞĂůƚŚ >ŝƚĞƌĂĐǇ ƌŝŐŚƚ ĨƌŽŵ ƚŚĞ ƐƚĂƌƚ͘  tŝƚŚŽƵƚ 
:ĂŶĞ͛Ɛ ƐƵƉƉŽƌƚ͕ ƚŚŝƐ ƉƌŽũĞĐƚ ǁŽƵůĚ ŶŽƚ ŚĂǀĞ ƐĞĞŶ ƚŚĞ ůŝŐŚƚ ŽĨ ĚĂǇ ĂŶĚ ǁŝƚŚŽƵƚ ŚĞƌ ŐƵŝĚĂŶĐĞ 
ĂŶĚ ŝĚĞĂƐ͕ ŝƚ ǁŽƵůĚ ŶŽƚ ďĞ ƚŚĞ ƉƌŽũĞĐƚ ŝƚ ŝƐ͘
dŚĂŶŬ ǇŽƵ ĞǀĞƌǇŽŶĞ͕
>ŝƐĂ DĐ�ƌƚŚƵƌ͕ WƌŽũĞĐƚ �ŽŶƐƵůƚĂŶƚ ĂŶĚ ,ĞĂůƚŚ >ŝƚĞƌĂĐǇ >ĞĂĚ

WƵďůŝƐŚĞĚ ďǇ͗
WƌŽũĞĐƚ Z��� >ŝƚĞƌĂĐǇ EĞƚǁŽƌŬ ;tĂƚĞƌůŽŽͲtĞůůŝŶŐƚŽŶͿ
Ϯϵϴ &ƌĞĚĞƌŝĐŬ ^ƚƌĞĞƚ͕ <ŝƚĐŚĞŶĞƌ͕ KE   EϮ, ϮEϱ
�ŵĂŝů͗  ŝŶĨŽΛƉƌŽũĞĐƚƌĞĂĚ͘ĐĂ tĞďƐŝƚĞ͗  ǁǁǁ͘ƉƌŽũĞĐƚƌĞĂĚ͘ĐĂ 
/^�E ϵϳϴͲϬͲϵϳϯϮϬϴϯͲϭͲϯ
ΞϮϬϭϯ   WƌŽũĞĐƚ Z��� >ŝƚĞƌĂĐǇ EĞƚǁŽƌŬ

The Diabetes Essential Skills Kit

Ϯϵϴ &ƌĞĚĞƌŝĐŬ ^ƚƌĞĞƚ͕ <ŝƚĐŚĞŶĞƌ͕ KE   EϮ, ϮEϱ
tĞďƐŝƚĞ͗  ǁǁǁ͘ƉƌŽũĞĐƚƌĞĂĚ͘ĐĂ 

ΞϮϬϭϯ   WƌŽũĞĐƚ Z��� >ŝƚĞƌĂĐǇ EĞƚǁŽƌŬ
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/ŶƚƌŽĚƵĐƚŝŽŶ ͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙ ϱ

/ŶƚƌŽĚƵĐƚŝŽŶ ƚŽ ƚŚĞ >ĞĂƌŶŝŶŐ DŽĚƵůĞƐ ͙͙͙͙͙͙͙͙ ϲ

,Žǁ ƚŽ ƵƐĞ ƚŚĞ >ĞĂƌŶŝŶŐ DŽĚƵůĞƐ ͙͙͙͙͙͙͙͙͙͙͙ ϴ

dŚĞ >ĞĂƌŶŝŶŐ DŽĚƵůĞƐ ͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙ ϵ
ͻ  dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϭ ͙͙͙͙͙ �Ͳϭ
ͻ  dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ Ϯ ͙͙͙͙͙ �Ͳϭ
ͻ  dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϯ ͙͙͙͙͙ �Ͳϭ
ͻ  &ŝůůŝŶŐ ŝŶ &ŽƌŵƐ ͙ ͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙ �Ͳϭ
ͻ  dĂŬŝŶŐ EŽƚĞƐ ͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙ �Ͳϭ
ͻ  hƐŝŶŐ Ă dĂďůĞ ͙ ͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙͙ &Ͳϭ
ͻ  &ŝŶĚŝŶŐ WĂƚƚĞƌŶƐ ŝŶ Ă dĂďůĞ ͙͙͙͙͙͙͙͙͙͙͙ 'Ͳϭ
ͻ  hƐŝŶŐ �ĚĚŝƚŝŽŶ ĂŶĚ ^ƵďƚƌĂĐƚŝŽŶ ͙͙͙͙͙͙͙͙ ,Ͳϭ
ͻ  DƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ �ŝǀŝƐŝŽŶ ͙ ͙͙͙͙͙͙͙͙͙͙ /Ͳϭ
ͻ  &ƌĂĐƚŝŽŶƐ ĂŶĚ WĞƌĐĞŶƚ ͙ ͙͙͙͙͙͙͙͙͙͙͙͙͙ :Ͳϭ
ͻ  ZĂƚŝŽŶ ĂŶĚ WƌŽƉŽƌƚŝŽŶ DŽĚƵůĞ ϭ ͙͙͙͙͙͙͙ <Ͳϭ
ͻ  ZĂƚŝŽŶ ĂŶĚ WƌŽƉŽƌƚŝŽŶ DŽĚƵůĞ Ϯ ͙͙͙͙͙͙͙ >Ͳϭ

>ĞĂƌŶŝŶŐ DŽĚƵůĞƐ �ŝďůŝŽŐƌĂƉŚǇ ͙͙͙͙͙͙͙͙͙͙͙ ϯϴϯ
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Essential Skills for Chronic Disease Management Series
The Diabetes Essential Skills Kit (DESK)

Introduction
,ĞĂůƚŚ ĂŶĚ ĞĚƵĐĂƚŝŽŶ ƌĞƐĞĂƌĐŚ ĐŽŶƚŝŶƵĞ ƚŽ ƐŚŽǁ ůŝŶŬƐ ďĞƚǁĞĞŶ ůŽǁ ůŝƚĞƌĂĐǇ ĂŶĚ ƉŽŽƌ ŚĞĂůƚŚ 
ŽƵƚĐŽŵĞƐ͘ �Ɛ ƉĂƚŝĞŶƚƐ ĚĞǀĞůŽƉ ŝŶĐƌĞĂƐŝŶŐůǇ ĐŽŵƉůĞǆ ŚĞĂůƚŚ ŝƐƐƵĞƐ ĂŶĚ ĂƐ ĐŚƌŽŶŝĐ ĚŝƐĞĂƐĞ 
ŵĂŶĂŐĞŵĞŶƚ ĂŶĚ ƉƌĞǀĞŶƚŝŽŶ ďĞĐŽŵĞ ĨĂĐƚŽƌƐ ŽĨ ĚĂŝůǇ ůŝĨĞ͕ ŵĂŶǇ �ĂŶĂĚŝĂŶƐ ƐƚƌƵŐŐůĞ ƚŽ 
ĞĨĨĞĐƚŝǀĞůǇ ƐĞůĨͲŵĂŶĂŐĞ ƚŚĞŝƌ ŽǁŶ ŚĞĂůƚŚ ďĞĐĂƵƐĞ ƚŚĞŝƌ ůŝƚĞƌĂĐǇ ůĞǀĞůƐ ĂƌĞ Ă ďĂƌƌŝĞƌ͘  

dŚŝƐ ƉƌŽũĞĐƚ ĐƌĞĂƚĞĚ ƌĞƐŽƵƌĐĞƐ ƚŚĂƚ ĞŶĂďůĞ ,ĞĂůƚŚ WƌĂĐƚŝƚŝŽŶĞƌƐ ĂŶĚ >ŝƚĞƌĂĐǇ WƌĂĐƚŝƚŝŽŶĞƌƐ 
ƚŽ ǁŽƌŬ ƚŽŐĞƚŚĞƌ ƚŽ ǁŝƚŚ ƉĂƚŝĞŶƚƐ ĂŶĚ ůĞĂƌŶĞƌƐ ŝĚĞŶƚŝĨǇ ďĂƌƌŝĞƌƐ͕ ĚĞǀĞůŽƉ ƐŬŝůůƐ ĂŶĚ ŝŵƉƌŽǀĞ 
ŚĞĂůƚŚ ŽƵƚĐŽŵĞƐ͘ dŚĞƐĞ ƌĞƐŽƵƌĐĞƐ ĂƌĞ ƚŚĞ Diabetes Essential Skills Kit.  dŚĞǇ ŝŶĐůƵĚĞ

•	 �ŝĂďĞƚĞƐ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ WƌŽĨŝůĞƐ 
•	 >ĞĂƌŶŝŶŐ DŽĚƵůĞƐ 
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dŚŝƐ ƉƌŽũĞĐƚ ŝĚĞŶƚŝĨŝĞĚ ϲ ĐŽŵŵŽŶ ďĂƌƌŝĞƌƐ ƚŽ Ă ƉĂƚŝĞŶƚ͛Ɛ ŝŶĚĞƉĞŶĚĞŶƚ ĚŝĂďĞƚĞƐ ƐĞůĨͲ
ŵĂŶĂŐĞŵĞŶƚ͘ dŚĞƐĞ ϲ ďĂƌƌŝĞƌƐ ĂƌĞ

•	 ZĞĂĚŝŶŐ ĂŶĚ ƵŶĚĞƌƐƚĂŶĚŝŶŐ ĚŝĂďĞƚĞƐ ƌĞůĂƚĞĚ ŝŶĨŽƌŵĂƚŝŽŶ
•	 hŶĚĞƌƐƚĂŶĚŝŶŐ ĂŶĚ ƌĞŵĞŵďĞƌŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŐŝǀĞŶ ǀĞƌďĂůůǇ
•	 hƐŝŶŐ ŵĂƚŚ ƚŽ ĐŽƵŶƚ ĐĂƌďŽŚǇĚƌĂƚĞƐ ĂŶĚ ŵĂŶĂŐĞ ĚŝĞƚĂƌǇ ŶĞĞĚƐ
•	 hƐŝŶŐ ƌĂƚŝŽƐ ƚŽ ĐĂůĐƵůĂƚĞ ĐŽƌƌĞĐƚ ŝŶƐƵůŝŶ ĚŽƐĂŐĞ
•	 &ŝůůŝŶŐ ŝŶ ĨŽƌŵƐ ĐŽƌƌĞĐƚůǇ
•	 ZĞĐŽŐŶŝǌŝŶŐ ĂŶĚ ĂŶĂůǇǌŝŶŐ ƉĂƚƚĞƌŶƐ ŝŶ ďůŽŽĚ ŐůƵĐŽƐĞ ƚĞƐƚ ƌĞƐƵůƚƐ

dŚĞ �ŝĂďĞƚĞƐ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ <ŝƚ ŝŶĐůƵĚĞƐ ϭϮ ůĞĂƌŶŝŶŐ ŵŽĚƵůĞƐ ƚŚĂƚ ĂĚĚƌĞƐƐ ƚŚĞƐĞ ϲ ďĂƌƌŝĞƌƐ͘  
dŚĞ ůĞĂƌŶŝŶŐ ŵŽĚƵůĞƐ ĐĂŶ ĂůƐŽ ďĞ ƵƐĞĚ ǁŝƚŚ ůĞĂƌŶĞƌƐ ǁŚŽ ŚĂǀĞ ĚŝĨĨĞƌĞŶƚ ŐŽĂů ƉĂƚŚƐ ĂƐ ƚŚĞǇ 
ŝŶĐůƵĚĞ ĂĐƚŝǀŝƚŝĞƐ ĨƌŽŵ ǀĂƌŝŽƵƐ ĐŽŶƚĞǆƚƐ ŝŶĐůƵĚŝŶŐ ĚŝĂďĞƚĞƐ͕ ĞŵƉůŽǇŵĞŶƚ ĂŶĚ ĞĚƵĐĂƚŝŽŶ͘
dŚĞ ůĞĂƌŶŝŶŐ ŵŽĚƵůĞƐ ĂƌĞ

•	 dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϭ
•	 dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ Ϯ
•	 dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϯ
•	 &ŝůůŝŶŐ ŝŶ &ŽƌŵƐ
•	 dĂŬŝŶŐ EŽƚĞƐ
•	 hƐŝŶŐ Ă dĂďůĞ
•	 �ŶĂůǇǌŝŶŐ �ĂƚĂ ŝŶ dĂďůĞƐ
•	 �ĚĚŝƚŝŽŶ ĂŶĚ ^ƵďƚƌĂĐƚŝŽŶ
•	 DƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ �ŝǀŝƐŝŽŶ
•	 &ƌĂĐƚŝŽŶƐ ĂŶĚ WĞƌĐĞŶƚ
•	 ZĂƚŝŽ DŽĚƵůĞ ϭ
•	 ZĂƚŝŽ DŽĚƵůĞ Ϯ

Introduction to the Learning Modules
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A cover page
/ŶĐůƵĚĞƐ ĚĞƐĐƌŝƉƚŝŽŶ͕ ƉƌĞƌĞƋƵŝƐŝƚĞ ŝŶĨŽƌŵĂƚŝŽŶ͕ ŵĂƚĞƌŝĂůƐ ƌĞƋƵŝƌĞĚ͕ ŽďũĞĐƚŝǀĞƐ ĂŶĚ 
ƐĂŵƉůĞƐ ŽĨ ŐŽĂů ƉĂƚŚƐ ƚŚĞ ŵŽĚƵůĞ ƐƵƉƉŽƌƚƐ

Module Levels page(s)
/ŶĐůƵĚĞƐ �ƐƐĞŶƚŝĂů ^ŬŝůůƐ ůĞǀĞůƐ ĂŶĚ K�>�& ĐŽŵƉĞƚĞŶĐŝĞƐ ĂŶĚ ƉĞƌĨŽƌŵĂŶĐĞ 
ĚĞƐĐƌŝƉƚŽƌƐ

Practitioner instructions
/ŶĐůƵĚĞƐ ŝŶƐƚƌƵĐƚŝŽŶƐ ĨŽƌ ƚŚĞ ǁŚŽůĞ ŵŽĚƵůĞ ĂŶĚ ĞĂĐŚ ĂĐƚŝǀŝƚǇ
/ŶĐůƵĚĞƐ ĂĚĚŝƚŝŽŶĂů ƌĞƐŽƵƌĐĞƐ

Lessons & Handouts

Answers
^ŽŵĞ ƚĂƐŬƐ ŝŶ ƚŚĞ ƌĞĂĚŝŶŐ ŵŽĚƵůĞƐ ŚĂǀĞ ŶŽ ĂŶƐǁĞƌ ŬĞǇ ĂƐ ĞĂĐŚ ůĞĂƌŶĞƌ ǁŝůů ďĞ 
ƵƐŝŶŐ ĚŝĨĨĞƌĞŶƚ ƌĞƐŽƵƌĐĞƐ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞŝƌ ŐŽĂů ƉĂƚŚ

Each Module has
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How to use the Learning Modules
1.	 Determine which skills the learner needs to improve.  Use the Diabetes Essential 

Skills Profiles or any other assessment process to find this information
2.	 Scan the Module Levels page(s) to determine if the module supports the skills and 

competencies the learner needs 
3.	 Check the cover sheet to determine if there is a prerequisite for that module.  

Learners may skip the numeracy prerequisites if a practitioner is confident that 
they have the foundation skills necessary.  Check the Modules Level page(s) of the 
prerequisite module to make sure that the learner has all the prerequisite skills.  
Learners should not skip modules when using the Analyzing Data in a Table or 
Thinking through Reading modules.  Information in these modules is sequential and 
linked together

4.	 Read all the practitioner instructions  
5.	 Print all lesson pages, handouts and answer sheets for the learner
6.	 Work through the module with the learner.  Some learners may be able to work 

independently through the modules
7.	 Provide additional resources to the learner to reinforce learning
8.	 Use the Module Levels page(s) for reference when recording OALCF information in 

the learner’s EOIS CAMS file
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶ&ŝŶĚŝŶŐ ĐƌĞĚŝďůĞ ŝŶĨŽƌŵĂƚŝŽŶ ŽŶ dǇƉĞϮ �ŝĂďĞƚĞƐ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶ�ŶĂůǇǌŝŶŐ ǁŽƌŬƉůĂĐĞ ƉŽůŝĐŝĞƐ ƚŽ ĚĞƚĞƌŵŝŶĞ ŚŽǁ ƚŚĞǇ 

ĂĨĨĞĐƚ ƚŚĞ ŝŶĚŝǀŝĚƵĂů
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶWƌŝŽƌŝƚŝǌŝŶŐ ǁŽƌŬŝŶŐ ŽŶ ĂƐƐŝŐŶŵĞŶƚƐ ĂĐĐŽƌĚŝŶŐ ƚŽ ǀĂƌŝŽƵƐ 

ĨĂĐƚŽƌƐ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶ�ĞĐŝĚŝŶŐ ƚŽ ƐĂǀĞ ƵƉ ĨŽƌ Ă ƉƵƌĐŚĂƐĞ ŝŶƐƚĞĂĚ ŽĨ ďŽƌƌŽǁŝŶŐ 

ŽŶ ĐƌĞĚŝƚ

Pre-requisites – EŽŶĞ	 	 	 	 	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ
•	 WĂƉĞƌ
•	 /ŶƚĞƌŶĞƚ ĂĐĐĞƐƐ Žƌ ĂƵƚŚĞŶƚŝĐ ĚŽĐƵŵĞŶƚƐ ďƌŽƵŐŚƚ ƚŽ ĐůĂƐƐ ďǇ ƚŚĞ ůĞĂƌŶĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ
•	 WŽƐƚ ŝƚ ŶŽƚĞƐ
•	 ,ĞĂĚƉŚŽŶĞƐ Žƌ ƐƉĞĂŬĞƌƐ ƚŽ ůŝƐƚĞŶ ƚŽ ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ ƐŽĨƚǁĂƌĞ ŽŶ ƚŚĞ ĐŽŵƉƵƚĞƌ

�ĐĐĞƐƐ ƚŽ ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƌĞĂĚ ĂŶĚ 
ƵŶĚĞƌƐƚĂŶĚ Ă ǀĂƌŝĞƚǇ ŽĨ ĚŽĐƵŵĞŶƚ ƚǇƉĞƐ ĂƐ ǁĞůů ƉƌŽĐĞƐƐ ŝŶĨŽƌŵĂƚŝŽŶ ĨƌŽŵ ŽƚŚĞƌ ŶŽŶͲƚĞǆƚ 
ƐŽƵƌĐĞƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů

•	 ZĞĐŽŐŶŝǌĞ ƚŚĂƚ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ĂƌĞ ƵƐĞĚ ŝŶ Ăůů ĂƐƉĞĐƚƐ ŽĨ ǁŽƌŬ͕ ůĞĂƌŶŝŶŐ ĂŶĚ ůŝĨĞ
•	 hƐĞ Ă ǀĂƌŝĞƚǇ ŽĨ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ǁŚŝůĞ ƌĞĂĚŝŶŐ
•	 �ĞĐŽĚĞ ŶĞǁ ǀŽĐĂďƵůĂƌǇ ƵƐŝŶŐ Ă ǀĂƌŝĞƚǇ ŽĨ ƐŬŝůůƐ ĂŶĚ ƌĞƐŽƵƌĐĞƐ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Thinking through

Reading Module 1   
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Learning Modules

OALCF Levels used in ThinkingThrough Reading Modules 1-3

Learners who complete these modules will perform A1 Tasks when using the sample 
reading text provided. Learners are also expected to choose another document on which 
they will practice their skills.  Competency Task Groups and levels will change depending 
on the type of document that the learner chooses.  Learners who choose prose texts will 
use tasks in the A1 Task Group.  Learners using documents with shorter texts and more 
graphics will perform tasks from the A2 Task Group.  Learners who use these modules to 
find and use information from presentations, lectures, films etc…will use tasks from the A3 
Task Group.  
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Primary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological texts
•	 follow simple, straightforward instructional texts
•	 identifies the main idea in brief texts
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences
•	 makes connections between sentences and between paragraphs in a 

single text
•	 reads more complex texts to locate a single piece of information
•	 follows the main events of descriptive, narrative and informational 

texts
•	 obtains information from detailed reading
•	 begins to identify sources and evaluate information

A1.3 •	 integrates several pieces of information from texts
•	 manages unfamiliar elements (e.g. vocabulary, context, topic) to 

complete tasks
•	 identifies the purpose and relevance of texts
•	 skims to get the gist of longer texts
•	 begins to recognize bias and points of view in texts
•	 infers meaning which is not explicit in texts
•	 compares or contrasts information between two or more texts
•	 uses organizational features, such as headings, to locate information
•	 follows the main events of descriptive, narrative, informational and 

persuasive texts
•	 obtains information from detailed reading
•	 makes meaning of short, creative texts (e.g. poems, short stories)
•	 identifies sources, evaluates and integrates information
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Learning Modules

Primary OALCF 
Competencies

Performance Descriptors

A2.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 identifies how lists are organized (e.g. sequential, chronological, 

alphabetical)
•	 requires support to identify sources and to evaluate and integrate 

information
A2.2 •	 performs limited searches using one or two search criteria

•	 extracts information from tables and forms
•	 locates information in simple graphs and maps
•	 uses layout to locate information
•	 makes connections between parts of documents
•	 makes low-level inferences
•	 begins to identify sources and evaluate information

A2.3 •	 performs complex searches using multiple search criteria
•	 manages unfamiliar elements (e.g. vocabulary, context, topic) to 

complete tasks
•	 integrates several pieces of information from documents
•	 compares or contrasts information between two or more documents
•	 uses layout to locate information
•	 identifies the purpose and relevance of documents
•	 begins to recognize bias in displays, such as graphs
•	 makes inferences and draws conclusions from information displays
•	 identifies sources, evaluates and integrates information

A3 Extract information from films, broadcasts and presentations
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Primary OALCF 
Competencies

Performance Descriptors

E.1 •	 begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•	 begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•	 creates “to do” lists to keep organized
•	 begins to monitor own learning
•	 identifies one source of information (e.g. text, document, classmate, 

co-worker) to complete tasks
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to adapt to instructional approaches and learning materials 

that do not reflect preferred learning style
•	 begins to identify how skills and strategies can transfer to different 

contexts
•	 identifies multiple sources of information to complete tasks
•	 begins to identify ways to improve performance

E.3 •	 uses a variety of learning strategies (e.g. takes and summarizes notes 
from multiple sources, sets a study schedule)

•	 identifies ways to clarify, check understanding and reinforce learning
•	 develops plans to complete longer-term tasks (e.g. essays projects)
•	 monitors and evaluates own learning
•	 identifies how skills and strategies can transfer to different contexts
•	 evaluates the quality and comprehensiveness of multiple resources 

to complete tasks
•	 identifies ways to improve performance
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Secondary 
OALCF 
Competencies

Performance Descriptors

D.1 •	 follows simple prompts
•	 follows apparent steps to complete tasks
•	 interprets brief text and icons
•	 locates specific functions and information
•	 requires support to identify sources and to evaluate and integrate 

information
•	 begins to perform simples searches (e.g. internet, software help 

menu)
D.2 •	 selects and follows appropriate steps to complete tasks

•	 locates and recognizes functions and commands
•	 begins to identify sources and evaluate information
•	 performs simple searches using keywords (e.g. internet, software 

help menu)

F If learner completes modules as part of a group
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Essential Skills used in Thinking Through Reading Modules 1-3

Essential Skills  Level Essential Skills  Level
Reading Text 1-3 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

Document Use 1-3

Writing 1-2

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X

X

X

X

X

X

X
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Practitioner Instructions

When presenting this module to a group of learners, information sheets can be converted 
to be used with PowerPoint, smart boards or can be used as prompts for practitioner notes 
on a flip-chart or white board. 

When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as writing skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  Perform self-questioning and thinking processes 
out loud and in writing to demonstrate these skills to the learner.  Encourage learners to 
engage in thinking out loud, as hearing their own thoughts and writing down stages of the 
thinking process, provides a multi-sensory approach to this module.  

Providing a “running commentary” of your own thinking process and self-questioning 
makes each of these skills a conscious act rather than something mysterious that is taken 
for granted. It also shows the learner that having an internal dialogue is an important part 
of critical thinking, decision making, problem solving and learning.  An internal dialogue is 
an important part of self-reflection and self-assessment; skills needed for goal-setting and 
behaviour change.  While the “running commentary” and internal dialogue are used in this 
module to teach reading and thinking skills, these tools can be used in all areas of work, 
learning and life.
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Essential Skills THINKING SKILLS are noted in capital letters and have been broken down 
into 

•	 FINDING INFORMATION
•	 SIGNIFICANT USE OF MEMORY
•	 CRITICAL THINKING
•	 PROBLEM SOLVING
•	 DECISION MAKING 
•	 JOB TASK ORGANIZATION

CRITICAL THINKING has also been defined further as learners often have difficulty with this 
particular skill.

When presenting the information sheets, draw particular attention to each of the 
THINKING SKILLS.  Learners may need to be reminded that this module is about the 
THINKING SKILLS and that the reading skills are only a way to showcase the THINKING 
SKILLS.

Please note: “Thinking Through Reading Modules 1-3” are long modules and learners may 
find them very complex.  Practitioners might consider breaking the modules down into 
smaller segments.  Some learners may be more comfortable doing only one or two tasks 
per day.  Breaking the modules down into more manageable pieces also reinforces the 
benefit of having a system that breaks down large tasks into smaller tasks. 
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Use of Resources
d,/E</E' ^</>>^ ǁŝůů ďĞ ĚĞŵŽŶƐƚƌĂƚĞĚ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ƵƐŝŶŐ ƌĞĂĚŝŶŐ ĂƐ ƐĂŵƉůĞ ƚĂƐŬ͘  KŶĞ 
ƌĞĂĚŝŶŐ ƌĞƐŽƵƌĐĞ ŝƐ ƉƌŽǀŝĚĞĚ͘  >ĞĂƌŶĞƌƐ ǁŝůů ŶĞĞĚ ƚŽ ĐŚŽŽƐĞ ŽŶĞ ĂĚĚŝƚŝŽŶĂů ƌĞĂĚŝŶŐ ƌĞƐŽƵƌĐĞ 
ƚŽ ĐŽŵƉůĞƚĞ ƚŚĞ ϯ ͞dŚŝŶŬŝŶŐ dŚƌŽƵŐŚ ZĞĂĚŝŶŐ͟ ŵŽĚƵůĞƐ

ZĞĂĚŝŶŐ ŵĂƚĞƌŝĂůƐ ĐĂŶ ďĞ ĐŚŽƐĞŶ ĨƌŽŵ
•	 dŚĞ ůĞĂƌŶĞƌ͛Ɛ ŚŽŵĞ Žƌ ǁŽƌŬ
•	 dŚĞ ŝŶƚĞƌŶĞƚ
•	 EĞǁƐƉĂƉĞƌƐ ĂŶĚ ŵĂŐĂǌŝŶĞƐ
•	 �ŽŽŬƐ ĂŶĚ ƚĞǆƚ ďŽŽŬƐ
•	 >ŝƚĞƌĂĐǇ WƌŽŐƌĂŵ ƉĂŵƉŚůĞƚƐ Žƌ ďƌŽĐŚƵƌĞƐ
•	 /ŶƐƚƌƵĐƚŝŽŶ ďŽŽŬůĞƚƐ 
•	 ^ĐŚŽŽů ĚŽĐƵŵĞŶƚƐ Žƌ ŚĂŶĚŽƵƚƐ
•	 �ĂŶŬŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ Žƌ ĐŽŶƚƌĂĐƚƐ
•	 WŚĂƌŵĂĐǇ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ
•	 ,ĞĂůƚŚ ƉĂŵƉŚůĞƚƐ Žƌ ďƌŽĐŚƵƌĞƐ

>ĞĂƌŶĞƌƐ ůŝǀŝŶŐ ǁŝƚŚ ĚŝĂďĞƚĞƐ ŵĂǇ ǁĂŶƚ ƚŽ ĚŽǁŶůŽĂĚ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĨƌŽŵ
ŚƚƚƉ͗ͬͬǁǁǁ͘ĚŝĂďĞƚĞƐ͘ĐĂͬĚŝĂďĞƚĞƐͲĂŶĚͲǇŽƵͬ

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ǁŽƌŬƉůĂĐĞ ŚĞĂůƚŚ ĂŶĚ ƐĂĨĞƚǇ ĐĂŶ ĨŝŶĚ ĨĂĐƚ ƐŚĞĞƚƐ ŚĞƌĞ

ŚƚƚƉ͗ͬͬǁǁǁ͘ǁƐŝď͘ŽŶ͘ĐĂͬĞŶͬĐŽŵŵƵŶŝƚǇͬt^/�ͬϮϯϬͬ�ƌƚŝĐůĞ�ĞƚĂŝůͬϮϰϯϯϴ͍ǀŐŶĞǆƚŽŝĚсϮϯĐϯϮĂĐ
ϴĞϱĞĚϳϮϭϬsŐŶs�DϭϬϬϬϬϬϰϰϵĐϳϭϬĂZ�Z�
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>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ĂƉƉƌĞŶƚŝĐĞƐŚŝƉ Žƌ ƚƌĂĚĞƐ ŵŝŐŚƚ ůŽŽŬ Ăƚ ĐŽƵƌƐĞ ŽĨĨĞƌŝŶŐƐ Ăƚ 
ĐŽŵŵƵŶŝƚǇ ĐŽůůĞŐĞƐ ŝŶ ƚŚĞŝƌ ĂƌĞĂ͘  dŚĞ ĨŽůůŽǁŝŶŐ ǁĞďƐŝƚĞ ŚĂƐ Ă ĐŽŵƉůĞƚĞ ůŝƐƚ ŽĨ KŶƚĂƌŝŽ 
ĐŽůůĞŐĞƐ͘  ^ĞĂƌĐŚ ĨŽƌ �ƉƉƌĞŶƚŝĐĞƐŚŝƉ Žƌ �ƉƉƌĞŶƚŝĐĞƐŚŝƉ �ŽƵƌƐĞƐ ŝŶ ƚŚĞ ͞ƐĞĂƌĐŚ ďŽǆ͟
ŚƚƚƉƐ͗ͬͬǁǁǁ͘ŽŶƚĂƌŝŽ͘ĐĂͬĞĚƵĐĂƚŝŽŶͲĂŶĚͲƚƌĂŝŶŝŶŐͬŽŶƚĂƌŝŽͲĐŽůůĞŐĞƐ

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ĐƵƌƌĞŶƚ ĂĨĨĂŝƌƐ ŵĂǇ ĐŚŽŽƐĞ ĨƌŽŵ Ă ǀĂƌŝĞƚǇ ŽĨ ŶĞǁƐ ǁĞďƐŝƚĞƐ͘

ZĞĂĚŝŶŐ ƐŚŽƵůĚ ďĞ Ă ŵƵůƚŝƐĞŶƐŽƌǇ ĞǆƉĞƌŝĞŶĐĞ͘  �ƵƌŝŶŐ ƚŚŝƐ ŵŽĚƵůĞ͕ ůĞĂƌŶĞƌƐ ǁŝůů ďĞ 
ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƵƐĞ ƚŚĞŝƌ ĞǇĞƐ͕ ĞĂƌƐ͕ ŚĂŶĚƐ ĂŶĚ ǀŽŝĐĞƐ ƚŽ ŵĂǆŝŵŝǌĞ ƌĞƚĞŶƚŝŽŶ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͘

>ĞĂƌŶĞƌƐ ǁŚŽ ƐƚƌƵŐŐůĞ ƉƌŽŶŽƵŶĐŝŶŐ ƵŶĨĂŵŝůŝĂƌ ǀŽĐĂďƵůĂƌǇ ĂŶĚ ůĞĂƌŶĞƌƐ  ǁŚŽ ƵŶĚĞƌƐƚĂŶĚ 
ƚĞǆƚ ďĞƚƚĞƌ ǁŚĞŶ ŝƚ ŝƐ ƌĞĂĚ ĂůŽƵĚ ĐĂŶ ƚƌǇ ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ ƐŽĨƚǁĂƌĞ ŝĨ ƚŚĞǇ ĂƌĞ ǁŽƌŬŝŶŐ 
ŝŶĚĞƉĞŶĚĞŶƚůǇ͘

>ĞĂƌŶĞƌƐ ĐĂŶ ƵƐĞ ƚŚĞ ĨŽůůŽǁŝŶŐ ǁĞďƐŝƚĞ ƚŽ ŚĂǀĞ Ă ƐŝŶŐůĞ ǁŽƌĚ ƉƌŽŶŽƵŶĐĞĚ Žƌ ǁŚŽůĞ 
ƐĞŶƚĞŶĐĞƐ Žƌ ƉĂƌĂŐƌĂƉŚƐ ƌĞĂĚ ƚŽ ƚŚĞŵ͘  
ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ 

KŶĐĞ ƚŚĞ ǁĞď ƉĂŐĞ ŝƐ ŽƉĞŶ͕ ĐŽƉǇ ĂŶĚ ƉĂƐƚĞ Žƌ ƚǇƉĞ ƵƉ ƚŽ ϭϬϬϬ ĐŚĂƌĂĐƚĞƌƐ ŝŶƚŽ ƚŚĞ ǁŝŶĚŽǁ 
ĂŶĚ ƉƌĞƐƐ ƚŚĞ ͞ƐĂǇ ŝƚ͟ ďƵƚƚŽŶ͘  dŚĞ ƌĞĂĚĞƌ ǁŝůů ƌĞĂĚ ƚŚĞ ƚĞǆƚ ǁŝƚŚ Ă ĨĂŝƌůǇ ŶĂƚƵƌĂů ƌĞĂĚŝŶŐ 
ǀŽŝĐĞ͘

Additional Resources
dĂƐŬ ϱ ĂƐŬƐ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ĚĞĐŽĚŝŶŐ ƐƚƌĂƚĞŐŝĞƐ͘  >ĞĂƌŶĞƌƐ ǁŚŽ ŶĞĞĚ ŵŽƌĞ ƉƌĂĐƚŝĐĞ ǁŝƚŚ ƌŽŽƚ 
ǁŽƌĚƐ͕ ƉƌĞĨŝǆĞƐ ĂŶĚ ƐƵĨĨŝǆĞƐ ŵĂǇ ƵƐĞ ƚŚĞ ǁŽƌŬ ƐŚĞĞƚ ŽŶ ƉĂŐĞ ϭϭ ��&KZ� ĂƚƚĞŵƉƚŝŶŐ dĂƐŬ ϱ͘
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Additional Resources
Prefixes and Suffixes
Prefix: A word part that is added to the beginning of a word. Prefixes have meanings. When 
you add them to words, they change the meanings of those words.

Suffix: A word part that is added to the end of a word or word part. Suffixes can change a 
word’s part of speech as well as its meaning.

Write down the prefix and the suffix that was added to each root word in the list below:

Prefix Word Suffix

misinformed

unlikely

encouragement

disgraceful

unreasonable

reusable

biweekly

unhappier

invaluable

unfriendly

disconnected

unacceptable
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Practitioner Activity Instructions

Tasks in this module ask the learner to think about a concept and write or discuss their 
answers to specific questions.  The learner will be asked to perform tasks using a document 
provided in the module:  “Privacy Policies and Laws”.  The tasks will be repeated using their 
own document of choice.  Encourage the learner to 

•	 highlight unfamiliar words
•	 use post-it notes for definitions
•	 think out loud 

When using a running commentary of their own learners may feel awkward.  Remind 
learners that the more they hear themselves thinking out loud and the more they write 
their questions down, the better they will understand the thinking skills that they are 
practicing as they read their own document.

Activity 1 – Task Instructions
Task 1 asks the learner to list their housework chores and then put them in order.  Ask 
the learner why they do the chores in a particular order.  Each learner will have different 
criteria for the order they have chosen including but not limited to

•	 Like or dislike of certain tasks
•	 Ease of doing certain tasks
•	 Needing help with certain tasks
•	 Logical order of tasks (dust before vacuuming so that you don’t drop dust or crumbs 

on a clean floor or, clean toilets last so that you don’t transfer bacteria from the 
toilet to sink taps or door handles.)

Activity 2 – Task Instructions
Task 2 asks the learner what they already know about privacy issues.
Encourage the learner to start thinking about their experiences in the past and then 
discussing what facts they know about privacy issues.  Learners should be encouraged to 
steer away from emotional anecdotes or opinions and eventually concentrate on facts.

Activity 3 – Task Instructions
Learners are asked to repeat the steps from task 2 using their document of choice.

Activity 4 – Task Instructions
The learners must first identify unfamiliar words in the Privacy Policies and Laws document.  
They can highlight, underline, circle or rewrite the words.
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Activity 5 – Task Instructions
Learners must use a variety of skills to decode the unfamiliar words.  If the learner’s list of 
unfamiliar words is very long, in the interest of time, you may provide some definitions.  
The learner should decode at least 3 words in addition to the words in the examples.  If 
the learner has no discomfort with any of the words, choose one word from the text and 
ask them to look up the word in a dictionary.  Ask them to use their critical thinking and 
decision making skills to choose the likely definition of the word based on the subject 
matter of the article.

Activity 6 – Task Instructions
Learners repeat Tasks 4 & 5 using their document of choice.

Activity 7 – Task Instructions
Task 7 asks the learner to skim the document using 7 steps.  Encourage the learner to use a 
pencil to underline only the elements of the text that they should be skimming to prevent 
them from reading the entire document.  Encourage the learners to give at least one 
example of what was easy and what was hard about skimming.  

Activity 8 – Task Instructions
Task 8 asks the learner to repeat the 7 steps of skimming used in Task 8 on their own 
document of choice.  
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Thinking Skills
We use a variety of thinking skills every day.  We

•	 Find information 
•	 Remember and recall information (Significant use of Memory)
•	 Evaluate, weigh, judge or classify information (Critical Thinking)
•	 Solve problems
•	 Make decisions
•	 Organize jobs and tasks

At home we might
•	 Follow a list of instructions to re-set a digital clock after a power outage
•	 Decide which items to buy from a sale flyer
•	 Organize housework to get the most important jobs done first

At school we might
•	 Prioritize homework depending on which assignments are due first
•	 Consider all the information learned about a topic before writing an essay on an 

exam
•	 Identify the cause of a poor mark on an assignment

At work we might
•	 Use calendars, agendas and to-do lists to help organize jobs for the week
•	 Follow a supervisor’s list of tasks, in order of priority
•	 Recognize key information or facts that relate to a problem

Someone living with diabetes might
•	 Use a correction factor when injecting insulin to correct high blood sugar
•	 Find information from blood sugar log books, diet records and memory to help 

understand why blood sugar is too high and how to fix the problem
•	 Decide whether to call 911, go to a walk in clinic or make a doctor’s appointment 

when there is a problem
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Critical Thinking
Critical thinking  

•	 Is a process of weighing or evaluating ideas or information
•	 Is a logical process that might include

o	 Clarifying the meaning of words
o	 Sorting or classifying something
o	 Finding cause and effect
o	 Summarizing or generalizing
o	 Analyzing 
o	 Evaluating the source of information

•	 Refers to objective criteria –measures the information against a set of rules or 
benchmarks/features

•	 Identifies strengths and weakness or reaches a judgement about worth or value

When we go through the “Thinking Through Reading Modules 1-3”, we will be using all of 
the thinking skills.   We will be reading a piece of writing about Privacy Laws and will be

•	 Finding information –using a dictionary for new vocabulary
•	 Using memory- thinking what we already know about a specific topic
•	 Evaluating or weighing information (Critical Thinking) reading information and seeing 

if it matches our criteria (answers our questions)
•	 Solving problems –determining what to do next if our questions have not been 

answered
•	 Making decisions—deciding what information we want to know about privacy
•	 Organizing jobs and tasks—splitting the reading process into parts and doing each 

part one at a time

Each of the THINKING SKILLS will appear in CAPITAL LETTERS so you can see them clearly.
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Using Thinking and Reading Together
It is a myth that very good readers read something once and understand fully what the 
writer wanted to get across.

Very good readers plan before they read and use a variety thinking skills and different steps 
during reading.  They become so practised at using these steps that they don’t seem to be 
using any steps at all. 

Very good readers
•	 Think first
•	 Scan
•	 Skim
•	 Think again
•	 Read
•	 Take notes
•	 Think again
•	 Retell and remember
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Activity 1 – Task  
,Žǁ ĚŽ ǇŽƵ ďƌĞĂŬ ĚŽǁŶ ǇŽƵƌ ŚŽƵƐĞǁŽƌŬ ŝŶƚŽ ƐƉĞĐŝĨŝĐ ƐƚĞƉƐ Žƌ ũŽďƐ ;ǀĂĐƵƵŵŝŶŐ ĚƵƐƚŝŶŐ͕ 
ĚŝƐŚĞƐ͕ ďĂƚŚƌŽŽŵ ƐŝŶŬ͕ ƚŽŝůĞƚƐ ĞƚĐ͙͍͘  

tƌŝƚĞ ƚŚĞ ƐƚĞƉƐ ŽƵƚ ĂŶĚ ƚŚĞŶ ƉƵƚ ƚŚĞŵ ŝŶ ƚŚĞ ŽƌĚĞƌ ƚŚĂƚ ǇŽƵ ĚŽ ƚŚĞŵ͘

tŚǇ ĚŽ ǇŽƵ ĚŽ ƚŚĞŵ ŝŶ ƚŚĂƚ ŽƌĚĞƌ͍

dŚŝƐ ŝƐ ĂŶ ĞǆĂŵƉůĞ ŽĨ :K� d�^< KZ'�E/��d/KE͘  zŽƵ ŵŝŐŚƚ ŶŽƚ ŶĞĞĚ ƚŽ ǁƌŝƚĞ ƚŚĞ ƚĂƐŬƐ 
ĚŽǁŶ ƚŽ ĚŽ ǇŽƵƌ ŚŽƵƐĞǁŽƌŬ ďĞĐĂƵƐĞ ǇŽƵ ŚĂǀĞ ĚŽŶĞ ŝƚ ƐŽ ŵĂŶǇ ƚŝŵĞƐ͘  /Ŷ Ă ŶĞǁ ũŽď Žƌ 
ǁŝƚŚ ŶĞǁ ƚĂƐŬƐ͕ ǇŽƵ ŵŝŐŚƚ ŶĞĞĚ ƚŽ ǁƌŝƚĞ ƚŚĞŵ ĚŽǁŶ ĂŶĚ ĐůĞĂƌůǇ ƉůĂŶ ǇŽƵƌ ƐƚĞƉƐ ŽƵƚ͘

TaskHousework Organization
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tĞ ǁŝůů ƵƐĞ ŽƵƌ :K� d�^< KZ'�E/��d/KE ^</>>^ ƚŽ ďƌĞĂŬ ĚŽǁŶ ƚŚĞ ƌĞĂĚŝŶŐ ĂŶĚ ƚŚŝŶŬŝŶŐ 
ƉƌŽĐĞƐƐ͘  dŚĞƌĞ ǁŝůů ďĞ ƐƉĞĐŝĨŝĐ ƐƚĞƉƐ ŝŶ Ă ƐƉĞĐŝĨŝĐ ŽƌĚĞƌ͘  �ĂĐŚ ƐƚĞƉ ŚĂƐ Ă ƐƉĞĐŝĨŝĐ ĂĐƚŝŽŶ ƚŚĂƚ 
ŝƐ ĚŝĨĨĞƌĞŶƚ ĨƌŽŵ ƚŚĞ ŽƚŚĞƌ ƐƚĞƉƐ͘

A very good reader is an excellent PLANNER

P L A N N E R

P L A N N E R
Prepare ƚŽ ƌĞĂĚ ďǇ 	

ͻ  ƌĞĂĚŝŶŐ ƚŚĞ ƚŝƚůĞ Žƌ ŚĞĂĚŝŶŐƐ
ͻ  ůŽŽŬŝŶŐ Ăƚ ĂŶǇ ƉŝĐƚƵƌĞƐ Žƌ ĚŝĂŐƌĂŵƐ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǇŽƵƌ ŽǁŶ ĞǆƉĞƌŝĞŶĐĞ ŽĨ ƚŚĞ ƚŽƉŝĐ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĂƚ ǇŽƵ ǁĂŶƚ ƚŽ ůĞĂƌŶ ĂďŽƵƚ ƚŚĞ ƚŽƉŝĐ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĞƌĞ ƚŚĞ ǁƌŝƚĞƌ ŐŽƚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ

P L A N N E R

P L A N N E R
Locate ŝŵƉŽƌƚĂŶƚ ƉĂƌƚƐ Žƌ ĚĞƚĂŝůƐ ŝŶ ƚŚĞ ǁƌŝƚŝŶŐ

ͻ   ďǇ ƐĐĂŶŶŝŶŐ ĨŽƌ ŶĂŵĞƐ͕ ĚĂƚĞƐ͕ ƐƚĂƚŝƐƚŝĐƐ͕ ƐƉĞĐŝĂů ƚĞƌŵƐ Žƌ 
ǀŽĐĂďƵůĂƌǇ

ͻ  ďǇ ƐŬŝŵŵŝŶŐ ĨŽƌ ŐĞŶĞƌĂů ŝĚĞĂƐ ĂŶĚ ĐŽŶƚĞŶƚ
ͻ  ďǇ ƌĞĂĚŝŶŐ ƚŚĞ ƚĞǆƚ ĨƵůůǇ

/ƚ ŝƐ ŚĞůƉĨƵů ƚŽ ŚŝŐŚůŝŐŚƚ ƚŚĞƐĞ ŝŵƉŽƌƚĂŶƚ ǁŽƌĚƐ Žƌ ƉĂƌƚƐ ŽĨ ƚŚĞ 
ǁƌŝƚŝŶŐ ƐŽ ǇŽƵ ƉĂǇ ƐƉĞĐŝĂů ĂƚƚĞŶƚŝŽŶ ǁŚĞŶ ǇŽƵ ƌĞͲƌĞĂĚ ůĂƚĞƌ

P L A N N E R

P L A N N E R
Analyze ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐĞĞ ŝĨ ŝƚ ĂŶƐǁĞƌƐ ĐĞƌƚĂŝŶ ƋƵĞƐƚŝŽŶƐ	

ͻ  ǁŚŽ͕ ǁŚĂƚ͕ ǁŚĞŶ͕ ǁŚĞƌĞ͕ ǁŚǇ͕ ŚŽǁ
ͻ  ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ
ͻ  ŵĂŝŶ ŝĚĞĂ ĂŶĚ ƐƵƉƉŽƌƚŝŶŐ ĚĞƚĂŝůƐ
ͻ  Ă ƐĞƌŝĞƐ ŽĨ ĞǀĞŶƚƐ
ͻ   ĚŝĚ ƚŚĞ ǁƌŝƚŝŶŐ ƚĞůů ŵĞ ǁŚĂƚ / ǁĂŶƚĞĚ ƚŽ ŬŶŽǁ  

ĂďŽƵƚ ƚŚŝƐ ƚŽƉŝĐ
 ͻ   ǁŚĂƚ ĚŝĚ ƚŚĞ ǁƌŝƚŝŶŐ ĚĞƐĐƌŝďĞ ;Ă ƉĞƌƐŽŶ͕  

ƉůĂĐĞ͕ ĞǀĞŶƚ͕ ŝŶƐƚƌƵĐƚŝŽŶƐ ĞƚĐ͘͘͘Ϳ

 

P L A N N E R

P L A N N E R
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P L A N N E R

P L A N N E R
Note ĚŽǁŶ ǁŚĂƚ ǇŽƵ 
ŚĂǀĞ ůĞĂƌŶĞĚ ďǇ  
ƌĞĂĚŝŶŐ ƚŚŝƐ ƚĞǆƚ  

zŽƵ ĐĂŶ ŵĂƌŬ ƵƉ ƚŚĞ ƚĞǆƚ ďǇ ƵƐŝŶŐ
 ͻ   ,ŝŐŚůŝŐŚƚĞƌƐ͕ ĐŝƌĐůĞƐ͕ ƵŶĚĞƌůŝŶŝŶŐ 
 ͻ   DĂƌŐŝŶ ŶŽƚĞƐ

Kƌ ǇŽƵ ĐĂŶ ƵƐĞ ŽƚŚĞƌ ŵĞƚŚŽĚƐ ƐŽ 
ǇŽƵ ĚŽŶ͛ƚ ĚĂŵĂŐĞ Ă ƚĞǆƚ ďŽŽŬ
 ͻ   ƉŽƐƚͲŝƚ ŶŽƚĞƐ Žƌ ĨůĂŐƐ
 ͻ   ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ
 ͻ   ůŝƐƚƐ
 ͻ   ĐŽŶĐĞƉƚ ŵĂƉƐ
 ͻ   ƉůŽƚ ůŝŶĞƐ

Margin notes 

Concept map

P L A N N E R

P L A N N E R
Necessary ŝŶĨŽƌŵĂƚŝŽŶͶ >ŽŽŬ Ăƚ ǇŽƵƌ ŶŽƚĞƐ ĂŶĚ ƚŚĞ ƚĞǆƚ 	

ͻ  ĚĞĐŝĚĞ ǁŚŝĐŚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŶĞĐĞƐƐĂƌǇ͍  
ͻ   ǁŚŝĐŚ ŝŶĨŽƌŵĂƚŝŽŶ ĚŽ ǇŽƵ need ŝŶ ŽƌĚĞƌ ƚŽ ƵŶĚĞƌƐƚĂŶĚ 

ǁŚĂƚ ŝƐ ŝŵƉŽƌƚĂŶƚ

P L A N N E R

P L A N N E REdit ǇŽƵƌ ŶŽƚĞƐ͘ KŶůǇ ŬĞĞƉ ƚŚĞ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ 
ŶĞĞĚ
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P L A N N E R

P L A N N E R
Re-read ƚŚĞ ƚĞǆƚ ĂŶĚ ǇŽƵƌ ŶŽƚĞƐ ƚŽ ŵĂŬĞ ƐƵƌĞ ǇŽƵ ŚĂǀĞ ŶŽƚ 
ŵŝƐƐĞĚ ĂŶǇƚŚŝŶŐ ŝŵƉŽƌƚĂŶƚ͘

Recite ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ǇŽƵƌƐĞůĨ͘  ZĞĂĚ ƉĂƌƚƐ ŽĨ ƚŚĞ ƚĞǆƚ ŽƵƚ 
ůŽƵĚ ŝĨ ǇŽƵ ĂƌĞ ƐƚƌƵŐŐůŝŶŐ ƚŽ ƵŶĚĞƌƐƚĂŶĚ ƚŚĞ ŵĞĂŶŝŶŐ͘  hƐĞ Ă 
ƚĞǆƚͲƌĞĂĚĞƌ ĨŽƌ ĞǆƚƌĂ ŚĞůƉ͘

Re-tell ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐŽŵĞŽŶĞ ĞůƐĞ Žƌ ƚŽ ǇŽƵƌƐĞůĨ͘  hƐĞ 
ǇŽƵƌ ŽǁŶ ǁŽƌĚƐ ƚŽ ĞǆƉůĂŝŶ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ͘  ^ƵŵŵĂƌŝǌĞ 
ǁŚĂƚ ǇŽƵ ƌĞĂĚ͘ ;^Ƶŵ ƵƉ͕ ŽƵƚůŝŶĞ͕ ƌĞĐĂƉ ƐŝŵƉůŝĨǇ Žƌ ďŽŝů ĚŽǁŶ ƚŚĞ 
ŝŶĨŽƌŵĂƚŝŽŶ ŝŶƚŽ Ă ƐŚŽƌƚĞƌ ĨŽƌŵͿ͘

Remember ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ ďǇ 
•	 ŐŽŝŶŐ ŽǀĞƌ ǇŽƵƌ ŶŽƚĞƐ
•	 ƐŬŝŵŵŝŶŐ ĂŶĚ ƐĐĂŶŶŝŶŐ ƚŚĞ ƚĞǆƚ ĂŐĂŝŶ
•	 ĚŝƐĐƵƐƐŝŶŐ ǁŝƚŚ ŽƚŚĞƌ ƉĞŽƉůĞ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ
•	 ǁƌŝƚŝŶŐ Ă ƐƵŵŵĂƌǇ ŽĨ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ

Research ƚŚĞ ƚŽƉŝĐ ƚŽ ŐĞƚ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝĨ ǇŽƵƌ ƋƵĞƐƚŝŽŶƐ 
ŚĂǀĞ ŶŽƚ ďĞĞŶ ĂŶƐǁĞƌĞĚ͘   
zŽƵ ĐĂŶ 

•	 ĂƐŬ Ă ƉĞĞƌ
•	 ĐŚĞĐŬ ƚŚĞ ŝŶƚĞƌŶĞƚ
•	 ƚĂůŬ ƚŽ Ă ƐƉĞĐŝĂůŝƐƚ ŝŶ ƚŚĞ ƐƵďũĞĐƚ
•	 ƚĂůŬ ƚŽ ĨĂŵŝůǇ ĂŶĚ ĨƌŝĞŶĚƐ
•	 ĐŽŶƚĂĐƚ ĂŶ ŝŶĨŽƌŵĂƚŝŽŶ ƐƉĞĐŝĂůŝƐƚ Ăƚ ǇŽƵƌ ůŽĐĂů ůŝďƌĂƌǇ
•	 ůŽŽŬ ĨŽƌ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ďǇ ƚŚĞ ƐĂŵĞ ĂƵƚŚŽƌ
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dŚŝƐ ŝƐ ƚŚĞ ƌĞĂĚŝŶŐ W>�EE�Z ƉƌŽĐĞƐƐ ĂŶĚ ǁĞ ǁŝůů ďĞ ƉƌĂĐƚŝƐŝŶŐ Ăůů ŽĨ ƚŚĞƐĞ ƐƚĞƉƐ͘  dŚĞ 
ŵŽƌĞ ǇŽƵ ƉƌĂĐƚŝƐĞ ƚŚĞƐĞ ƐƚĞƉƐ͕ ƚŚĞ ĨĂƐƚĞƌ ĂŶĚ ĞĂƐŝĞƌ ŝƚ ǁŝůů ďĞĐŽŵĞ͘ �ǀĞŶƚƵĂůůǇ͕ ũƵƐƚ 
ůŝŬĞ ŚŽƵƐĞǁŽƌŬ͕ ǇŽƵ ǁŽŶ͛ƚ ŶĞĞĚ Ă ůŝƐƚ ƚŽ ƌĞŵŝŶĚ ǇŽƵ ĂŶǇŵŽƌĞ ŽĨ ŚŽǁ ƚŽ ƵƐĞ :K� d�^< 
KZ'�E/��d/KE ^</>>^ ĨŽƌ ƌĞĂĚŝŶŐ͘

dŽ ĚĞŵŽŶƐƚƌĂƚĞ ƚŚĞƐĞ ƐŬŝůůƐ ǁĞ ǁŝůů ůŽŽŬ Ăƚ ŽŶĞ ĚŽĐƵŵĞŶƚ ĨŽƌ Ăůů ϳ W>�EE�Z ƐƚĞƉƐ͘

zŽƵ ĂƌĞ ŐŽŝŶŐ ƚŽ ďĞ ŚĂŶĚĞĚ Ă ϮͲƉĂŐĞ ĚŽĐƵŵĞŶƚ ĐĂůůĞĚ WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ͘  

DO NOT READ THIS DOCUMENT YET!
We will go through the PLANNER steps together.

STOP
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Privacy Policies and Laws 

� WƌŝǀĂĐǇ ƉŽůŝĐǇ ŝƐ Ă ƐƚĂƚĞŵĞŶƚ Žƌ Ă ůĞŐĂů ĚŽĐƵŵĞŶƚ ;ƉƌŝǀĂĐǇ 
ůĂǁͿ ƚŚĂƚ ĚŝƐĐůŽƐĞƐ ƐŽŵĞ Žƌ Ăůů ŽĨ ƚŚĞ ǁĂǇƐ Ă ƉĂƌƚǇ ŐĂƚŚĞƌƐ͕ 
ƵƐĞƐ͕ ĚŝƐĐůŽƐĞƐ ĂŶĚ ŵĂŶĂŐĞƐ Ă ĐƵƐƚŽŵĞƌ Žƌ ĐůŝĞŶƚ͛Ɛ ĚĂƚĂ͘ 
WĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ĐĂŶ ďĞ ĂŶǇƚŚŝŶŐ ƚŚĂƚ ĐĂŶ ďĞ ƵƐĞĚ 
ƚŽ ŝĚĞŶƚŝĨǇ ĂŶ ŝŶĚŝǀŝĚƵĂů͕ ŶŽƚ ůŝŵŝƚĞĚ ƚŽ ďƵƚ ŝŶĐůƵĚŝŶŐ͖ 
ŶĂŵĞ͕ ĂĚĚƌĞƐƐ͕ ĚĂƚĞ ŽĨ ďŝƌƚŚ͕ ŵĂƌŝƚĂů ƐƚĂƚƵƐ͕ ĐŽŶƚĂĐƚ 
ŝŶĨŽƌŵĂƚŝŽŶ͕ /� ŝƐƐƵĞ ĂŶĚ ĞǆƉŝƌǇ ĚĂƚĞ͕ ĨŝŶĂŶĐŝĂů ƌĞĐŽƌĚƐ͕ 
ĐƌĞĚŝƚ ŝŶĨŽƌŵĂƚŝŽŶ͕ ŵĞĚŝĐĂů ŚŝƐƚŽƌǇ͕ ǁŚĞƌĞ ǇŽƵ ƚƌĂǀĞů͕ ĂŶĚ 
ŝŶƚĞŶƚŝŽŶƐ ƚŽ ĂĐƋƵŝƌĞ ŐŽŽĚƐ ĂŶĚ ƐĞƌǀŝĐĞƐ͘ /Ŷ ƚŚĞ ĐĂƐĞ ŽĨ 
Ă ďƵƐŝŶĞƐƐ ŝƚ ŝƐ ŽĨƚĞŶ Ă ƐƚĂƚĞŵĞŶƚ ƚŚĂƚ ĚĞĐůĂƌĞƐ Ă ƉĂƌƚǇ͛Ɛ 
ƉŽůŝĐǇ ŽŶ ŚŽǁ ŝƚ ĐŽůůĞĐƚƐ͕ ƐƚŽƌĞƐ͕ ĂŶĚ ƌĞůĞĂƐĞƐ ƉĞƌƐŽŶĂů 
ŝŶĨŽƌŵĂƚŝŽŶ ŝƚ ĐŽůůĞĐƚƐ͘ /ƚ ŝŶĨŽƌŵƐ ƚŚĞ ĐůŝĞŶƚ ǁŚĂƚ ƐƉĞĐŝĨŝĐ 
ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ĐŽůůĞĐƚĞĚ͕ ĂŶĚ ǁŚĞƚŚĞƌ ŝƚ ŝƐ ŬĞƉƚ ĐŽŶĨŝĚĞŶƚŝĂů͕ 
ƐŚĂƌĞĚ ǁŝƚŚ ƉĂƌƚŶĞƌƐ͕ Žƌ ƐŽůĚ ƚŽ ŽƚŚĞƌ ĨŝƌŵƐ Žƌ ĞŶƚĞƌƉƌŝƐĞƐ

What is in a privacy policy? 
dŚĞ ĞǆĂĐƚ ĐŽŶƚĞŶƚƐ ŽĨ Ă ƉƌŝǀĂĐǇ ƉŽůŝĐǇ ǁŝůů ĚĞƉĞŶĚ ƵƉŽŶ 
ƚŚĞ ĂƉƉůŝĐĂďůĞ ůĂǁ ĂŶĚ ŵĂǇ ŶĞĞĚ ƚŽ ĂĚĚƌĞƐƐ ƌĞƋƵŝƌĞŵĞŶƚƐ 
ĂĐƌŽƐƐ ŐĞŽŐƌĂƉŚŝĐĂů ďŽƵŶĚĂƌŝĞƐ ĂŶĚ ůĞŐĂů ũƵƌŝƐĚŝĐƚŝŽŶƐ͘ DŽƐƚ 
ĐŽƵŶƚƌŝĞƐ ŚĂǀĞ ƚŚĞŝƌ ŽǁŶ ůĞŐŝƐůĂƚŝŽŶ ĂŶĚ ŐƵŝĚĞůŝŶĞƐ ŽĨ ǁŚŽ 
ŝƐ ĐŽǀĞƌĞĚ͕ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ĐĂŶ ďĞ ĐŽůůĞĐƚĞĚ͕ ĂŶĚ ǁŚĂƚ ŝƚ 
ĐĂŶ ďĞ ƵƐĞĚ ĨŽƌ͘ /Ŷ EŽƌƚŚ �ŵĞƌŝĐĂ͕ ƉƌŝǀĂĐǇ ůĂǁƐ ;ĞǆĐĞƉƚ ŝŶ 
YƵĞďĞĐͿ ĂƉƉůǇ ŽŶůǇ ƚŽ ƚŚĞ ƉƵďůŝĐ ƐĞĐƚŽƌ͕ ŶŽƚ ƚŽ ƚŚĞ ƉƌŝǀĂƚĞ 
ƐĞĐƚŽƌ͘ ,ŽǁĞǀĞƌ͕ ŵŽƐƚ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ ŽƌŐĂŶŝǌĂƚŝŽŶƐ ŝŶ EŽƌƚŚ 
�ŵĞƌŝĐĂ ŚĂǀĞ ƚĂŬĞŶ ƚŚĞ ŝŶŝƚŝĂƚŝǀĞ ƚŽ ĚĞǀĞůŽƉ ƚŚĞŝƌ ŽǁŶ 
ƉƌŝǀĂĐǇ ƉŽůŝĐŝĞƐ ĂŶĚ ĐŽĚĞƐ ŽĨ ĐŽŶĚƵĐƚ͘
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Privacy Law in Canada

/Ŷ �ĂŶĂĚĂ͕ Ă WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ŽĨ �ĂŶĂĚĂ ǁĂƐ ĞƐƚĂďůŝƐŚĞĚ 
ƵŶĚĞƌ ƚŚĞ �ĂŶĂĚŝĂŶ ,ƵŵĂŶ ZŝŐŚƚƐ �Đƚ ŝŶ ϭϵϳϳ͘ /Ŷ ϭϵϴϮ͕ ƚŚĞ 
ĂƉƉŽŝŶƚŵĞŶƚ ŽĨ Ă WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ǁĂƐ ƉĂƌƚ ŽĨ ƚŚĞ ŶĞǁ 
WƌŝǀĂĐǇ �Đƚ͘ �ĂŶĂĚĂ ƐŝŐŶĞĚ ƚŚĞ K��� ŐƵŝĚĞůŝŶĞƐ ŝŶ ϭϵϴϰ͘ 
�ĂŶĂĚĂ͛Ɛ &ĞĚĞƌĂů WƌŝǀĂĐǇ >Ăǁ ĂƉƉůŝĐĂďůĞ ƚŽ ƚŚĞ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ 
ŝƐ ĨŽƌŵĂůůǇ ƌĞĨĞƌƌĞĚ ƚŽ ĂƐ WĞƌƐŽŶĂů /ŶĨŽƌŵĂƚŝŽŶ WƌŽƚĞĐƚŝŽŶ ĂŶĚ 
�ůĞĐƚƌŽŶŝĐ �ŽĐƵŵĞŶƚƐ �Đƚ ;W/W���Ϳ͘ dŚĞ ƉƵƌƉŽƐĞ ŽĨ ƚŚĞ ĂĐƚ ŝƐ 
ƚŽ ĞƐƚĂďůŝƐŚ ƌƵůĞƐ ƚŽ ŐŽǀĞƌŶ ƚŚĞ ĐŽůůĞĐƚŝŽŶ͕ ƵƐĞ ĂŶĚ ĚŝƐĐůŽƐƵƌĞ 
ŽĨ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ďǇ ĐŽŵŵĞƌĐŝĂů ŽƌŐĂŶŝǌĂƚŝŽŶƐ͘ dŚĞ 
ŽƌŐĂŶŝǌĂƚŝŽŶ ŝƐ ĂůůŽǁĞĚ ƚŽ ĐŽůůĞĐƚ͕ ĚŝƐĐůŽƐĞ ĂŶĚ ƵƐĞ ƚŚĞ ĂŵŽƵŶƚ 
ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ ĨŽƌ ƚŚĞ ƉƵƌƉŽƐĞƐ ƚŚĂƚ Ă ƌĞĂƐŽŶĂďůĞ ƉĞƌƐŽŶ 
ǁŽƵůĚ ĐŽŶƐŝĚĞƌ ĂƉƉƌŽƉƌŝĂƚĞ ŝŶ ƚŚĞ ĐŝƌĐƵŵƐƚĂŶĐĞ͘ 

Complaints
dŚĞ �Đƚ ĞƐƚĂďůŝƐŚĞƐ ƚŚĞ WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ŽĨ �ĂŶĂĚĂ ĂƐ 
ƚŚĞ KŵďƵĚƐŵĂŶ ĨŽƌ ĂĚĚƌĞƐƐŝŶŐ ĂŶǇ ĐŽŵƉůĂŝŶƚƐ ƚŚĂƚ ĂƌĞ 
ĨŝůĞĚ ĂŐĂŝŶƐƚ ŽƌŐĂŶŝǌĂƚŝŽŶƐ͘ dŚĞ �ŽŵŵŝƐƐŝŽŶĞƌ ǁŽƌŬƐ ƚŽ 
ƌĞƐŽůǀĞ ƉƌŽďůĞŵƐ ƚŚƌŽƵŐŚ ǀŽůƵŶƚĂƌǇ ĐŽŵƉůŝĂŶĐĞ͕ ƌĂƚŚĞƌ ƚŚĂŶ 
ŚĞĂǀǇͲŚĂŶĚĞĚ ĞŶĨŽƌĐĞŵĞŶƚ͘ dŚĞ �ŽŵŵŝƐƐŝŽŶĞƌ ŝŶǀĞƐƚŝŐĂƚĞƐ 
ĐŽŵƉůĂŝŶƚƐ͕ ĐŽŶĚƵĐƚƐ ĂƵĚŝƚƐ͕ ƉƌŽŵŽƚĞƐ ĂǁĂƌĞŶĞƐƐ ŽĨ ĂŶĚ 
ƵŶĚĞƌƚĂŬĞƐ ƌĞƐĞĂƌĐŚ ĂďŽƵƚ ƉƌŝǀĂĐǇ ŵĂƚƚĞƌƐ͘ 

&Žƌ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ŽŶ �ĂŶĂĚĂ͛Ɛ ƉƌŝǀĂĐǇ ůĂǁƐ ŐŽ ƚŽ  
ŚƚƚƉ͗ͬͬǁǁǁ͘Ɖƌŝǀ͘ŐĐ͘ĐĂͬůĞŐͺĐͬůĞŐŝƐůĂƚŝŽŶͬϬϮͺϬϳͺϬϭͺϬϭͺĞ͘ĂƐƉ

ŚƚƚƉ͗ͬͬůĂǁƐͲůŽŝƐ͘ũƵƐƚŝĐĞ͘ŐĐ͘ĐĂͬW�&ͬWͲϴ͘ϲ͘ƉĚĨ

^ŽƵƌĐĞ  ŚƚƚƉ͗ͬͬĞŶ͘ǁŝŬŝƉĞĚŝĂ͘ŽƌŐͬǁŝŬŝͬWƌŝǀĂĐǇͺƉŽůŝĐǇ
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Let’s start the Thinking and Reading process 

P L A N N E R

P L A N N E R
Prepare to read by  

ͻ  ƌĞĂĚŝŶŐ ƚŚĞ ƚŝƚůĞ Žƌ ŚĞĂĚŝŶŐƐ ;&/E�/E' /E&KZD�d/KEͿ
ͻ   ůŽŽŬŝŶŐ Ăƚ ĂŶǇ ƉŝĐƚƵƌĞƐ Žƌ ĚŝĂŐƌĂŵƐ ;&/E�/E' 

/E&KZD�d/KEͿ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĂƚ ǇŽƵ ĂůƌĞĂĚǇ ŬŶŽǁ ĂďŽƵƚ ƚŚĞ ƚŽƉŝĐ  

;^/'E/&/��Ed h^� K& D�DKZzͿ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĂƚ ǇŽƵ ǁĂŶƚ ƚŽ ůĞĂƌŶ ĂďŽƵƚ ƚŚĞ ƚŽƉŝĐ  

;���/^/KE D�</E'Ϳ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĞƌĞ ƚŚĞ ǁƌŝƚĞƌ ŐŽƚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ  

;�Z/d/��> d,/E</E'Ϳ

FINDING INFORMATION 
/Ĩ ǁĞ ůŽŽŬ Ăƚ ƚŚĞ ƚŝƚůĞ ĂŶĚ ŚĞĂĚŝŶŐƐ ŽŶ ƚŚĞƐĞ ƚǁŽ ƉĂŐĞƐ͕ ǁĞ ĐĂŶ ƐĞĞ ƚŚĂƚ ƚŚĞ ĚŽĐƵŵĞŶƚ ŝƐ 
ĂďŽƵƚ

•	 ƉƌŝǀĂĐǇ
•	 ƉŽůŝĐŝĞƐ
•	 ůĂǁƐ
•	 �ĂŶĂĚĂ
•	 ĐŽŵƉůĂŝŶƚƐ 

There are no images in this document to give us hints about the content
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SIGNIFICANT USE OF MEMORY
What do we already know about privacy? Discussions could include topics like

•	 identity theft
•	 some websites are not safe
•	 privacy settings on Facebook and Twitter accounts
•	 private health records
•	 keep debit and credit PIN numbers safe so they are not stolen
•	 never give out your Social Insurance Number 
•	 shredding bills and credit card statements instead of throwing them in the garbage
•	 sometimes need to sign to say you will release confidential information
•	 many privacy policies are hard to understand
•	 human rights
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Activity 2 – Task
tŚĂƚ ĐŽŵĞƐ ƚŽ ŵŝŶĚ ǁŚĞŶ ǇŽƵ ƚŚŝŶŬ ĂďŽƵƚ ƉƌŝǀĂĐǇ͍  �ŝƐĐƵƐƐ Žƌ ǁƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ͘

TaskMy thoughts on privacy...
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CRITICAL THINKING
Evaluating the information source

Where did this information come from? Can the information be trusted?

The Privacy Policies and Laws article in this module came from Wikipedia.  Wikipedia has 
information on just about everything so we don’t have any real clues about the content of 
this writing. Not all information on Wikipedia is 100% correct because it is written by a lot 
of different people and it may reflect their opinions more than real facts. We may want to 
find other sources of information about the topic. 

There are other resources listed at the end of the paper.  The gc.ca part of the web address 
means the sites are Government of Canada websites.  These might be good places to get 
more information.

Review
There are a lot of thinking skills going on behind the scenes when we read.

We have used 
•	 JOB TASK ORGANIZATION—to break down the reading process into PLANNER
•	 FINDING INFORMATION—to locate titles, headings or pictures in the article
•	 SIGNIFICANT USE OF MEMORY—to think about what we already know about privacy
•	 CRITICAL THINKING—to evaluate or determine whether this information comes from 

a trusted source
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Activity 3 – Task 
Choose an article or document that interests you. /ƚ ĐĂŶ ďĞ ŽŶ ĂŶǇ ƐƵďũĞĐƚ͘  /ƚ ĐĂŶ ďĞ ƉĂƌƚ 
ŽĨ ǇŽƵƌ ŽƚŚĞƌ ƐĐŚŽŽů ǁŽƌŬ͕ Ă ĚŽĐƵŵĞŶƚ ĨƌŽŵ ǁŽƌŬ Žƌ Ă ůĞƚƚĞƌ ĨƌŽŵ ŚŽŵĞ͘  

zŽƵ ǁŝůů ďĞ ƵƐŝŶŐ ƚŚŝƐ ĚŽĐƵŵĞŶƚ ŽǀĞƌ ĂŶĚ ŽǀĞƌ ĂŐĂŝŶ ĂƐ ǇŽƵ ŐŽ ƚŚƌŽƵŐŚ ƚŚĞƐĞ ŵŽĚƵůĞƐ͘

&ŽůůŽǁ ƚŚĞ ƐƚĞƉƐ ǇŽƵ ŚĂǀĞ ũƵƐƚ ůĞĂƌŶĞĚ ŝŶ dĂƐŬ Ϯ ĂŶĚ ƵƐĞ ǇŽƵƌ ĚŽĐƵŵĞŶƚ ŝŶƐƚĞĂĚ ŽĨ ƚŚĞ 
ƉƌŝǀĂĐǇ ĂƌƚŝĐůĞ͘  hƐĞ d,/E</E' ^</>>^ ŝŶ ĞĂĐŚ ƐƚĞƉ

ZĞŵĞŵďĞƌ ƚŽ 

P L A N N E R

P L A N N E R
Prepare to read by  

ͻ  ƌĞĂĚŝŶŐ ƚŚĞ ƚŝƚůĞ Žƌ ŚĞĂĚŝŶŐƐ ;&/E�/E' /E&KZD�d/KEͿ
ͻ   ůŽŽŬŝŶŐ Ăƚ ĂŶǇ ƉŝĐƚƵƌĞƐ Žƌ ĚŝĂŐƌĂŵƐ ;&/E�/E' /E&KZD�d/KEͿ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĂƚ ǇŽƵ ĂůƌĞĂĚǇ ŬŶŽǁ ĂďŽƵƚ ƚŚĞ ƚŽƉŝĐ  

;^/'E/&/��Ed h^� K& D�DKZzͿ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĂƚ ǇŽƵ ǁĂŶƚ ƚŽ ůĞĂƌŶ ĂďŽƵƚ ƚŚĞ ƚŽƉŝĐ  

;���/^/KE D�</E'Ϳ
ͻ   ƚŚŝŶŬŝŶŐ ĂďŽƵƚ ǁŚĞƌĞ ƚŚĞ ǁƌŝƚĞƌ ŐŽƚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ  

;�Z/d/��> d,/E</E'Ϳ

tĞ ǁŝůů ƵƐĞ ƚŚĞ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ŽǀĞƌ ĂŶĚ ŽǀĞƌ ĂŐĂŝŶ ĂƐ ǁĞ ŐŽ ƚŚƌŽƵŐŚ ƚŚĞ ƌĞĂĚŝŶŐ ƉƌŽĐĞƐƐ͘  
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Finding Information Skills

P L A N N E R

P L A N N E R
Locate ŝŵƉŽƌƚĂŶƚ ƉĂƌƚƐ Žƌ ĚĞƚĂŝůƐ ŝŶ ƚŚĞ ǁƌŝƚŝŶŐ

ͻ   ďǇ ƐĐĂŶŶŝŶŐ ĨŽƌ ŶĂŵĞƐ͕ ĚĂƚĞƐ͕ ƐƚĂƚŝƐƚŝĐƐ͕ ƐƉĞĐŝĂů ƚĞƌŵƐ Žƌ 
ǀŽĐĂďƵůĂƌǇ

ͻ  ďǇ ƐŬŝŵŵŝŶŐ ĨŽƌ ŐĞŶĞƌĂů ŝĚĞĂƐ ĂŶĚ ĐŽŶƚĞŶƚ
ͻ  ďǇ ƌĞĂĚŝŶŐ ƚŚĞ ƚĞǆƚ ĨƵůůǇ

/ƚ ŝƐ ŚĞůƉĨƵů ƚŽ ŚŝŐŚůŝŐŚƚ ƚŚĞƐĞ ŝŵƉŽƌƚĂŶƚ ǁŽƌĚƐ Žƌ ƉĂƌƚƐ ŽĨ ƚŚĞ 
ǁƌŝƚŝŶŐ ƐŽ ǇŽƵ ƉĂǇ ƐƉĞĐŝĂů ĂƚƚĞŶƚŝŽŶ ǁŚĞŶ ǇŽƵ ƌĞͲƌĞĂĚ ůĂƚĞƌ

/Ĩ ǁĞ ŶĞĞĚ ƚŽ ĐůĂƌŝĨǇ ƚŚĞ ŵĞĂŶŝŶŐ ŽĨ ǁŽƌĚƐ͕ ƚŚĂƚ ŝƐ Ă �Z/d/��> d,/E</E' ^</>>͘ tĞ ŚĂǀĞ ƚŽ 
ƌĞĐŽŐŶŝǌĞ ƚŚĂƚ ǁĞ ĚŽ ŶŽƚ ŬŶŽǁ ƚŚĞ ǁŽƌĚ ĂŶĚ ĨŽůůŽǁ Ă ƉƌŽĐĞƐƐ ƚŽ ĨŝŶĚ ŽƵƚ ǁŚĂƚ ƚŚĞ ǁŽƌĚ 
ŵĞĂŶƐ͘  

Activity 4 – Task 
>Ğƚ͛Ɛ ůŽŽŬ Ăƚ ŽƵƌ WƌŝǀĂĐǇ WŽůŝĐĞƐ ĂŶĚ >ĂǁƐ ƉĂŐĞƐ ĂŐĂŝŶ͘

^ƚĂƌƚ ďǇ ůŽŽŬŝŶŐ ĨŽƌ ĂŶǇ ǁŽƌĚƐ ƚŚĂƚ ǇŽƵ 
•	 ŚĂǀĞ ŶĞǀĞƌ ƐĞĞŶ ďĞĨŽƌĞ
•	 ĚŽ ŶŽƚ ƵŶĚĞƌƐƚĂŶĚ 

,ŝŐŚůŝŐŚƚ͕ ĐŝƌĐůĞ Žƌ ƵŶĚĞƌůŝŶĞ ƚŚŽƐĞ ǁŽƌĚƐ͘  



Thinking through Reading Module 1     A-35   Learning Modules

͞WƌŝǀĂĐǇ WŽůŝĐĞƐ ĂŶĚ >ĂǁƐ͟ ŝƐ Ă ĐŽŵƉůŝĐĂƚĞĚ ĚŽĐƵŵĞŶƚ ƐŽ ƚŚĞƌĞ ŵŝŐŚƚ ďĞ ŵĂŶǇ ǁŽƌĚƐ͘  
,ĞƌĞ ŝƐ Ă ůŝƐƚ ŽĨ ǁŽƌĚƐ ƚŚĂƚ ŵŝŐŚƚ ďĞ ŶĞǁ ƚŽ ƐŽŵĞ ůĞĂƌŶĞƌƐ͘  �ůĂƌŝĨǇŝŶŐ͕ Žƌ ŵĂŬŝŶŐ ƚŚĞ 
ŵĞĂŶŝŶŐ ŽĨ Ă ǁŽƌĚ ĐůĞĂƌ͕ ŝƐ Ă �Z/d/��> d,/E</E' ƐŬŝůů͘

Privacy Policy Word List

WŽůŝĐǇ �ƉƉůŝĐĂďůĞ ZĞĂƐŽŶĂďůĞ
�ŝƐĐůŽƐĞƐ ZĞƋƵŝƌĞŵĞŶƚƐ �ŝƌĐƵŵƐƚĂŶĐĞ
'ĂƚŚĞƌƐ 'ĞŽŐƌĂƉŚŝĐĂů ďŽƵŶĚĂƌŝĞƐ KŵďƵĚƐŵĂŶ
DĂŶĂŐĞƐ :ƵƌŝƐĚŝĐƚŝŽŶƐ ZĞƐŽůǀĞ
�ĂƚĂ >ĞŐŝƐůĂƚŝŽŶ sŽůƵŶƚĂƌǇ 
/ĚĞŶƚŝĨǇ WƵďůŝĐ ƐĞĐƚŽƌ �ŽŵƉůŝĂŶĐĞ
DĂƌŝƚĂů ƐƚĂƚƵƐ WƌŝǀĂƚĞ ƐĞĐƚŽƌ �ŶĨŽƌĐĞŵĞŶƚ
�ǆƉŝƌǇ /ŶŝƚŝĂƚŝǀĞ /ŶǀĞƐƚŝŐĂƚĞƐ
/ŶƚĞŶƚŝŽŶƐ �ŽĚĞƐ ŽĨ ĐŽŶĚƵĐƚ �ŽŶĚƵĐƚƐ
�ĐƋƵŝƌĞ �ŽŵŵŝƐƐŝŽŶĞƌ �ƵĚŝƚƐ
ZĞůĞĂƐĞƐ �ƐƚĂďůŝƐŚĞĚ hŶĚĞƌƚĂŬĞƐ
/ŶĨŽƌŵƐ K���
�ŽŶĨŝĚĞŶƚŝĂů &ĞĚĞƌĂů
WĂƌƚŶĞƌƐ 'ŽǀĞƌŶ
&ŝƌŵƐ �ŝƐĐůŽƐƵƌĞ
�ŶƚĞƌƉƌŝƐĞƐ �ŽŵŵĞƌĐŝĂů
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We have to figure out what a lot of these words mean before we move on to the next 
PLANNER step.  This is more CRITICAL THINKING and DECISION MAKING

We have a process to follow when it comes to figuring out what words mean. Depending 
on what we think will work best, we can DECIDE to 

•	 Decode the word by using our ears—sometimes we know what the word means 
but we have never seen it written down before—if we can read it out loud we can 
understand the word

•	 Decode the words using prefixes, suffixes, root words—we can sometimes figure 
out what a word means by breaking it up into pieces.  If we know what the pieces 
mean we can put the word back together and understand the meaning of the whole 
word 

•	 Decode the word using context—we can tell what words mean by how they are used 
in a sentence.  Sometimes the sentence gives us a definition of the word.  Sometimes 
it will make a comparison that explains our word. The sentence might give an 
example that explains our word.  Sometimes we have to read between the lines or 
make an inference to understand the meaning of the word

•	 Decode the word using a dictionary or thesaurus—book versions, online versions 
and smart phone apps are great tools to get the meaning of a word quickly
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tŚĞŶ ǁĞ ŚĂǀĞ ĨŝŐƵƌĞĚ ŽƵƚ ƚŚĞ ŵĞĂŶŝŶŐ ŽĨ ƚŚĞ ǁŽƌĚ ǁĞ ĐĂŶ ǁƌŝƚĞ ŝƚ ŽŶ Ă ƐƚŝĐŬǇ ŶŽƚĞ 
ĂŶĚ ƐƚŝĐŬ ŝƚ ƚŽ ƚŚĞ ĞĚŐĞ ŽĨ ƚŚĞ ƉĂŐĞ͘ tĞ ĐĂŶ ĂůƐŽ ǁƌŝƚĞ Ă ƐǇŶŽŶǇŵ ;ǁŽƌĚ ǁŝƚŚ ƚŚĞ ƐĂŵĞ 
ŵĞĂŶŝŶŐͿ ŽǀĞƌ ƚŽƉ ŽĨ ƚŚĞ ĚŝĨĨŝĐƵůƚ ǁŽƌĚ Žƌ ŝŶ ƚŚĞ ŵĂƌŐŝŶ ŽĨ ƚŚĞ ĂƌƚŝĐůĞ͘ tŚĞŶ ǇŽƵ ƌĞĂĚ ƚŚĞ 
ĂƌƚŝĐůĞ ůĂƚĞƌ͕ ǇŽƵ ǁŝůů ŚĂǀĞ ƚŚĞ ĚĞĨŝŶŝƚŝŽŶ ŽĨ Ăůů ƚŚĞ ĚŝĨĨŝĐƵůƚ ǁŽƌĚƐ Ăƚ ǇŽƵƌ ĨŝŶŐĞƌƚŝƉƐ͘
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Examples
>Ğƚ͛Ɛ ĐŚŽŽƐĞ ϰ ǁŽƌĚƐ ĨƌŽŵ ƚŚĞ ƉƌŝǀĂĐǇ ƉŽůŝĐǇ ǁŽƌĚ ůŝƐƚ ĂŶĚ �Z/d/��>>z d,/E< ĂďŽƵƚ ǁŚŝĐŚ 
ǁĂǇ ǁĞ ǁŝůů ���/�� ƚŽ ĚĞĐŽĚĞ ĞĂĐŚ ǁŽƌĚ

DiscloseͶǁĞ ƌĞĐŽŐŶŝǌĞ ƚŚĂƚ ƚŚĞ ǁŽƌĚ ĚŝƐĐůŽƐĞ ŝƐ ƐŝŵŝůĂƌ ƚŽ ƚŚĞ ǁŽƌĚ ĐůŽƐĞ ƐŽ ǁĞ ���/�� ƚŽ 
ƵƐĞ ƉƌĞĨŝǆĞƐ ĂŶĚ ƐƵĨĨŝǆĞƐ ƚŽ ĚĞĐŽĚĞ ƚŚĞ ǁŽƌĚ

^Ɖůŝƚ ƚŚĞ ǁŽƌĚ ͞ĚŝƐĐůŽƐĞ͟ ŝŶƚŽ ƉƌĞĨŝǆ ĂŶĚ ƌŽŽƚ ǁŽƌĚ ;ĚŝƐ н ĐůŽƐĞͿ
•	 �ŝƐ ŵĞĂŶƐ ƚŚĞ ŽƉƉŽƐŝƚĞ ŽĨ ƐŽŵĞƚŚŝŶŐ Ͳ ůŝŬĞ ŝŶ ƚŚĞ ǁŽƌĚƐ ĚŝƐĂŐƌĞĞ ĂŶĚ ĚŝƐĐŽŶŶĞĐƚ
•	 dŚĞ ŽƉƉŽƐŝƚĞ ŽĨ ĐůŽƐĞ ŝƐ ŽƉĞŶ

EŽǁ ǁĞ ŚĂǀĞ ƚŽ �Z/d/��>>z d,/E< ĂďŽƵƚ ŽƵƌ ĚĞĨŝŶŝƚŝŽŶ ĂŶĚ �s�>h�d� ǁŚĞƚŚĞƌ ƚŚĞ 
ĚĞĨŝŶŝƚŝŽŶ ĨŝƚƐ ŝŶƚŽ ƚŚĞ ĐŽŶƚĞǆƚ ŽĨ ƚŚĞ ǁƌŝƚŝŶŐ͘

•	 tŚĂƚ ĚŽĞƐ ŝƚ ŵĞĂŶ ĨƌŽŵ Ă ƉƌŝǀĂĐǇ ƐƚĂŶĚƉŽŝŶƚ ƚŽ ĚŝƐĐůŽƐĞ ƐŽŵĞƚŚŝŶŐ͍
•	 /ƚ ŵŝŐŚƚ ŵĞĂŶ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŽƉĞŶ Žƌ ŶŽƚ ŬĞƉƚ ƉƌŝǀĂƚĞ͘

JurisdictionͶƌĞĂĚ ƚŚĞ ǁŽƌĚ ũƵƌŝƐĚŝĐƚŝŽŶ ŽƵƚ ůŽƵĚ ďǇ ďƌĞĂŬŝŶŐ ŝŶƚŽ ƐǇůůĂďůĞƐ
  :Ƶƌ  ŝƐ  ĚŝĐ   ƚŝŽŶ

/Ĩ Ă ǁŽƌĚ ŝƐ ŚĂƌĚ ƚŽ ƉƌŽŶŽƵŶĐĞ ǇŽƵ ĐĂŶ ƵƐĞ Ă ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ  
ǁĞďƐŝƚĞ ůŝŬĞ

ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ

^ŽŵĞƚŝŵĞƐ ǁĞ ƵŶĚĞƌƐƚĂŶĚ Ă ǁŽƌĚ ǁŚĞŶ ǁĞ ŚĞĂƌ ŝƚ ďƵƚ ǁĞ ŚĂǀĞ 
ĚŝĨĨŝĐƵůƚǇ ƌĞĂĚŝŶŐ ŝƚ͘
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tĞ ŵŝŐŚƚ ŚĂǀĞ ƚŽ ƵƐĞ ŽƵƌ D�DKZz ƚŽ ŚĞůƉ ĚĞĐŽĚĞ ƚŚŝƐ ǁŽƌĚ Žƌ ƚŽ ŚĞůƉ ƵƐ ���/�� ŚŽǁ ƚŽ 
ĚĞĐŽĚĞ ƚŚĞ ǁŽƌĚ͘

�Ž ǁĞ ƌĞĐŽŐŶŝǌĞ ƚŚĞ ǁŽƌĚ͍

,ĂǀĞ ǁĞ ŚĞĂƌĚ ŝƚ ĂŶǇǁŚĞƌĞ ĞůƐĞ͍

KŶ ds ǁĞ ŵŝŐŚƚ ŚĂǀĞ ŚĞĂƌĚ ƉŽůŝĐĞ ĂŶĚ &�/ ĂƌŐƵŝŶŐ ƚŚĂƚ Ă ĐƌŝŵĞ ǁĂƐ ĐŽŵŵŝƚƚĞĚ ŝŶƐŝĚĞ ƚŚĞŝƌ 
ũƵƌŝƐĚŝĐƚŝŽŶ͘  �ŽĞƐ ƚŚĂƚ ŐŝǀĞ ƵƐ Ă ŚŝŶƚ ŽĨ ŝƚƐ ŵĞĂŶŝŶŐ͍  �ŽĞƐ ŝƚ ƌĞůĂƚĞ ƚŽ ƉůĂĐĞ Žƌ ĚŽĞƐ ŝƚ ƌĞůĂƚĞ 
ƚŽ ǁŚŽ ŚĂƐ ƚŚĞ ƉŽǁĞƌ͍  dŚŝƐ ŽŶůǇ ŐŝǀĞƐ ƵƐ ƉĂƌƚ ŽĨ ĂŶ ĂŶƐǁĞƌ͘

tĞ ĚĞĨŝŶŝƚĞůǇ ŶĞĞĚ ŵŽƌĞ ŚĞůƉ͘

ŚƚƚƉ͗ͬͬǁǁǁ͘ŵĞƌƌŝĂŵͲǁĞďƐƚĞƌ͘ĐŽŵ

ĐĂŶ ƉƌŽŶŽƵŶĐĞ ǁŽƌĚƐ͕ ŐŝǀĞƐ ĚĞĨŝŶŝƚŝŽŶƐ͕  ǁŽƌĚƐ ǁŝƚŚ ƚŚĞ ƐĂŵĞ ŵĞĂŶŝŶŐ 
ĂŶĚ ĞǆĂŵƉůĞƐ ŽĨ ƵƐĞ

ŚƚƚƉ͗ͬͬǁǁǁ͘ůĞĂƌŶĞƌƐĚŝĐƚŝŽŶĂƌǇ͘ĐŽŵ

ƉƌŽŶŽƵŶĐĞƐ ǁŽƌĚƐ ĂŶĚ ŐŝǀĞƐ ĞĂƐǇͲƚŽͲƌĞĂĚ ĚĞĨŝŶŝƚŝŽŶƐ
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tĞ ���/�� ƚŽ ůŽŽŬ ƵƉ ƚŚĞ ǁŽƌĚ ŝŶ ƚŚĞ ĚŝĐƚŝŽŶĂƌǇ  

ŚƚƚƉ͗ͬͬǁǁǁ͘ŵĞƌƌŝĂŵͲǁĞďƐƚĞƌ͘ĐŽŵ ƐĂǇƐ ƚŚĂƚ ũƵƌŝƐĚŝĐƚŝŽŶ ŵĞĂŶƐ

&ƌŽŵ Ă ƉƌŝǀĂĐǇ ůĂǁ ƐƚĂŶĚ ƉŽŝŶƚ͕ ũƵƌŝƐĚŝĐƚŝŽŶ ŵŝŐŚƚ ŵĞĂŶ ƉůĂĐĞƐ ǁŝƚŚ ĚŝĨĨĞƌĞŶƚ ůĂǁƐ Žƌ ůĂǁƐ 
ƚŚĂƚ ĐŽŶƚƌŽů ĚŝĨĨĞƌĞŶƚ ƚŚŝŶŐƐ͘

/Ĩ ǁĞ ĐůŝĐŬ ŽŶ ƚŚĞ ͞ƚŚĞƐĂƵƌƵƐ͟ ƚĂď DĞƌƌŝĂŵ tĞďƐƚĞƌ ǁŝůů ĂůƐŽ ŐŝǀĞ ƵƐ ƐŽŵĞ ƐǇŶŽŶǇŵƐ ;ǁŽƌĚƐ 
ƚŚĂƚ ŵĞĂŶ ƚŚĞ ƐĂŵĞ ƚŚŝŶŐͶŽƌ ǀĞƌǇ ĐůŽƐĞ ƚŽ ƚŚĞ ƐĂŵĞ ƚŚŝŶŐͿ

ůĂǁĨƵů ĐŽŶƚƌŽů ŽǀĞƌ ƚŚĞ ĂīĂŝƌƐ ŽĨ Ă ƉŽůŝƟĐĂů ƵŶŝƚ ;ĂƐ Ă ŶĂƟŽŶͿ 
фƚŚĞ hŶŝƚĞĚ ^ƚĂƚĞƐ ŚĂƐ ŶŽ ũƵƌŝƐĚŝĐƟŽŶ ŽǀĞƌ �ƵďĂх 

^ǇŶŽŶǇŵƐ ĂĚŵŝŶŝƐƚƌĂƟŽŶ͕ ĂƵƚŚŽƌŝƚǇ͕  ŐŽǀĞƌŶĂŶĐĞ͕ ŐŽǀĞƌŶŵĞŶƚ͕ 
ũƵƌŝƐĚŝĐƟŽŶ͕ ƌĞŐŝŵĞ ;ĂůƐŽ ƌ΂ĞĂĐƵƚĞ΃ŐŝŵĞͿ͕ƌĞŐŝŵĞŶ 

1: ƚŚĞ ƉŽǁĞƌ͕ ƌŝŐŚƚ͕ Žƌ ĂƵƚŚŽƌŝƚǇ ƚŽ ŝŶƚĞƌƉƌĞƚ ĂŶĚ ĂƉƉůǇ ƚŚĞ ůĂǁ

2: a: ƚŚĞ ĂƵƚŚŽƌŝƚǇ ŽĨ Ă ƐŽǀĞƌĞŝŐŶ ƉŽǁĞƌ ƚŽ ŐŽǀĞƌŶ Žƌ ůĞŐŝƐůĂƚĞ
    b: ƚŚĞ ƉŽǁĞƌ Žƌ ƌŝŐŚƚ ƚŽ ĞǆĞƌĐŝƐĞ ĂƵƚŚŽƌŝƚǇ ͗ ĐŽŶƚƌŽů
3: ƚŚĞ ůŝŵŝƚƐ Žƌ ƚĞƌƌŝƚŽƌǇ ǁŝƚŚŝŶ ǁŚŝĐŚ ĂƵƚŚŽƌŝƚǇ ŵĂǇ ďĞ ĞǆĞƌĐŝƐĞĚ

/ƚ ĂůƐŽ ƚĞůůƐ ŐŝǀĞƐ ƵƐ ƐŽŵĞ ĞǆĂŵƉůĞƐ ŽĨ ŚŽǁ ƚŚĞ ǁŽƌĚ ŝƐ ƵƐĞĚ
ͻ  dŚĞ ŵĂƚƚĞƌ ĨĂůůƐ ŽƵƚƐŝĚĞ ƚŚĞ ũƵƌŝƐĚŝĐƚŝŽŶ ŽĨ ƚŚŝƐ ĐŽƵƌƚ
ͻ   dŚŝƐ ƚĞƌƌŝƚŽƌǇ ŝƐ ƵŶĚĞƌ ƚŚĞ ũƵƌŝƐĚŝĐƚŝŽŶ ŽĨ ƚŚĞ ĨĞĚĞƌĂů 

ŐŽǀĞƌŶŵĞŶƚ
ͻ  ,Ğ ǁĂƐ ĂƌƌĞƐƚĞĚ ŝŶ ĂŶŽƚŚĞƌ ũƵƌŝƐĚŝĐƚŝŽŶͻ  ,Ğ ǁĂƐ ĂƌƌĞƐƚĞĚ ŝŶ ĂŶŽƚŚĞƌ
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dŚĞ �Đƚ ĞƐƚĂďůŝƐŚĞƐ ƚŚĞ WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ŽĨ 
�ĂŶĂĚĂ ĂƐ ƚŚĞ KŵďƵĚƐŵĂŶ ĨŽƌ ĂĚĚƌĞƐƐŝŶŐ ĂŶǇ 
ĐŽŵƉůĂŝŶƚƐ ƚŚĂƚ ĂƌĞ ĨŝůĞĚ ĂŐĂŝŶƐƚ ŽƌŐĂŶŝǌĂƚŝŽŶƐ͘

Ombudsman ʹ ���/�� ƚŽ ƐƉůŝƚ ƚŚĞ ǁŽƌĚ ŽŵďƵĚƐŵĂŶ ŝŶƚŽ ƌŽŽƚ ĂŶĚ ƐƵĨĨŝǆ ;ŽŵďƵĚƐ н ŵĂŶͿ
•	 DĂŶ ŵĞĂŶƐ Ă ƉĞƌƐŽŶ
•	 �Ŷ KŵďƵĚƐŵĂŶ ŝƐ Ă ƐƉĞĐŝĨŝĐ ƚǇƉĞ ŽĨ ƉĞƌƐŽŶ͘

dŚŝƐ ĚŽĞƐŶ͛ƚ ƌĞĂůůǇ ŚĞůƉ͘  dŽ ^K>s� d,� WZK�>�D ǁĞ ĐĂŶ ĐŚŽŽƐĞ Ă ĚŝĨĨĞƌĞŶƚ ŵĞƚŚŽĚ ŽĨ 
ĚĞĐŽĚŝŶŐ͘ 

tĞ ���/�� ƚŽ ĚĞĐŽĚĞ ƚŚŝƐ ǁŽƌĚ ƵƐŝŶŐ ĐŽŶƚĞǆƚ Žƌ ďǇ ŐĞƚƚŝŶŐ ŚŝŶƚƐ ĨƌŽŵ ŚŽǁ ŝƚ ŝƐ ƵƐĞĚ ŝŶ ƚŚĞ 
ƐĞŶƚĞŶĐĞ ŝŶ ͞WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ͟

tŚĂƚ ĐĂŶ ǁĞ ƚĞůů ĨƌŽŵ ƚŚŝƐ ƐĞŶƚĞŶĐĞ͍

•	 dŚĞ WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ŝƐ ƚŚĞ KŵďƵĚƐŵĂŶ
•	 dŚĞ KŵďƵĚƐŵĂŶ ĚĞĂůƐ ǁŝƚŚ ĐŽŵƉůĂŝŶƚƐ ƚŚĂƚ ĂƌĞ ĨŝůĞĚ
•	 /ƚ ƐŽƵŶĚƐ ůŝŬĞ ĂŶ KŵďƵĚƐŵĂŶ ŝƐ ƚŚĞ ƐƉĞĐŝĨŝĐ ƉĞƌƐŽŶ ƚŚĂƚ ƚŚĞ ƉƵďůŝĐ ĐĂŶ ŐŽ ƚŽ͕ Žƌ ƚŚĞ 

ŚĞĂĚ ŽĨ ƚŚĞ ĐŽŵƉůĂŝŶƚƐ ĚĞƉĂƌƚŵĞŶƚ͘
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tĞ ���/�� ĐŚĞĐŬ ƚŚĞ ĚŝĐƚŝŽŶĂƌǇ ĚĞĨŝŶŝƚŝŽŶ ŝĨ ǁĞ ĂƌĞ ŶŽƚ ƐƵƌĞ͘  
ŚƚƚƉ͗ͬͬǁǁǁ͘ůĞĂƌŶĞƌƐĚŝĐƚŝŽŶĂƌǇ͘ĐŽŵͬƐĞĂƌĐŚͬŽŵďƵĚƐŵĂŶ

tĞ ŚĂǀĞ ƚŽ d,/E< �Z/d/��>>z ƚŽ ƐĞĞ ŝĨ ǁĞ ƚƌƵƐƚ ǁŚĞƌĞ ƚŚĞ ĚĞĨŝŶŝƚŝŽŶ ĐŽŵĞƐ ĨƌŽŵ͘
tŚĞŶ ǁĞ ĂĚĚ ƵƉ Ăůů ƚŚĞ ǁĂǇƐ ǁĞ ĚĞĐŽĚĞĚ ƚŚĞ ŶĞǁ ŝŶĨŽƌŵĂƚŝŽŶ ǁĞ ŚĂǀĞ ƚŽ ŵĂŬĞ Ă 
ũƵĚŐĞŵĞŶƚ ŽŶ ǁŚĞƚŚĞƌ ƚŚĞ ĚĞĨŝŶŝƚŝŽŶ ŝƐ Ă ƐƚƌŽŶŐ ŽŶĞ Žƌ Ă ǁĞĂŬ ŽŶĞ͘  dŚŝƐ ŝƐ ũƵĚŐĞŵĞŶƚ ŝƐ 
ĂŶŽƚŚĞƌ ƉĂƌƚ ŽĨ �Z/d/��> d,/E</E'͘

ƉůƵƌĂů ŽŵͼďƵĚƐͼŵĞŶ ͬͲŵ࠯Ŷͬ
΀ĐŽƵŶƚ΁ ͗ Ă ƉĞƌƐŽŶ ;ƐƵĐŚ ĂƐ Ă ŐŽǀĞƌŶŵĞŶƚ ŽĨĨŝĐŝĂů Žƌ ĂŶ 
ĞŵƉůŽǇĞĞͿ ǁŚŽ ŝŶǀĞƐƚŝŐĂƚĞƐ ĐŽŵƉůĂŝŶƚƐ ĂŶĚ ƚƌŝĞƐ ƚŽ ĚĞĂů 
ǁŝƚŚ ƉƌŽďůĞŵƐ ĨĂŝƌůǇ
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Audits 
tĞ ���/�� ƚŽ ĚĞĐŽĚĞ ͞ĂƵĚŝƚƐ͟ ďǇ ůŽŽŬŝŶŐ Ăƚ ŚŽǁ ŝƚ ǁĂƐ ƵƐĞĚ ŝŶ ƚŚĞ ĂƌƚŝĐůĞ͘

dŚĞ KŵďƵĚƐŵĂŶ ĐŽŶĚƵĐƚƐ ĂƵĚŝƚƐ͘  ,Žǁ ĚŽĞƐ ƚŚĂƚ ĐŚĂŶŐĞ ǁŚĂƚ ǁĞ ŬŶŽǁ ĂďŽƵƚ ƚŚĞ ǁŽƌĚ 
ĂƵĚŝƚ͍  /Ĩ ƚŚĞ KŵďƵĚƐŵĂŶ ŝŶǀĞƐƚŝŐĂƚĞƐ ĐŽŵƉůĂŝŶƚƐ ĂŶĚ ĚŽĞƐ ĂƵĚŝƚƐ͕ ŵĂǇďĞ ĂƵĚŝƚƐ ĂƌĞ Ă ƚǇƉĞ 
ŽĨ ŝŶǀĞƐƚŝŐĂƚŝŽŶ͘  

tĞ ���/�� ƚŽ ŵĂŬĞ ƐƵƌĞ ĂŶĚ ůŽŽŬ ŝŶ ƚŚĞ ĚŝĐƚŝŽŶĂƌǇ  
 ŚƚƚƉ͗ͬͬǁǁǁ͘ŵĞƌƌŝĂŵͲǁĞďƐƚĞƌ͘ĐŽŵͬĚŝĐƚŝŽŶĂƌǇͬĂƵĚŝƚ 

ǁĞ ƐĞĞ ƚŚĞƌĞ ĂƌĞ Ϯ ƐĞƚƐ ŽĨ ĚĞĨŝŶŝƚŝŽŶƐ͘  
dŚĞ ĨŝƌƐƚ ƐĞƚ ŝƐ ĨŽƌ ĂƵĚŝƚͲ Ă ŶŽƵŶ Žƌ ƚŚŝŶŐ͘

dŚĞ ƐĞĐŽŶĚ ƐĞƚ ŽĨ ĚĞĨŝŶŝƚŝŽŶƐ ŝƐ ĨŽƌ ĂƵĚŝƚͲ Ă ǀĞƌď Žƌ ĂŶ ĂĐƚŝŽŶ͘  tĞ ŚĂǀĞ ƚŽ ���/�� ǁŚŝĐŚ 
ĚĞĨŝŶŝƚŝŽŶ ŝƐ ƚŚĞ ďĞƐƚ Ĩŝƚ͘

�ĞĨŝŶŝƚŝŽŶ ŽĨ �h�/d 

ϭ Ă͗   Ă ĨŽƌŵĂů ĞǆĂŵŝŶĂƚŝŽŶ ŽĨ ĂŶ ŽƌŐĂŶŝǌĂƚŝŽŶ͛Ɛ Žƌ 
ŝŶĚŝǀŝĚƵĂů͛Ɛ ĂĐĐŽƵŶƚƐ Žƌ ĨŝŶĂŶĐŝĂů ƐŝƚƵĂƚŝŽŶ

  ď͗ ƚŚĞ ĨŝŶĂů ƌĞƉŽƌƚ ŽĨ ĂŶ ĂƵĚŝƚ

Ϯ͗ Ă ŵĞƚŚŽĚŝĐĂů ĞǆĂŵŝŶĂƚŝŽŶ ĂŶĚ ƌĞǀŝĞǁ

�ĞĨŝŶŝƚŝŽŶ ŽĨ �h�/d

ϭ͗  ƚŽ ƉĞƌĨŽƌŵ ĂŶ ĂƵĚŝƚ ŽĨ Žƌ ĨŽƌ фĂƵĚŝƚ ƚŚĞ ďŽŽŬƐх фĂƵĚŝƚ ƚŚĞ 
ĐŽŵƉĂŶǇх

Ϯ͗  ƚŽ ĂƚƚĞŶĚ ;Ă ĐŽƵƌƐĞͿ ǁŝƚŚŽƵƚ ǁŽƌŬŝŶŐ ĨŽƌ Žƌ ĞǆƉĞĐƚŝŶŐ ƚŽ 
ƌĞĐĞŝǀĞ ĨŽƌŵĂů ĐƌĞĚŝƚ

�ĂƐĞĚ ŽŶ ǁŚĂƚ ǁĞ ŬŶŽǁ ĂďŽƵƚ ƉƌŝǀĂĐǇ ĂŶĚ ƚŚĞ KŵďƵĚƐŵĂŶ͕ ǁŚŝĐŚ ĚĞĨŝŶŝƚŝŽŶ ƐĞĞŵƐ ůŝŬĞ ŝƚ 
ŝƐ ƚŚĞ ďĞƐƚ Ĩŝƚ͍  DĞƚŚŽĚŝĐĂů ĞǆĂŵŝŶĂƚŝŽŶ Žƌ ƌĞǀŝĞǁ
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Activity 5 – Task 
Look at the words you circled or highlighted on the Privacy Policies and Laws reading sheet. 

DECIDE which way of decoding works best for each word
•	 separating into prefix + root + suffix
•	 using context 
•	 using a dictionary or thesaurus

Write your definition or synonyms on a post-it note and stick it to the side of the Privacy 
Policies and Laws reading sheet.

Activity 6 – Task
Using your own document, repeat the skills you just learned and used in Activities 4 & 5. 

Remember to 
•	 Highlight or circle any new words in your document 
•	 Decode those words using one or more decoding strategies
•	 Use post-it notes for word definitions 
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So where are we in the PLANNER reading process?

P L A N N E R

P L A N N E R
Locate ŝŵƉŽƌƚĂŶƚ ƉĂƌƚƐ Žƌ ĚĞƚĂŝůƐ ŝŶ ƚŚĞ ǁƌŝƚŝŶŐ

ͻ   ďǇ ƐĐĂŶŶŝŶŐ ĨŽƌ ŶĂŵĞƐ͕ ĚĂƚĞƐ͕ ƐƚĂƚŝƐƚŝĐƐ͕ ƐƉĞĐŝĂů ƚĞƌŵƐ Žƌ 
ǀŽĐĂďƵůĂƌǇ

ͻ  ďǇ ƐŬŝŵŵŝŶŐ ĨŽƌ ŐĞŶĞƌĂů ŝĚĞĂƐ ĂŶĚ ĐŽŶƚĞŶƚ
ͻ  ďǇ ƌĞĂĚŝŶŐ ƚŚĞ ƚĞǆƚ ĨƵůůǇ

/ƚ ŝƐ ŚĞůƉĨƵů ƚŽ ŚŝŐŚůŝŐŚƚ ƚŚĞƐĞ ŝŵƉŽƌƚĂŶƚ ǁŽƌĚƐ Žƌ ƉĂƌƚƐ ŽĨ ƚŚĞ 
ǁƌŝƚŝŶŐ ƐŽ ǇŽƵ ƉĂǇ ƐƉĞĐŝĂů ĂƚƚĞŶƚŝŽŶ ǁŚĞŶ ǇŽƵ ƌĞͲƌĞĂĚ ůĂƚĞƌ

 ZĞǀŝĞǁ
tŚĂƚ d,/E</E' ^</>>^ ŚĂǀĞ ǁĞ ƵƐĞĚ ƐŽ ĨĂƌ͍  tŚĂƚ ĚŝĚ ǁĞ ƵƐĞ ƚŚĞŵ ĨŽƌ͍ 

ďǇ ƐĐĂŶŶŝŶŐ ĨŽƌ ŶĂŵĞƐ͕ ĚĂƚĞƐ͕ ƐƚĂƚŝƐƚŝĐƐ͕ ƐƉĞĐŝĂů ƚĞƌŵƐ Žƌ 

TasktƌŝƚĞ ƚŚĞŵ ŝŶ ƚŚĞ ďŽǆ ďĞůŽǁ͘
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Skimming
Now that you have tackled some of the difficult vocabulary in the writing you are ready to 
skim for general ideas and content.

Skimming means quickly moving your eyes over a piece of writing to get main ideas and an 
overview of the content.  
Skimming is helpful for

•	 Pre-reading a piece of writing –this is how we are about to use skimming
•	 Reviewing—re-reading a piece of writing to make sure you understand
•	 Reading quickly—especially pieces of writing that are not all that important 

We can ORGANIZE the TASKS in skimming by breaking them into smaller parts.
To skim a document or a piece of writing

1.	 Read the title—in our case, read the title again
2.	 Read the introduction or the lead-in paragraph
3.	 Read the whole first paragraph
4.	 Read the subheadings and think about relationships between the subheadings
5.	 Read the first sentence of each remaining paragraph—the main idea of a paragraph 

is usually in the first sentence
6.	 Dip into the text for more information if needed
7.	 Read the last paragraph completely
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Learning Modules

Activity 7 – Task 
Try the 7 skimming steps with the Privacy Polices and Laws reading sheet.

THINK CRITICALLY about the ideas or information that you have just skimmed. Do you feel 
you have some understanding of Privacy Policies and Laws from what you have read?   How 
much?  Was skimming helpful?

When you make a value judgement on whether skimming was helpful or not this is part of 
CRITICAL THINKING.  

What part of skimming was easy?  What part was hard?  

Activity 8 – Task 
Repeat the skimming skills you just learned with your own document.

Remember to THINK CRITICALLY while you are reading.  How much do you understand from 
your own document now that you have 

•	 P-Planned to read it
•	 L-Located special vocabulary and skimmed for general ideas and content
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶ&ŝŶĚŝŶŐ ĐƌĞĚŝďůĞ ŝŶĨŽƌŵĂƚŝŽŶ ŽŶ dǇƉĞϮ �ŝĂďĞƚĞƐ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶ�ŶĂůǇǌŝŶŐ ǁŽƌŬƉůĂĐĞ ƉŽůŝĐŝĞƐ ƚŽ ĚĞƚĞƌŵŝŶĞ ŚŽǁ ƚŚĞǇ 

ĂĨĨĞĐƚ ƚŚĞ ŝŶĚŝǀŝĚƵĂů
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶWƌŝŽƌŝƚŝǌŝŶŐ ǁŽƌŬŝŶŐ ŽŶ ĂƐƐŝŐŶŵĞŶƚƐ ĂĐĐŽƌĚŝŶŐ ƚŽ ǀĂƌŝŽƵƐ 

ĨĂĐƚŽƌƐ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶ�ĞĐŝĚŝŶŐ ƚŽ ƐĂǀĞ ƵƉ ĨŽƌ Ă ƉƵƌĐŚĂƐĞ ŝŶƐƚĞĂĚ ŽĨ ďŽƌƌŽǁŝŶŐ 

ŽŶ ĐƌĞĚŝƚ

Pre-requisites – dŚŝŶŬŝŶŐ dŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϭ Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ Θ ƉĂƉĞƌ
•	 /ŶƚĞƌŶĞƚ ĂĐĐĞƐƐ Žƌ ĂƵƚŚĞŶƚŝĐ ĚŽĐƵŵĞŶƚƐ ďƌŽƵŐŚƚ ƚŽ ĐůĂƐƐ ďǇ ƚŚĞ ůĞĂƌŶĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ
•	 WŽƐƚ ŝƚ ŶŽƚĞƐ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƌĞĂĚ ĂŶĚ 
ƵŶĚĞƌƐƚĂŶĚ Ă ǀĂƌŝĞƚǇ ŽĨ ĚŽĐƵŵĞŶƚ ƚǇƉĞƐ ĂƐ ǁĞůů ƉƌŽĐĞƐƐ ŝŶĨŽƌŵĂƚŝŽŶ ĨƌŽŵ ŽƚŚĞƌ ŶŽŶͲƚĞǆƚ 
ƐŽƵƌĐĞƐ͘  

dŚĞ ůĞĂƌŶĞƌ ǁŝůů
•	 �ĞǀĞůŽƉ ƋƵĞƐƚŝŽŶƐ ďĂƐĞĚ ŽŶ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĞǇ ǁĂŶƚ ĨƌŽŵ Ă ƉŝĞĐĞ ŽĨ ǁƌŝƚŝŶŐ 
•	 �ŶĂůǇǌĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ƚŚĞ ƚĞǆƚ ĂŶĚ ĚĞƚĞƌŵŝŶĞ ŝĨ ƚŚĞŝƌ ƋƵĞƐƚŝŽŶƐ ŚĂǀĞ ďĞĞŶ 

ĂŶƐǁĞƌĞĚ
•	 �ĞǀĞůŽƉ ŶŽƚĞƐ ŝŶ ǀĂƌŝŽƵƐ ĨŽƌŵĂƚƐ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Thinking through

Reading Module 2   
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Learning Modules

OALCF Levels used in Thinking Through Reading Modules 1-3

Learners who complete these modules will perform A1 Tasks when using the sample 
reading text provided. Learners are also expected to choose another document on which 
they will practice their skills.  Competency Task Groups and levels will change depending 
on the type of document that the learner chooses.  Learners who choose prose texts will 
use tasks in the A1 Task Group.  Learners using documents with shorter texts and more 
graphics will perform tasks from the A2 Task Group.  Learners who use these modules to 
find and use information from presentations, lectures, films etc…will use tasks from the A3 
Task Group.  
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Primary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological texts
•	 follow simple, straightforward instructional texts
•	 identifies the main idea in brief texts
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences
•	 makes connections between sentences and between paragraphs in a 

single text
•	 reads more complex texts to locate a single piece of information
•	 follows the main events of descriptive, narrative and informational 

texts
•	 obtains information from detailed reading
•	 begins to identify sources and evaluate information

A1.3 •	 integrates several pieces of information from texts
•	 manages unfamiliar elements (e.g. vocabulary, context, topic) to 

complete tasks
•	 identifies the purpose and relevance of texts
•	 skims to get the gist of longer texts
•	 begins to recognize bias and points of view in texts
•	 infers meaning which is not explicit in texts
•	 compares or contrasts information between two or more texts
•	 uses organizational features, such as headings, to locate information
•	 follows the main events of descriptive, narrative, informational and 

persuasive texts
•	 obtains information from detailed reading
•	 makes meaning of short, creative texts (e.g. poems, short stories)
•	 identifies sources, evaluates and integrates information
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Learning Modules

Primary OALCF 
Competencies

Performance Descriptors

A2.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 identifies how lists are organized (e.g. sequential, chronological, 

alphabetical)
•	 requires support to identify sources and to evaluate and integrate 

information
A2.2 •	 performs limited searches using one or two search criteria

•	 extracts information from tables and forms
•	 locates information in simple graphs and maps
•	 uses layout to locate information
•	 makes connections between parts of documents
•	 makes low-level inferences
•	 begins to identify sources and evaluate information

A2.3 •	 performs complex searches using multiple search criteria
•	 manages unfamiliar elements (e.g. vocabulary, context, topic) to 

complete tasks
•	 integrates several pieces of information from documents
•	 compares or contrasts information between two or more documents
•	 uses layout to locate information
•	 identifies the purpose and relevance of documents
•	 begins to recognize bias in displays, such as graphs
•	 makes inferences and draws conclusions from information displays
•	 identifies sources, evaluates and integrates information

A3 Extract information from films, broadcasts and presentations
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Primary OALCF 
Competencies

Performance Descriptors

E.1 •	 begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•	 begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•	 creates “to do” lists to keep organized
•	 begins to monitor own learning
•	 identifies one source of information (e.g. text, document, classmate, 

co-worker) to complete tasks
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to adapt to instructional approaches and learning materials 

that do not reflect preferred learning style
•	 begins to identify how skills and strategies can transfer to different 

contexts
•	 identifies multiple sources of information to complete tasks
•	 begins to identify ways to improve performance

E.3 •	 uses a variety of learning strategies (e.g. takes and summarizes notes 
from multiple sources, sets a study schedule)

•	 identifies ways to clarify, check understanding and reinforce learning
•	 develops plans to complete longer-term tasks (e.g. essays projects)
•	 monitors and evaluates own learning
•	 identifies how skills and strategies can transfer to different contexts
•	 evaluates the quality and comprehensiveness of multiple resources to 

complete tasks
•	 identifies ways to improve performance
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Learning Modules

Secondary 
OALCF 
Competencies

Performance Descriptors

D.1 •	 follows simple prompts
•	 follows apparent steps to complete tasks
•	 interprets brief text and icons
•	 locates specific functions and information
•	 requires support to identify sources and to evaluate and integrate 

information
•	 begins to perform simples searches (e.g. internet, software help 

menu)
D.2 •	 selects and follows appropriate steps to complete tasks

•	 locates and recognizes functions and commands
•	 begins to identify sources and evaluate information
•	 performs simple searches using keywords (e.g. internet, software 

help menu)

F If learner completes modules as part of a group
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Essential Skills used in Thinking Through Reading Modules 1-3

Essential Skills  Level Essential Skills  Level
Reading Text 1-3 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

Document Use 1-3

Writing 1-2

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

XX

X

X

X

X

X

X

X
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Learning Modules

Practitioner Instructions

When presenting to a group of learners, information sheets can be converted for use  
with PowerPoint or smart boards or they can be used as prompts for practitioner notes on 
flip-chart or white board. 

When delivering the module, instructors should encourage discussion to help enhance 
speaking and listening skills as well as writing skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  Perform self-questioning and thinking processes 
out loud and in writing to demonstrate these skills to the learner.  Encourage learners to 
engage in thinking out loud as hearing their own thoughts and writing down stages of the 
thinking process provides a multi-sensory approach to this module.  

Providing a “running commentary” of your own thinking process and self-questioning 
makes each of these skills a conscious act rather than something mysterious that is taken 
for granted.  It also shows the learner that having an internal dialogue is an important part 
of critical thinking, decision making, problem solving and learning. An internal dialogue is 
an important part of self-reflection and self-assessment; skills needed for goal-setting and 
behaviour change.  While the “running commentary” and internal dialogue are used in this 
module to teach reading and thinking skills, these tools can be used in all areas of work, 
learning and life.

Please note: “Thinking Through Reading Modules 1-3” are long modules and learners may 
find them very complex.  Practitioners might consider breaking the modules down into 
smaller segments.  Some learners may be more comfortable doing only one task or 2 tasks 
per day.  Breaking the modules down into more manageable pieces also reinforces the 
benefit of having a system that breaks down large tasks into smaller tasks.
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Use of resources
d,/E</E' ^</>>^ ǁŝůů ďĞ ĚĞŵŽŶƐƚƌĂƚĞĚ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ƵƐŝŶŐ ƌĞĂĚŝŶŐ ĂƐ ƐĂŵƉůĞ ƚĂƐŬ͘  KŶĞ 
ƌĞĂĚŝŶŐ ƌĞƐŽƵƌĐĞ ŝƐ ƉƌŽǀŝĚĞĚ͘  >ĞĂƌŶĞƌƐ ǁŝůů ŶĞĞĚ ƚŽ ĐŚŽŽƐĞ ŽŶĞ ĂĚĚŝƚŝŽŶĂů ƌĞĂĚŝŶŐ ƌĞƐŽƵƌĐĞ 
ƚŽ ĐŽŵƉůĞƚĞ ƚŚĞ ϯ ͞dŚŝŶŬŝŶŐ dŚƌŽƵŐŚ ZĞĂĚŝŶŐ͟ ŵŽĚƵůĞƐ

ZĞĂĚŝŶŐ ŵĂƚĞƌŝĂůƐ ĐĂŶ ďĞ ĐŚŽƐĞŶ ĨƌŽŵ
•	 dŚĞ ůĞĂƌŶĞƌ͛Ɛ ŚŽŵĞ Žƌ ǁŽƌŬ
•	 dŚĞ ŝŶƚĞƌŶĞƚ
•	 EĞǁƐƉĂƉĞƌƐ ĂŶĚ ŵĂŐĂǌŝŶĞƐ
•	 �ŽŽŬƐ ĂŶĚ ƚĞǆƚ ďŽŽŬƐ
•	 >ŝƚĞƌĂĐǇ WƌŽŐƌĂŵ ƉĂŵƉŚůĞƚƐ Žƌ ďƌŽĐŚƵƌĞƐ
•	 /ŶƐƚƌƵĐƚŝŽŶ ďŽŽŬůĞƚƐ 
•	 ^ĐŚŽŽů ĚŽĐƵŵĞŶƚƐ Žƌ ŚĂŶĚŽƵƚƐ
•	 �ĂŶŬŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ Žƌ ĐŽŶƚƌĂĐƚƐ
•	 WŚĂƌŵĂĐǇ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ
•	 ,ĞĂůƚŚ ƉĂŵƉŚůĞƚƐ Žƌ ďƌŽĐŚƵƌĞƐ

>ĞĂƌŶĞƌƐ ůŝǀŝŶŐ ǁŝƚŚ ĚŝĂďĞƚĞƐ ŵĂǇ ǁĂŶƚ ƚŽ ĚŽǁŶůŽĂĚ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĨƌŽŵ
ŚƚƚƉ͗ͬͬǁǁǁ͘ĚŝĂďĞƚĞƐ͘ĐĂͬĚŝĂďĞƚĞƐͲĂŶĚͲǇŽƵͬ

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ǁŽƌŬƉůĂĐĞ ŚĞĂůƚŚ ĂŶĚ ƐĂĨĞƚǇ ĐĂŶ ĨŝŶĚ ĨĂĐƚ ƐŚĞĞƚƐ ĨƌŽŵ
ŚƚƚƉ͗ͬͬǁǁǁ͘ǁƐŝď͘ŽŶ͘ĐĂͬĞŶͬĐŽŵŵƵŶŝƚǇͬt^/�ͬϮϯϬͬ�ƌƚŝĐůĞ�ĞƚĂŝůͬϮϰϯϯϴ͍ǀŐŶĞǆƚŽŝĚсϮϯĐϯϮĂĐ
ϴĞϱĞĚϳϮϭϬsŐŶs�DϭϬϬϬϬϬϰϰϵĐϳϭϬĂZ�Z�

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ĂƉƉƌĞŶƚŝĐĞƐŚŝƉ Žƌ ƚƌĂĚĞƐ ŵŝŐŚƚ ůŽŽŬ Ăƚ ĐŽƵƌƐĞ ŽĨĨĞƌŝŶŐƐ Ăƚ 
ĐŽŵŵƵŶŝƚǇ ĐŽůůĞŐĞƐ ŝŶ ƚŚĞŝƌ ĂƌĞĂ͘  dŚŝƐ ǁĞďƐŝƚĞ ŚĂƐ Ă ĐŽŵƉůĞƚĞ ůŝƐƚ ŽĨ KŶƚĂƌŝŽ ĐŽůůĞŐĞƐ͘  

^ĞĂƌĐŚ ĨŽƌ �ƉƉƌĞŶƚŝĐĞƐŚŝƉ Žƌ �ƉƉƌĞŶƚŝĐĞƐŚŝƉ ĐŽƵƌƐĞƐ ŝŶ ƚŚĞ ͞ƐĞĂƌĐŚ ďŽǆ͘͟
ŚƚƚƉƐ͗ͬͬǁǁǁ͘ŽŶƚĂƌŝŽ͘ĐĂͬĞĚƵĐĂƚŝŽŶͲĂŶĚͲƚƌĂŝŶŝŶŐͬŽŶƚĂƌŝŽͲĐŽůůĞŐĞƐ

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ĐƵƌƌĞŶƚ ĂĨĨĂŝƌƐ ŵĂǇ ĐŚŽŽƐĞ ĨƌŽŵ Ă ǀĂƌŝĞƚǇ ŽĨ ŶĞǁƐ ǁĞďƐŝƚĞƐ͘

ZĞĂĚŝŶŐ ƐŚŽƵůĚ ďĞ Ă ŵƵůƚŝƐĞŶƐŽƌǇ ĞǆƉĞƌŝĞŶĐĞ͘  �ƵƌŝŶŐ ƚŚŝƐ ŵŽĚƵůĞ͕ ůĞĂƌŶĞƌƐ ǁŝůů ďĞ 
ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƵƐĞ ƚŚĞŝƌ ĞǇĞƐ͕ ĞĂƌƐ͕ ŚĂŶĚƐ ĂŶĚ ǀŽŝĐĞƐ ƚŽ ŵĂǆŝŵŝǌĞ ƌĞƚĞŶƚŝŽŶ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͘
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Learning Modules

Practitioner Activity Instructions

Learners will build skills in Skill Building exercises and then perform tasks based 
on the Privacy Policies and Laws article found in Module 1.  Once the learner 
has demonstrated success with those tasks, they will be asked to repeat the task 
using the document that they chose for themselves at the beginning of Thinking 
through Reading Module 1.

Encourage learners to use multi-sensory techniques while they work on their own 
document including

•	 Setting criteria or asking questions out loud and writing them down
•	 Using note-taking strategies
•	 Making notes verbally and in writing on the type of THINKING SKILLS they 

are using at each step of the process

Learners should be encouraged to find their own way of using the PLANNER 
process so that it becomes a natural tool for their own purposes. However, 
learners who need more structure may benefit from using a sheet to answer 
Task 4.  There is a sample template on page 70.  You and the learner can decide 
whether they are comfortable using the template or developing their own system.
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Title 

Thinking 
skills I need 
to use
What do I 
want to kno
w?                               

Was my 
question 
answered?
What have I 
learned?

Where can 
I get more 
information?
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Learning Modules

Practitioner Activity Instructions Continued

Activity 2 & 3 Skill Builders
Answer keys are at the end of the module

Activity 1 – Task
This task asks the learner to write down what they want to learn from this article.  The 
learners need to be able to articulate what SPECIFIC information they want.  

Deciding on specific information can be difficult for some learners so you may need to lead 
them in order to narrow the scope of the information.  

If a learner “has been getting telemarketer calls and wants to know what to do about it”…
you might get them to narrow the statement down by asking 

What is your goal in taking action?  
•	 Stopping the phone calls? 
•	 Filing a formal complaint? 
•	 Pressing charges? etc...

Learners should be encouraged to WRITE their questions either in the margin of the actual 
document, on a post-it note or on a separate sheet of paper. 

Activity 2 – Task
This task asks the learner to repeat Activity 1 skills using their document of choice.
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Activity 3 – Task
This task asks the learner to look back at the question or criteria that they set in Activity 1.  

The learner must FIND the answer in the text and DECIDE if the information in the text 
meets their criteria.  

The learner must write their question, the answer and the THINKING SKILLS they used to 
get that answer.

This article will NOT answer all learners’ questions.  This issue will be dealt with in Module 
3 in greater detail.  Explain to learners that not all documents are perfect. Sometimes we 
need to go to other documents or sources to find the information we are looking for.  Ask 
the learner what THINKING SKILLS need to be used in this scenario.  

1.	 Analyzing the information and not finding that it meets the criteria - CRITICAL 
THINKING

2.	 PROBLEM SOLVING and DECIDING - what document, website, person, book etc… 
would be a good source for FINDING INFORMATION 

3.	 Weighing and analyzing the new information - CRITICAL THINKING

Other skills might include
•	 SIGNIFICANT USE OF MEMORY—to remember where you saw the information before 
•	 JOB TASK ORGANIZATION—setting aside time or writing a plan of action to look up 

new information
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Activity 4 – Task
dŚŝƐ ƚĂƐŬ ĂƐŬƐ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƌĞƉĞĂƚ dĂƐŬ ϯ ƐŬŝůůƐ ƵƐŝŶŐ ƚŚĞŝƌ ĚŽĐƵŵĞŶƚ ŽĨ ĐŚŽŝĐĞ

Activity 5 – Task
dŚŝƐ ƚĂƐŬ ĂƐŬƐ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƵƐĞ �Z/d/��> d,/E</E' ƐŬŝůůƐ ƚŽ ƌĞĨůĞĐƚ ŽŶ ƚŚĞŝƌ ĞǆƉĞƌŝĞŶĐĞƐ 
ŝŶ dĂƐŬ ϯ ^Ŭŝůů ďƵŝůĚĞƌ͘ dŚŝŶŬ ĂďŽƵƚ ƵƐŝŶŐ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ͘  tŚĞŶ ǇŽƵ �E�>z�� ǇŽƵƌ 
ĞǆƉĞƌŝĞŶĐĞƐ ůŝŬĞ ƚŚŝƐ͕ ǇŽƵ ĂƌĞ ƵƐŝŶŐ �Z/d/��> d,/E</E' ^ŬŝůůƐ͘  zŽƵ ĂƌĞ ĂƐŬŝŶŐ ǇŽƵƌƐĞůĨ 
ƋƵĞƐƚŝŽŶƐ͕ &/E�/E' ĂŶƐǁĞƌƐ͕ ���/�/E' ǁŚŝĐŚ ĂŶƐǁĞƌ ŝƐ ŵŽƐƚ ĐŽƌƌĞĐƚ Žƌ ƚŚĞ ďĞƐƚ Ĩŝƚ͘  zŽƵ 
ĂƌĞ ĂůƐŽ ŵĂŬŝŶŐ ǀĂůƵĞ ũƵĚŐĞŵĞŶƚƐ ĂďŽƵƚ ǁŚĂƚ ŝƐ ŐŽŽĚ ĨŽƌ ǇŽƵ Žƌ ŶŽƚ ƐŽ ŐŽŽĚ ĨŽƌ ǇŽƵ ŝŶ 
ĚŝĨĨĞƌĞŶƚ ƐŝƚƵĂƚŝŽŶƐ͘  dŚŝƐ ŝƐ ŵŽƌĞ �Z/d/��> d,/E</E'͘  �ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂƌŶĞƌƐ ƚŽ ĚŝƐĐƵƐƐ 
ƚŚĞŝƌ ĂŶƐǁĞƌƐ Žƌ ǁƌŝƚĞ ƚŚĞŵ ďĞůŽǁ ƚŚĞ ƋƵĞƐƚŝŽŶƐ͘

>ĞĂƌŶĞƌƐ ŵĂǇ ŶĞĞĚ ƚŽ ďĞ ƌĞŵŝŶĚĞĚ ŽĨ ƚŚĞ ŶĂŵĞƐ ŽĨ ƚŚĞ ƚǇƉĞƐ ŽĨ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ͘  zŽƵ 
ĐĂŶ ĂůƐŽ ƉƌŝŶƚ ǀĂƌŝŽƵƐ ĨƌĞĞ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ ĨƌŽŵ ǁǁǁ͘ĨƌĞĞŽůŽŐǇ͘ĐŽŵ

tŚĞŶ ĂƐŬĞĚ ǁŚŝĐŚ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌ ǁŽƌŬĞĚ ďĞƐƚ ĨŽƌ ƚŚĞŵ͕ ƐŽŵĞ ůĞĂƌŶĞƌƐ ŵŝŐŚƚ ƐŝŵƉůǇ 
ƉŝĐŬ ŽŶĞ ĂŶĚ ĞŝƚŚĞƌ ŶŽƚ ŬŶŽǁ Žƌ ďĞ ĂďůĞ ƚŽ ĂƌƚŝĐƵůĂƚĞ ǁŚǇ ƚŚĞǇ ůŝŬĞĚ ƚŚŝƐ ĨŽƌŵĂƚ ďĞƐƚ͘  
�ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ĂŶĂůǇǌĞ ƚŚĞŝƌ ĐŚŽŝĐĞ ďǇ ĂƐŬŝŶŐ ǁŚĞƚŚĞƌ ƚŚĞǇ ŚĂǀĞ Ă ƉĂƌƚŝĐƵůĂƌ 
ůĞĂƌŶŝŶŐ ƐƚǇůĞ ƉƌĞĨĞƌĞŶĐĞ͘  sŝƐƵĂů ůĞĂƌŶĞƌƐ ŽĨƚĞŶ ƐĞĞ ĐŽŶŶĞĐƚŝŽŶƐ ĂŶĚ ƌĞůĂƚŝŽŶƐŚŝƉƐ ďĞƚƚĞƌ 
ǁŚĞŶ ƵƐŝŶŐ ĐŽŶĐĞƉƚ ŵĂƉƐ͘  KƚŚĞƌƐ ŵĂǇ ƉƌĞĨĞƌ ůŝƐƚƐ ďĞĐĂƵƐĞ ƚŚĞǇ ĂƌĞ ĂůƌĞĂĚǇ ŵĂƐƚĞƌ ůŝƐƚͲ
ŵĂŬĞƌƐ ĂŶĚ ƚŚĞ ŽƚŚĞƌ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ ĂƌĞ Ă ŶĞǁ ĐŽŶĐĞƉƚ͘
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Thinking Through Reading Review

ZĞŵĞŵďĞƌ
tĞ ƵƐĞ Ă ǀĂƌŝĞƚǇ ŽĨ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ĞǀĞƌǇ ĚĂǇ͘  tĞ

•	 &ŝŶĚ ŝŶĨŽƌŵĂƚŝŽŶ 
•	 ZĞŵĞŵďĞƌ ĂŶĚ ƌĞĐĂůů ŝŶĨŽƌŵĂƚŝŽŶ ;^ŝŐŶŝĨŝĐĂŶƚ ƵƐĞ ŽĨ DĞŵŽƌǇͿ
•	 �ǀĂůƵĂƚĞ͕ ǁĞŝŐŚ͕ ũƵĚŐĞ Žƌ ĐůĂƐƐŝĨǇ ŝŶĨŽƌŵĂƚŝŽŶ ;�ƌŝƚŝĐĂů dŚŝŶŬŝŶŐͿ
•	 ^ŽůǀĞ ƉƌŽďůĞŵƐ
•	 DĂŬĞ ĚĞĐŝƐŝŽŶƐ
•	 KƌŐĂŶŝǌĞ ũŽďƐ ĂŶĚ ƚĂƐŬƐ

ZĞŵĞŵďĞƌ Ͳ Ă ǀĞƌǇ ŐŽŽĚ ƌĞĂĚĞƌ ŝƐ ĂŶ ĞǆĐĞůůĞŶƚ W>�EE�Z

P L A N N E R

P L A N N E R
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P L A N N E R

P L A N N E RPrepare ƚŽ ƌĞĂĚ
P L A N N E R

P L A N N E RLocate ŝŵƉŽƌƚĂŶƚ ƉĂƌƚƐ Žƌ ĚĞƚĂŝůƐ ŝŶ ƚŚĞ ǁƌŝƚŝŶŐ
P L A N N E R

P L A N N E RAnalyze ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐĞĞ ŝĨ ŝƚ ĂŶƐǁĞƌƐ 
ĐĞƌƚĂŝŶ ƋƵĞƐƚŝŽŶƐ

P L A N N E R

P L A N N E RNote ĚŽǁŶ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ďǇ ƌĞĂĚŝŶŐ ƚŚŝƐ ƚĞǆƚ
P L A N N E R

P L A N N E R Necessary information
>ŽŽŬ Ăƚ ǇŽƵƌ ŶŽƚĞƐ ĂŶĚ ƚŚĞ ƚĞǆƚ

P L A N N E R

P L A N N E REdit ǇŽƵƌ ŶŽƚĞƐ͘ KŶůǇ ŬĞĞƉ ƚŚĞ ŝŵƉŽƌƚĂŶƚ 
ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ŶĞĞĚ

P L A N N E R

P L A N N E R
 Re-read ƚŚĞ ƚĞǆƚ ĂŶĚ ǇŽƵƌ ŶŽƚĞƐ 
Recite ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ǇŽƵƌƐĞůĨ
Re-tell ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐŽŵĞŽŶĞ ĞůƐĞ Žƌ ƚŽ ǇŽƵƌƐĞůĨ
Remember ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ
Research ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ

/Ŷ Thinking through Reading Module 1 ǇŽƵ ƉƌĞƉĂƌĞĚ ĨŽƌ ƌĞĂĚŝŶŐ ĂŶĚ ůŽĐĂƚĞĚ ĂŶĚ ĚĞĐŽĚĞĚ 
ǀŽĐĂďƵůĂƌǇ͘  zŽƵ ƐŬŝŵŵĞĚ ƚŚĞ ĂƌƚŝĐůĞ ƚŽ ŐĞƚ ĂŶ ŽǀĞƌĂůů ŝĚĞĂ ŽĨ ǁŚĂƚ ƚŚĞ ĂƌƚŝĐůĞ ŝƐ ĂďŽƵƚ ĂŶĚ 
ƌĞĂĚ ƚŚĞ ĂƌƚŝĐůĞ ŽŶĐĞ ĨƌŽŵ ƐƚĂƌƚ ƚŽ ĨŝŶŝƐŚ͘ zŽƵ ƵƐĞĚ &/E�/E' /E&KZD�d/KE ^ŬŝůůƐ͕ :K� d�^< 
KZ'�E/��d/KE ^ŬŝůůƐ͕ �Z/d/��> d,/E</E' ^ŬŝůůƐ͕ ���/^/KE D�</E' ^ŬŝůůƐ ĂŶĚ ^/'E/&/��Ed h^� 
K& zKhZ D�DKZz ^ŬŝůůƐ͘

zŽƵ ǁĞƌĞ ƉƌĂĐƚŝƐŝŶŐ ƚŚĞƐĞ ƐŬŝůůƐ ƵƐŝŶŐ ĂŶ ĂƌƚŝĐůĞ ĐĂůůĞĚ Privacy Policies and Laws ĂŶĚ ǇŽƵ ǁĞƌĞ 
ƵƐŝŶŐ Ă ĚŽĐƵŵĞŶƚ ƚŚĂƚ ǇŽƵ ĐŚŽƐĞ ƚŽ ƉĞƌĨĞĐƚ ƚŚĞƐĞ ƐŬŝůůƐ͘

zŽƵ ǁŝůů ŶĞĞĚ Ăůů ǇŽƵƌ ŶŽƚĞƐ ĨƌŽŵ ͞dŚŝŶŬŝŶŐ dŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϭ”.
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>Ğƚ͛Ɛ ƉŝĐŬ ƵƉ ǁŚĞƌĞ ǁĞ ůĞĨƚ ŽĨĨ͘

P L A N N E R

P L A N N E R
Analyze ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐĞĞ ŝĨ ŝƚ ĂŶƐǁĞƌƐ ĐĞƌƚĂŝŶ ƋƵĞƐƚŝŽŶƐ	

ͻ  ǁŚŽ͕ ǁŚĂƚ͕ ǁŚĞŶ͕ ǁŚĞƌĞ͕ ǁŚǇ͕ ŚŽǁ
ͻ  ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ
ͻ  ŵĂŝŶ ŝĚĞĂ ĂŶĚ ƐƵƉƉŽƌƚŝŶŐ ĚĞƚĂŝůƐ
ͻ  Ă ƐĞƌŝĞƐ ŽĨ ĞǀĞŶƚƐ
ͻ   ĚŝĚ ƚŚĞ ǁƌŝƚŝŶŐ ƚĞůů ŵĞ ǁŚĂƚ / ǁĂŶƚĞĚ ƚŽ ŬŶŽǁ ĂďŽƵƚ  

ƚŚŝƐ ƚŽƉŝĐ
 ͻ   ǁŚĂƚ ĚŝĚ ƚŚĞ ǁƌŝƚŝŶŐ ĚĞƐĐƌŝďĞ ;Ă ƉĞƌƐŽŶ͕ ƉůĂĐĞ͕ ĞǀĞŶƚ͕ 

ŝŶƐƚƌƵĐƚŝŽŶƐ ĞƚĐ͘͘͘Ϳ

ZĞŵĞŵďĞƌ ǁŚĂƚ ǁĞ ƐĂŝĚ ĂďŽƵƚ �Z/d/��> d,/E</E'

�ƌŝƚŝĐĂů dŚŝŶŬŝŶŐ  
•	 /Ɛ Ă ƉƌŽĐĞƐƐ ŽĨ ǁĞŝŐŚŝŶŐ Žƌ ĞǀĂůƵĂƚŝŶŐ ŝĚĞĂƐ Žƌ ŝŶĨŽƌŵĂƚŝŽŶ
•	 /Ɛ Ă ůŽŐŝĐĂů ƉƌŽĐĞƐƐ ƚŚĂƚ ŵŝŐŚƚ ŝŶĐůƵĚĞ

o	 �ůĂƌŝĨǇŝŶŐ ƚŚĞ ŵĞĂŶŝŶŐ ŽĨ ǁŽƌĚƐ
o	 ^ŽƌƚŝŶŐ Žƌ ĐůĂƐƐŝĨǇŝŶŐ ƐŽŵĞƚŚŝŶŐ 
o	 &ŝŶĚŝŶŐ ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ
o	 ^ƵŵŵĂƌŝǌŝŶŐ Žƌ ŐĞŶĞƌĂůŝǌŝŶŐ
o	 �ŶĂůǇǌŝŶŐ 
o	 �ǀĂůƵĂƚŝŶŐ ƚŚĞ ƐŽƵƌĐĞ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ

•	 ZĞĨĞƌƐ ƚŽ ŽďũĞĐƚŝǀĞ ĐƌŝƚĞƌŝĂ ʹŵĞĂƐƵƌĞƐ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ĂŐĂŝŶƐƚ Ă ƐĞƚ ŽĨ ƌƵůĞƐ Žƌ 
ďĞŶĐŚŵĂƌŬƐͬĨĞĂƚƵƌĞƐ 

•	 /ĚĞŶƚŝĨŝĞƐ ƐƚƌĞŶŐƚŚƐ ĂŶĚ ǁĞĂŬŶĞƐƐ Žƌ ƌĞĂĐŚĞƐ Ă ũƵĚŐĞŵĞŶƚ ĂďŽƵƚ ǁŽƌƚŚ Žƌ ǀĂůƵĞ

dŚĞƌĞ͛Ɛ Ă ůŽƚ ŽĨ �Z/d/��> d,/E</E' ƚŽ ƚŚĞ �Ͳ�ŶĂůǇǌĞ ƉĂƌƚ ŽĨ ƚŚĞ W>�EE�Z ƉƌŽĐĞƐƐ͘
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Setting and Meeting Criteria or Asking Questions that Must be Answered
Before we can see if an article answers questions (or meets the criteria we set for the piece 
of writing) we have to know what the questions are.   We have to set the criteria that the 
writing has to meet. The questions will be as different as the people reading the article. 

We all have different reasons for reading anything.  Even if we read the same article we will 
have different questions from our neighbours, family members, co-workers, peers or other 
learners.  We have to decide what our reasons are for reading a piece of writing.  

DECISION MAKING
•	 What do you want to know about the topic? You have to decide what questions 

you want to ask.   What is important to you? If you could talk to the writer what 
questions would you ask? When you DECIDE what you want to ask, you are setting 
criteria that the article has to meet. This means you are creating ways to measure if 
the article does the job you want it to do. Referring to this measuring tool or criteria 
is an important part of CRITICAL THINKING.

Learners might have very different reasons for reading about privacy policies and laws.
•	 An employee who is responsible for keeping company information or customer 

information private according to their company privacy policy might want more 
information about privacy laws

•	 A student may have to provide specific answers on a test about privacy laws in 
Canada.  They would be looking for different information from this article

•	 Someone living with diabetes might read this article looking for information about 
how hospitals keep health information private

•	 Someone who has been getting a lot of telemarketer calls, even though they put 
themselves on a no-call list, might want to know how to report that their private 
information has been released without their permission
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Activity 1 – Task
���/�� ǁŚĂƚ ǇŽƵ ǁĂŶƚ ƚŽ ŬŶŽǁ ĨƌŽŵ ƚŚŝƐ ĂƌƚŝĐůĞ ĂďŽƵƚ ƉƌŝǀĂĐǇ ůĂǁƐ͘  tŚĂƚ ĐƌŝƚĞƌŝĂ ĚŽ ǇŽƵ 
ǁĂŶƚ ƚŚŝƐ ĂƌƚŝĐůĞ ƚŽ ŵĞĞƚ͍   

Activity 2 – Task
>ŽŽŬ Ăƚ ƚŚĞ ĚŽĐƵŵĞŶƚ ǇŽƵ ǁĞƌĞ ǁŽƌŬŝŶŐ ŽŶ ŝŶ dŚŝŶŬŝŶŐ dŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϭ͘  tŚĂƚ 
ƋƵĞƐƚŝŽŶ Žƌ ƋƵĞƐƚŝŽŶƐ ĚŽ ǇŽƵ ǁĂŶƚ ƚŚŝƐ ĚŽĐƵŵĞŶƚ ƚŽ ĂŶƐǁĞƌ͍  tŚĂƚ ĐƌŝƚĞƌŝĂ ĚŽ ǇŽƵ ǁĂŶƚ 
ƚŚŝƐ ĚŽĐƵŵĞŶƚ ƚŽ ŵĞĞƚ͍

tƌŝƚĞ ƚŚĞ ƋƵĞƐƚŝŽŶ Žƌ ƋƵĞƐƚŝŽŶƐ ŝŶ ƚŚŝƐ ďŽǆ͘

Task

Task

tƌŝƚĞ ǇŽƵƌ ƋƵĞƐƚŝŽŶ ŝŶ ƚŚĞ ďŽǆ͘

tƌŝƚĞ ƚŚĞ ƋƵĞƐƚŝŽŶ Žƌ ƋƵĞƐƚŝŽŶƐ ŝŶ ƚŚŝƐ ďŽǆ͘
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Readers will usually keep these questions in their head and may have difficulty 
remembering the questions while they read.  The easy answer to this problem is to write 
the questions down.
There are lots of options to choose from when it comes to writing down questions.  You 
could use

•	 A list
•	 A table
•	 A graphic organizer
•	 Sticky notes
•	 A bookmark
•	 The margin of the text you are reading



Thinking through Reading Module 2     B-23   

   

Learning Modules

A reader must figure out what TYPE of information they have to look for when they are 
reading.  It helps to classify or group the type of information into categories. This is another 
CRITICAL THINKING Skill.

Are they looking for 
•  Who – a person
•  What – could be anything
•  When – a date
•  Where – a place or location
•  Why – a reason
•  How much – an amount 
•  How – a process or the way something is done

•  Which - one of several things
•  Purpose or function
•  Sequence or order of events
•  Cause and Effect
•  Main Idea 
•  Parts of a whole
•  Similarities and differences
•  Equivalent or replacement

When you know exactly what the question is asking you can analyze the information in the 
text to make sure it answers those questions or meets your criteria.  

This is more CRITICAL THINKING. 
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When we go through the 3 examples, write the question on a post-it note and keep it 
in front of you while you read the article.  Highlight or underline where you find that 
information in the article so you don’t lose the answer.

Example 1 
Students will generally not have to make up their own questions for a test.  There will be 
expectations or criteria for a correct answer that are set by the practitioner, the course, the 
government or another organization.  Students will have to make up questions when they 
study for a test.  They will need to predict the kind of questions that they might be asked.

If a student reading the “Privacy Polices and Laws” reading sheet was asked this question
“When did Canada sign the OECD guidelines?” This sets the criteria - CRITICAL THINKING

What are they being asked to find?  They are being asked a “When” question.  The learner 
then has to predict what might answer that question……A date would answer the question. 
We have now classified what type of information we are looking for—more CRITICAL 
THINKING
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dŚĞŶ ƚŚĞ ƐƚƵĚĞŶƚ ŚĂƐ ƚŽ ƐŬŝŵ ƚŚƌŽƵŐŚ ƚŚĞ ͞WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ͟ ƚŽ ĨŝŶĚ Ă ĚĂƚĞ͘ 
&/E�/E' /E&KZD�d/KE

dŚĞ ĨŝƌƐƚ ƉĂƌĂŐƌĂƉŚ ŽĨ ƉĂŐĞ Ϯ ƚĂůŬƐ ĂďŽƵƚ ϯ ĚŝĨĨĞƌĞŶƚ ĚĂƚĞƐ
•	 ϭϵϳϳ 
•	 ϭϵϴϮ
•	 ϭϵϴϰ

EŽǁ ƚŚĞ ƌĞĂĚĞƌ ŚĂƐ ƚŽ 
1. ŵĂƚĐŚ ŽƚŚĞƌ ƉĂƌƚƐ ŽĨ ƚŚĞ ƋƵĞƐƚŝŽŶ ;ƐŝŐŶĞĚ K��� ŐƵŝĚĞůŝŶĞƐͿ 
2. ĨŝŶĚ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ĐŽŶŶĞĐƚĞĚ ƚŽ ŽŶĞ ŽĨ ƚŚĞ ĚĂƚĞƐ Ͳ &/E�/E' /E&KZD�d/KE
3. ĚĞĐŝĚĞ ǁŚĂƚ ƚŚĞ ĐŽƌƌĞĐƚ ĂŶƐǁĞƌ ŝƐ Ͳ ���/^/KE D�</E'                

�ĂŶĂĚĂ ƐŝŐŶĞĚ ƚŚĞ K��� ŐƵŝĚĞůŝŶĞƐ ŝŶ ϭϵϴϰ͘

�ůů ƚŚŽƐĞ d,/E</E' ^</>>^  ƚŽ ĨŝŶĚ ĂŶ ĂŶƐǁĞƌ ƚŽ ŽŶĞ ƋƵĞƐƚŝŽŶ͊

/Ŷ �ĂŶĂĚĂ͕ Ă WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ŽĨ �ĂŶĂĚĂ ǁĂƐ ĞƐƚĂďůŝƐŚĞĚ 
ƵŶĚĞƌ ƚŚĞ �ĂŶĂĚŝĂŶ ,ƵŵĂŶ ZŝŐŚƚƐ �Đƚ ŝŶ ϭϵϳϳ͘ /Ŷ ϭϵϴϮ͕ ƚŚĞ 
ĂƉƉŽŝŶƚŵĞŶƚ ŽĨ Ă WƌŝǀĂĐǇ �ŽŵŵŝƐƐŝŽŶĞƌ ǁĂƐ ƉĂƌƚ ŽĨ ƚŚĞ ŶĞǁ 
WƌŝǀĂĐǇ �Đƚ͘ �ĂŶĂĚĂ ƐŝŐŶĞĚ ƚŚĞ K��� ŐƵŝĚĞůŝŶĞƐ ŝŶ ϭϵϴϰ͘ 
�ĂŶĂĚĂ͛Ɛ &ĞĚĞƌĂů WƌŝǀĂĐǇ >Ăǁ ĂƉƉůŝĐĂďůĞ ƚŽ ƚŚĞ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ 
ŝƐ ĨŽƌŵĂůůǇ ƌĞĨĞƌƌĞĚ ƚŽ ĂƐ WĞƌƐŽŶĂů /ŶĨŽƌŵĂƚŝŽŶ WƌŽƚĞĐƚŝŽŶ ĂŶĚ 
�ůĞĐƚƌŽŶŝĐ �ŽĐƵŵĞŶƚƐ �Đƚ ;W/W���Ϳ͘ dŚĞ ƉƵƌƉŽƐĞ ŽĨ ƚŚĞ ĂĐƚ ŝƐ 
ƚŽ ĞƐƚĂďůŝƐŚ ƌƵůĞƐ ƚŽ ŐŽǀĞƌŶ ƚŚĞ ĐŽůůĞĐƚŝŽŶ͕ ƵƐĞ ĂŶĚ ĚŝƐĐůŽƐƵƌĞ 
ŽĨ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ďǇ ĐŽŵŵĞƌĐŝĂů ŽƌŐĂŶŝǌĂƚŝŽŶƐ͘ dŚĞ 
ŽƌŐĂŶŝǌĂƚŝŽŶ ŝƐ ĂůůŽǁĞĚ ƚŽ ĐŽůůĞĐƚ͕ ĚŝƐĐůŽƐĞ ĂŶĚ ƵƐĞ ƚŚĞ ĂŵŽƵŶƚ 
ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ ĨŽƌ ƚŚĞ ƉƵƌƉŽƐĞƐ ƚŚĂƚ Ă ƌĞĂƐŽŶĂďůĞ ƉĞƌƐŽŶ 
ǁŽƵůĚ ĐŽŶƐŝĚĞƌ ĂƉƉƌŽƉƌŝĂƚĞ ŝŶ ƚŚĞ ĐŝƌĐƵŵƐƚĂŶĐĞ͘ 
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Example 2
Most people reading “Privacy Policies and Laws” would form their own questions that they 
want answered by the writing.

A person who thinks that their personal information has been given or sold to a 
telemarketing company might ask

“Who do I talk to if my privacy has not been respected?”  Set criteria –CRITICAL THINKING

The question is a WHO question.  So the answer must be a person.  Classifying –CRITICAL 
THINKING

When we look for a person in the text we find the Privacy Commissioner in the last 
paragraph - FINDING INFORMATION

Now the reader must match the rest of the information and DECIDE if the person in the text 
meets the criteria set by the question.  Does this person sound like the person you need to 
talk to if your privacy has not been respected?  - CRITICAL THINKING

The Commissioner investigates complaints.
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Sometimes matching the information can be tricky.  Sometimes the information that you 
are looking for is not all in the same place.  Sometimes you have to read between the lines.

Example 3
Bob just signed a privacy waiver at his doctor’s office that says his information will be 
held in accordance with the clinic’s privacy policy.  Bob knows there is a privacy policy 
at his work and that his internet provider has one but thinks they can’t all be the same.  
Bob wants to know: “what information is in a privacy policy?”  Setting criteria—CRITICAL 
THINKING

Bob is asking a “what” question.  This is a pretty broad topic so the information could be 
throughout the document instead of only in one place.  There is also a lot of information in 
the text that could answer “what” type of questions.  Bob will have to read the headings for 
a hint or read the whole paragraph again if the headings don’t help.  Classifying the type of 
information we are looking for—CRITICAL THINKING.
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dŚĞ ϮŶĚ ƉĂƌĂŐƌĂƉŚ ŽĨ ƚŚĞ ĚŽĐƵŵĞŶƚ ƚĂůŬƐ ĂďŽƵƚ ͞ǁŚĂƚ ŝƐ ŝŶ Ă ƉƌŝǀĂĐǇ ƉŽůŝĐǇ͍͟ ďƵƚ ŝƚ ƐĂǇƐ 
ƚŚĂƚ ƚŚĞ ĐŽŶƚĞŶƚƐ ĚĞƉĞŶĚ ŽŶ ƚŚĞ ůĂǁ ŝŶ ƚŚĂƚ ĐŽƵŶƚƌǇ Žƌ ĂƌĞĂ ŽĨ ǁŽƌŬ Žƌ ůŝĨĞ Ͳ  &/E�/E' 
/E&KZD�d/KE

/Ĩ �Žď ƌĞĂĚƐ ďĂĐŬ ŝŶƚŽ ƚŚĞ ƉƌĞǀŝŽƵƐ ƉĂƌĂŐƌĂƉŚ ŚĞ ǁŝůů ĨŝŶĚ 

͙ŝƚ ŝƐ Ă ƐƚĂƚĞŵĞŶƚ ƚŚĂƚ ĚĞĐůĂƌĞƐ Ă ƉĂƌƚǇ͛Ɛ 
ƉŽůŝĐǇ ŽŶ ŚŽǁ ŝƚ ĐŽůůĞĐƚƐ͕ ƐƚŽƌĞƐ ĂŶĚ 
ƌĞůĞĂƐĞƐ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ŝƚ ĐŽůůĞĐƚƐ͘  
/ƚ ŝŶĨŽƌŵƐ ƚŚĞ ĐůŝĞŶƚ ǁŚĂƚ ƐƉĞĐŝĨŝĐ 
ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ĐŽůůĞĐƚĞĚ

dŚŝƐ ƵƐĞƐ ƚŚĞ &/E�/E' /E&KZD�d/KE ^Ŭŝůů

�Žď ŚĂƐ ƚŽ ůŽŽŬ Ăƚ ƚŚĞ ƐŝŵŝůĂƌŝƚŝĞƐ ĂŶĚ ĚŝĨĨĞƌĞŶĐĞƐ ŝŶ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ƚŚĞ ƚǁŽ ƉĂƌƚƐ ŽĨ ƚŚĞ 
ƚĞǆƚ͘  �Z/d/��> d,/E</E'

,Ğ ŚĂƐ ƚŽ ���/�� ǁŚŝĐŚ ƉĂƌƚƐ ŽĨ ĞĂĐŚ ƉĂƌĂŐƌĂƉŚ ŵĞĞƚ ŚŝƐ ĐƌŝƚĞƌŝĂ Ͳ �Z/d/��> d,/E</E'
&ƌŽŵ ƌĞĂĚŝŶŐ ƉĂƌĂŐƌĂƉŚƐ ϭ ĂŶĚ Ϯ ƚŚĞ ĂŶƐǁĞƌ ƚŽ �Žď͛Ɛ ƋƵĞƐƚŝŽŶ͕ ͞tŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŝŶ Ă 
ƉƌŝǀĂĐǇ ƉŽůŝĐǇ͟ ŝƐ

WƌŝǀĂĐǇ ƉŽůŝĐŝĞƐ ĐŽŶƚĂŝŶ ŝŶĨŽƌŵĂƚŝŽŶ ŽŶ ŚŽǁ ƐŽŵĞŽŶĞ Žƌ Ă ĐŽŵƉĂŶǇ ĐŽůůĞĐƚƐ͕ ƐƚŽƌĞƐ 
ĂŶĚ ƌĞůĞĂƐĞƐ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͘  dŚĞƐĞ ĐŽŶƚĞŶƚƐ ĐĂŶ ĐŚĂŶŐĞ ĨƌŽŵ ƉůĂĐĞ ƚŽ ƉůĂĐĞ ĂŶĚ 
ĐŽŵƉĂŶǇ ƚŽ ĐŽŵƉĂŶǇ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ůĂǁ ŝŶ ƚŚĂƚ ĂƌĞĂ͘
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Activity 3 – Skill Builder
Use the “Privacy Policies and Laws” reading sheet to answer the next 2 questions.  Each 
question looks at reading this article from a different person’s view-point so they will have 
different questions.  Circle, highlight or underline the part of the article that answers each 
question.  Write down each THINKING SKILL that you use when you go through the process 
of answering the questions.

Sarah knows the hospital keeps her medical information private but she has heard that the 
privacy act protects all personal information.  What Sarah wants to know from this article 
is:“What is considered personal information?”

Tony has been doing some skills upgrading at a private college and has been taking 
courses online.   He knows that governments (the public sector) have to keep his personal 
information private and have online security to do that.  He wants to know: “Is there a law 
that protects my information even though a private college is part of the private sector?”
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Activity 3 – Task

P L A N N E R

P L A N N E R
Analyze ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐĞĞ ŝĨ ŝƚ ĂŶƐǁĞƌƐ ĐĞƌƚĂŝŶ ƋƵĞƐƚŝŽŶƐ	

ͻ  ǁŚŽ͕ ǁŚĂƚ͕ ǁŚĞŶ͕ ǁŚĞƌĞ͕ ǁŚǇ͕ ŚŽǁ
ͻ  ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ
ͻ  ŵĂŝŶ ŝĚĞĂ ĂŶĚ ƐƵƉƉŽƌƚŝŶŐ ĚĞƚĂŝůƐ
ͻ  Ă ƐĞƌŝĞƐ ŽĨ ĞǀĞŶƚƐ
ͻ   ĚŝĚ ƚŚĞ ǁƌŝƚŝŶŐ ƚĞůů ŵĞ ǁŚĂƚ / ǁĂŶƚĞĚ ƚŽ ŬŶŽǁ ĂďŽƵƚ ƚŚŝƐ ƚŽƉŝĐ
 ͻ   ǁŚĂƚ ĚŝĚ ƚŚĞ ǁƌŝƚŝŶŐ ĚĞƐĐƌŝďĞ ;Ă ƉĞƌƐŽŶ͕ ƉůĂĐĞ͕ ĞǀĞŶƚ͕ 

ŝŶƐƚƌƵĐƚŝŽŶƐ ĞƚĐ͘͘͘Ϳ

DĂŬĞ ƐƵƌĞ ǇŽƵ ŚĂǀĞ ƌĞĂĚ ƚŚĞ WƌŝǀĂĐǇ ĂƌƚŝĐůĞ ĨƌŽŵ ďĞŐŝŶŶŝŶŐ ƚŽ ĞŶĚ͘

>ŽŽŬ ďĂĐŬ Ăƚ �ĐƚŝǀŝƚǇ ϭ͘  tŚĂƚ ƋƵĞƐƚŝŽŶ ĚŝĚ ǇŽƵ ǁĂŶƚ ƚŚŝƐ ĂƌƚŝĐůĞ ƚŽ ĂŶƐǁĞƌ ĨŽƌ ǇŽƵ͍  

tŚĂƚ ĐƌŝƚĞƌŝĂ ĚŝĚ ǇŽƵ ƐĞƚ͍  

�ŝĚ ƚŚĞ ĂƌƚŝĐůĞ ŵĞĞƚ ǇŽƵƌ ĐƌŝƚĞƌŝĂ͍  �ŝĚ ŝƚ ĂŶƐǁĞƌ ǇŽƵƌ ƋƵĞƐƚŝŽŶ͍

tŚĂƚ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ĚŝĚ ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ͍

�ŽŶ͛ƚ ǁŽƌƌǇ ŝĨ ƚŚĞ ĂƌƚŝĐůĞ ĚŝĚ EKd ĂŶƐǁĞƌ ǇŽƵƌ ƋƵĞƐƚŝŽŶ͘  tĞ ĐĂŶ͛ƚ ĂůǁĂǇƐ ĨŝŶĚ ǁŚĂƚ ǁĞ ĂƌĞ 
ůŽŽŬŝŶŐ ĨŽƌ ŝŶ ŽŶĞ ĚŽĐƵŵĞŶƚ Žƌ ĨƌŽŵ ŽŶĞ ƐŽƵƌĐĞ͘  tĞ ǁŝůů ƚĂůŬ ĂďŽƵƚ ^K>s/E' ƚŚĞ WZK�>�D 
ŝŶ DŽĚƵůĞ ϯ͘

Task

DǇ ƋƵĞƐƚŝŽŶ ʹ

dŚĞ ĂŶƐǁĞƌ

dŚŝŶŬŝŶŐ ƐŬŝůůƐ / ƵƐĞĚ
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Activity 4 – Task
hƐŝŶŐ ǇŽƵƌ ŽǁŶ ĚŽĐƵŵĞŶƚ͕ ŵĂŬĞ ƐƵƌĞ ǇŽƵ ŚĂǀĞ ƌĞĂĚ ƚŚĞ ĚŽĐƵŵĞŶƚ ĨƌŽŵ ďĞŐŝŶŶŝŶŐ ƚŽ ĞŶĚ͘

>ŽŽŬ ďĂĐŬ Ăƚ �ĐƚŝǀŝƚǇ Ϯ͘  tŚĂƚ ƋƵĞƐƚŝŽŶ ĚŝĚ ǇŽƵ ǁĂŶƚ ǇŽƵƌ ĚŽĐƵŵĞŶƚ ƚŽ ĂŶƐǁĞƌ ĨŽƌ ǇŽƵ͍  

tŚĂƚ ĐƌŝƚĞƌŝĂ ĚŝĚ ǇŽƵ ƐĞƚ͍  

�ŝĚ ƚŚĞ ĚŽĐƵŵĞŶƚ ŵĞĞƚ ǇŽƵƌ ĐƌŝƚĞƌŝĂ͍  �ŝĚ ŝƚ ĂŶƐǁĞƌ ǇŽƵƌ ƋƵĞƐƚŝŽŶ͍

tŚĂƚ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ĚŝĚ ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ͍

�ŽŶ͛ƚ ǁŽƌƌǇ ŝĨ ƚŚĞ ĂƌƚŝĐůĞ ĚŝĚ EKd ĂŶƐǁĞƌ ǇŽƵƌ ƋƵĞƐƚŝŽŶ͘  tĞ ĐĂŶ͛ƚ ĂůǁĂǇƐ ĨŝŶĚ ǁŚĂƚ ǁĞ ĂƌĞ 
ůŽŽŬŝŶŐ ĨŽƌ ŝŶ ŽŶĞ ĚŽĐƵŵĞŶƚ Žƌ ĨƌŽŵ ŽŶĞ ƐŽƵƌĐĞ͘  tĞ ǁŝůů ƚĂůŬ ĂďŽƵƚ ^K>s/E' ƚŚĞ WZK�>�D 
ŝŶ DŽĚƵůĞ ϯ

Task

DǇ ƋƵĞƐƚŝŽŶ ʹ

dŚĞ ĂŶƐǁĞƌ

dŚŝŶŬŝŶŐ ƐŬŝůůƐ / ƵƐĞĚ
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Now that we have found the information we are looking for to answer our questions, what 
next?

We eventually have to either remember that information for personal use or be able to 
give the information to someone else.  It is easier to remember information when we have 
written it down or when we take notes.  
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Why take notes?
We gather information in many ways.  We listen to the news on the radio.  We watch a  
co-worker demonstrate how to use a new piece of equipment.  We read textbook to 
prepare for a test. We practice an exercise with our physiotherapist.  How much of the 
new information do we remember?

Research tells us that we only remember 
•	 10% of what we read
•	 20% of what we hear
•	 30% of what we see
•	 50% of what we see and hear
•	 70% of what we say
•	 90% of what we say and do

If we take good notes, we can remember 100% of that information.

Taking notes means we can
•	 remember lots of new information
•	 refer back to that information over time if we forget
•	 more easily teach or relay that information to someone else

Good notes
•	 Are accurate - clarifying information—CRITICAL THINKING
•	 Include important information, NOT ALL information - DECISION MAKING
•	 Are re-written and edited for easy reading - CRITICAL THINKING
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P L A N N E R

P L A N N E R

ŝŶĐůƵĚĞƐ ŶŽƚĞͲƚĂŬŝŶŐ͘  

P L A N N E R

P L A N N E R
Note ĚŽǁŶ ǁŚĂƚ ǇŽƵ 
ŚĂǀĞ ůĞĂƌŶĞĚ ďǇ  
ƌĞĂĚŝŶŐ ƚŚŝƐ ƚĞǆƚ  

zŽƵ ĐĂŶ ŵĂƌŬ ƵƉ ƚŚĞ ƚĞǆƚ ďǇ ƵƐŝŶŐ
 ͻ   ,ŝŐŚůŝŐŚƚĞƌƐ͕ ĐŝƌĐůĞƐ͕ ƵŶĚĞƌůŝŶŝŶŐ 
 ͻ   DĂƌŐŝŶ ŶŽƚĞƐ

Kƌ ǇŽƵ ĐĂŶ ƵƐĞ ŽƚŚĞƌ ŵĞƚŚŽĚƐ ƐŽ 
ǇŽƵ ĚŽŶ͛ƚ ĚĂŵĂŐĞ Ă ƚĞǆƚ ďŽŽŬ
 ͻ   ƉŽƐƚͲŝƚ ŶŽƚĞƐ Žƌ ĨůĂŐƐ
 ͻ   ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ
 ͻ   ůŝƐƚƐ
 ͻ   ĐŽŶĐĞƉƚ ŵĂƉƐ
 ͻ   ƉůŽƚ ůŝŶĞƐ

�ŽŶ͛ƚ ǁŽƌƌǇ ĂďŽƵƚ 
 ͻ   ǁƌŝƚŝŶŐ Ă ƉĂƌĂŐƌĂƉŚ
 ͻ   ŐƌĂŵŵĂƌ
 ͻ  ƐƉĞůůŝŶŐ

Margin notes 

Concept map

�ŚŽŽƐŝŶŐ ƚŚĞ ͞ƌŝŐŚƚ͟ ƚĞĐŚŶŝƋƵĞ ƚŽ ƚĂŬĞ ŶŽƚĞƐ ŵĞĂŶƐ ǇŽƵ ŚĂǀĞ ƚŽ �Z/d/��>>z d,/E< ĂďŽƵƚ 
ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ ;ĚĂŵĂŐĞ ƚŽ ƚŚĞ ƚĞǆƚͿ Žƌ ũƵĚŐĞ ǁŚĞƚŚĞƌ ŽŶĞ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌ ŝƐ ďĞƚƚĞƌ 
ƚŚĂŶ ĂŶŽƚŚĞƌ ĨŽƌ Ă ĚŝƐƉůĂǇŝŶŐ Ă ƐƉĞĐŝĨŝĐ ƚǇƉĞ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͘ sĂůƵĞ ũƵĚŐĞŵĞŶƚͶ�Z/d/��> 
d,/E</E' dŚĞŶ ǇŽƵ ŚĂǀĞ ƚŽ ���/�� ǁŚŝĐŚ ƚĞĐŚŶŝƋƵĞ ƚŽ ƵƐĞ ďĂƐĞĚ ŽŶ ƚŚĞ ƌĞƐƵůƚƐ ŽĨ ǇŽƵƌ 
ƚŚŝŶŬŝŶŐ ƉƌŽĐĞƐƐ͘
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Example 1
Let’s look at Sarah’s case from the last activity.

Sarah knows the hospital keeps her medical information private but she has heard 
that the privacy act protects all personal information.  What 

Sarah wants to know from this article is “What is considered personal 
information?”  Setting criteria—CRITICAL THINKING

You have already highlighted the answer to Sarah’s question.

We can use a graphic organizer to transfer the information to a format that is easy 
to read, remember and explain to someone else. What would be a good format? 
—CRITICAL THINKING

We might use a simple bulleted list.

Personal information is
•	 Name
•	 Address
•	 Date of birth
•	 Marital status
•	 Contact information
•	 ID issue and expiry date
•	 Financial records
•	 Credit information
•	 Medical history
•	 Where you travel
•	 Intentions to acquire goods and services
•	 Other information that might identify an 

individual
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/Ĩ ǇŽƵ ĂƌĞ Ă ǀŝƐƵĂů ƉĞƌƐŽŶ͕ ǇŽƵ ĐŽƵůĚ ƵƐĞ Ă ƐƉŝĚĞƌ ƉůĂŶ Žƌ ĐŽŶĐĞƉƚ ŵĂƉ͘

Personal 
informa�on 

 

name 

address 

date of 
birth 

medical  
history 

credit 
informa�on 

financial 
informa�on 

ID issue and 
expiry dates 

contact 
informa�on 

marital 
status 

other 

inten�ons 
to acquire 
goods and 
services 

where you 
travel 

>Ğƚ͛Ɛ �Z/d/��>>z d,/E< ĂďŽƵƚ ƚŚĞƐĞ ƚǁŽ ŽƉƚŝŽŶƐ͘

tŚŝĐŚ ŽŶĞ ǁŽƌŬƐ ďĞƐƚ ĨŽƌ ƚŚŝƐ ƚǇƉĞ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͍

tŚǇ͍
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���/�� ǁŚŝĐŚ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌ ǇŽƵ ǁŽƵůĚ ƵƐĞ ƚŽ ƉƌĞƐĞŶƚ ^ĂƌĂ͛Ɛ ŝŶĨŽƌŵĂƚŝŽŶ͘

Example 2
EŽǁ ůĞƚ͛Ɛ ůŽŽŬ Ăƚ dŽŶǇ͛Ɛ ƐŝƚƵĂƚŝŽŶ͘

dŽŶǇ ŚĂƐ ďĞĞŶ ĚŽŝŶŐ ƐŽŵĞ ƐŬŝůůƐ ƵƉŐƌĂĚŝŶŐ Ăƚ Ă ƉƌŝǀĂƚĞ ĐŽůůĞŐĞ ĂŶĚ ŚĂƐ ďĞĞŶ ƚĂŬŝŶŐ 
ĐŽƵƌƐĞƐ ŽŶůŝŶĞ͘   ,Ğ ŬŶŽǁƐ ƚŚĂƚ ŐŽǀĞƌŶŵĞŶƚƐ ;ƚŚĞ ƉƵďůŝĐ ƐĞĐƚŽƌͿ ŚĂǀĞ ƚŽ ŬĞĞƉ ŚŝƐ ƉĞƌƐŽŶĂů 
ŝŶĨŽƌŵĂƚŝŽŶ ƉƌŝǀĂƚĞ ĂŶĚ ŚĂǀĞ ŽŶůŝŶĞ ƐĞĐƵƌŝƚǇ ƚŽ ĚŽ ƚŚĂƚ͘  ,Ğ ǁĂŶƚƐ ƚŽ ŬŶŽǁ͖ ͞/Ɛ ƚŚĞƌĞ Ă ůĂǁ 
ƚŚĂƚ ƉƌŽƚĞĐƚƐ ŵǇ ŝŶĨŽƌŵĂƚŝŽŶ ĞǀĞŶ ƚŚŽƵŐŚ Ă ƉƌŝǀĂƚĞ ĐŽůůĞŐĞ ŝƐ ƉĂƌƚ ŽĨ ƚŚĞ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ͍͟  
^ĞƚƚŝŶŐ ĐƌŝƚĞƌŝĂͶ�Z/d/��> d,/E</E'

zŽƵ ŚĂǀĞ ŝĚĞŶƚŝĨŝĞĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ dŽŶǇ ŶĞĞĚĞĚ ĨƌŽŵ ƚŚĞ ĂƌƚŝĐůĞ͘  EŽǁ ŚŽǁ ĚŽ ǇŽƵ 
ƉƌĞƐĞŶƚ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ͍ Ͳ ���/^/KE D�</E'

zŽƵ ŵŝŐŚƚ ƐŚŽǁ ƚŚŝƐ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ Ă ĚŝĨĨĞƌĞŶƚ ŬŝŶĚ ŽĨ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌ

W/W��� 

ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƟŽŶ 
ƉƌŽƚĞĐƟŽŶ ĂŶĚ 

ĞůĞĐƚƌŽŶŝĐ 
ĚŽĐƵŵĞŶƚƐ ĂĐƚ 

ŐŽǀĞƌŶƐ ŚŽǁ ƚŽ 
ĐŽůůĞĐƚ ĚŝƐĐůŽƐĞ ĂŶĚ 
ƵƐĞ ƉĞƌƐŽŶĂů ŝŶĨŽ 

&ĞĚĞƌĂů ƉƌŝǀĂĐǇ ůĂǁ 

ĐŽǀĞƌƐ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ  
ĂŶĚ ĐŽŵŵĞƌĐŝĂů 

ŽƌŐĂŶŝǌĂƟŽŶƐ 

dŚŝƐ ŚŝĞƌĂƌĐŚǇ ƐŚŽǁƐ ŚŽǁ ŝŶĨŽƌŵĂƚŝŽŶ ĐĂŶ ďĞ ŐƌŽƵƉĞĚ ƚŽŐĞƚŚĞƌ͘

tŽƵůĚ Ă ůŝƐƚ Žƌ Ă ƐƉŝĚĞƌ ƉůĂŶͬĐŽŶĐĞƉƚ ŵĂƉ ƐŚŽǁ ƚŚŝƐ ŝŶĨŽƌŵĂƚŝŽŶ ďĞƚƚĞƌ͍  tŚǇ Žƌ ǁŚǇ ŶŽƚ͍



B-38     Thinking through Reading Module 2   The Diabetes Essential Skills Kit

Example 3
tŚĂƚ ŝĨ ƚŚĞ ƋƵĞƐƚŝŽŶ ŽŶ Ă ƚĞƐƚ ǁĂƐ
͞tŚĂƚ ĂƌĞ ƐŽŵĞ ŝŵƉŽƌƚĂŶƚ ĚĂƚĞƐ ŝŶ ƚŚĞ ŚŝƐƚŽƌǇ ŽĨ �ĂŶĂĚĂ͛Ɛ ƉƌŝǀĂĐǇ ůĂǁƐ͍͟

&ŝƌƐƚ ǇŽƵ ǁŽƵůĚ ŚĂǀĞ ƚŽ ĨŝŶĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ƚŚĞ ĚŽĐƵŵĞŶƚ ĂŶĚ ƚŚĞŶ ĚĞĐŝĚĞ ŚŽǁ ƚŽ 
ƉƌĞƐĞŶƚ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ Ͳ  &/E�/E' /E&KZD�d/KE ĂŶĚ ���/^/KE D�</E'

tŚĞŶ ĚĞĂůŝŶŐ ǁŝƚŚ ĚĂƚĞƐ͕ ƐŽŵĞƚŝŵĞƐ Ă ƚŝŵĞͲůŝŶĞ Žƌ ĨůŽǁ ĐŚĂƌƚ ǁŽƌŬƐ ǁĞůů͘

ϭϵϳϳ 

ͻ WƌŝǀĂĐǇ 
�ŽŵŵŝƐƐŝŽŶĞƌ 
ĞƐƚĂďůŝƐŚĞĚ 
ƵŶĚĞƌ ,ƵŵĂŶ 
ZŝŐŚƚƐ �Đƚ 

ϭϵϴϮ 

ͻ �ƉƉŽŝŶƚŵĞŶƚ 
ŽĨ WƌŝǀĂĐǇ 
�ŽŵŵŝƐƐŝŽŶĞƌ 
ƵŶĚĞƌ ŶĞǁ 
WƌŝǀĂĐǇ �Đƚ 

ϭϵϴϰ 

ͻ �ĂŶĂĚĂ 
ƐŝŐŶĞĚ K��� 
ŐƵŝĚĞůŝŶĞƐ 

tŚĂƚ ĂďŽƵƚ ƵƐŝŶŐ ůŝƐƚƐ͕ ĐŽŶĐĞƉƚ ŵĂƉƐ Žƌ ŚŝĞƌĂƌĐŚŝĞƐ ůŝŬĞ ƚŚĞ ŽƚŚĞƌ ƚǁŽ ĞǆĂŵƉůĞƐ͍  

tŽƵůĚ ƚŚĞǇ ďĞ ďĞƚƚĞƌ ƚŽ ƵƐĞ ƚŚĂŶ Ă ĨůŽǁ ĐŚĂƌƚ͍  tŚǇ Žƌ ǁŚǇ ŶŽƚ͍
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Activity 5 – Skill Builder
Try using a graphic organizer to show the answers to the following questions.  If you need 
more room, use another piece of paper.

Write down the THINKING SKILLS that you use during each step of the process.

What is the role of the Privacy Commissioner of Canada?

What does a business’ privacy policy tell the customer or client?



B-40     Thinking through Reading Module 2   The Diabetes Essential Skills Kit

Activity 5 – Task
dŚŝŶŬ ĂďŽƵƚ ƵƐŝŶŐ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ͘  tŚĞŶ ǇŽƵ �E�>z�� ǇŽƵƌ ĞǆƉĞƌŝĞŶĐĞƐ ůŝŬĞ ƚŚŝƐ͕ 
ǇŽƵ ĂƌĞ ƵƐŝŶŐ �Z/d/��> d,/E</E' ^ŬŝůůƐ͘  zŽƵ ĂƌĞ ĂƐŬŝŶŐ ǇŽƵƌƐĞůĨ ƋƵĞƐƚŝŽŶƐ͕ &/E�/E' 
ĂŶƐǁĞƌƐ͕ ���/�/E' ǁŚŝĐŚ ĂŶƐǁĞƌ ŝƐ ŵŽƐƚ ĐŽƌƌĞĐƚ Žƌ ƚŚĞ ďĞƐƚ Ĩŝƚ͘  zŽƵ ĂƌĞ ĂůƐŽ ŵĂŬŝŶŐ ǀĂůƵĞ 
ũƵĚŐĞŵĞŶƚƐ ĂďŽƵƚ ǁŚĂƚ ŝƐ ŐŽŽĚ ĨŽƌ ǇŽƵ Žƌ ŶŽƚ ƐŽ ŐŽŽĚ ĨŽƌ ǇŽƵ ŝŶ ĚŝĨĨĞƌĞŶƚ ƐŝƚƵĂƚŝŽŶƐ͘  dŚŝƐ 
ŝƐ ŵŽƌĞ �Z/d/��> d,/E</E'͘  

Task�ŝƐĐƵƐƐ ǇŽƵƌ ĂŶƐǁĞƌƐ Žƌ ǁƌŝƚĞ ƚŚĞŵ ďĞůŽǁ ƚŚĞ ƋƵĞƐƚŝŽŶƐ͘

tŚŝĐŚ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ ĚŝĚ ǇŽƵ ƵƐĞ ŝŶ �ĐƚŝǀŝƚǇ Ϯ͍

�ŽĞƐ ŝƚ ŵĂŬĞ ƚĂŬŝŶŐ ŶŽƚĞƐ ĞĂƐŝĞƌ Žƌ ŚĂƌĚĞƌ͍

�ŽĞƐ ŝƚ ŚĞůƉ ǇŽƵ ƌĞŵĞŵďĞƌ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ďĞƚƚĞƌ͍

�ƌĞ ƚŚĞƌĞ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ ƚŚĂƚ ǁŽƌŬ ďĞƚƚĞƌ ĨŽƌ ƐŽŵĞ ƚǇƉĞƐ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͍

�ƌĞ ƚŚĞƌĞ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ ƚŚĂƚ ǁŽƌŬ ďĞƚƚĞƌ ĨŽƌ ǇŽƵ͍ tŚǇ͍
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Activity 6
hƐŝŶŐ ǇŽƵƌ ŽǁŶ ĚŽĐƵŵĞŶƚ͕ ĨŽůůŽǁ ƚŚĞ ƐƚĞƉƐ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ĨŽƌ ƚĂŬŝŶŐ ŶŽƚĞƐ

P L A N N E R

P L A N N E R
Note ĚŽǁŶ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ďǇ 
ƌĞĂĚŝŶŐ ƚŚŝƐ ƚĞǆƚ  

zŽƵ ĐĂŶ ŵĂƌŬ ƵƉ ƚŚĞ ƚĞǆƚ ďǇ ƵƐŝŶŐ
 ͻ   ,ŝŐŚůŝŐŚƚĞƌƐ͕ ĐŝƌĐůĞƐ͕ ƵŶĚĞƌůŝŶŝŶŐ 
 ͻ   DĂƌŐŝŶ ŶŽƚĞƐ

Kƌ ǇŽƵ ĐĂŶ ƵƐĞ ŽƚŚĞƌ ŵĞƚŚŽĚƐ ƐŽ ǇŽƵ ĚŽŶ͛ƚ ĚĂŵĂŐĞ Ă ƚĞǆƚ 
ďŽŽŬ
 ͻ   ƉŽƐƚͲŝƚ ŶŽƚĞƐ Žƌ ĨůĂŐƐ
 ͻ   ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ
 ͻ   ůŝƐƚƐ
 ͻ   ĐŽŶĐĞƉƚ ŵĂƉƐ
 ͻ   ƉůŽƚ ůŝŶĞƐ

�ŽŶ͛ƚ ǁŽƌƌǇ ĂďŽƵƚ 
 ͻ   ǁƌŝƚŝŶŐ Ă ƉĂƌĂŐƌĂƉŚ
 ͻ   ŐƌĂŵŵĂƌ
 ͻ  ƐƉĞůůŝŶŐ
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Answers
Activity 2 – Skill Builder
Sarah knows the hospital keeps her medical information private but she has heard that the 
privacy act protects all personal information.  What Sarah wants to know from this article 
is: “What is considered personal information?”

Personal information can be anything used to identify an individual (name, address, date 
of birth, contact info, marital status, financial records, ID numbers, credit information 
etc…..)

Tony has been doing some skills upgrading at a private college and has been taking 
courses online.   He knows that governments (the public sector) have to keep his personal 
information private and have online security to do that.  He wants to know, “Is there a law 
that protects my information even though a private college is part of the private sector?

PIPEDA, the Personal Information Protection and Electronic Documents Act, protects 
personal information collected , used, and disclosed by commercial organizations and the 
private sector.
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Activity 3 – Skill Builder
Choice of presentation may vary but the following information should be included.
What is the role of the Privacy Commissioner of Canada?

The Privacy Commissioner of Canada
•	 Acts as the Ombudsman
•	 Addresses complaints
•	 Resolves problems
•	 Investigates complaints
•	 Conducts audits
•	 Promotes awareness
•	 Undertakes research about privacy matters

What does a business’ privacy policy tell the customer or client?
A privacy policy tells the client

•	 How information is collected
•	 How information is stored
•	 How information is released
•	 What specific information is collected
•	 If information is kept confidential
•	 If information is shared with partners
•	 If information is sold to other firms or enterprises
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶƌĞĂĚŝŶŐ ĂŶ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚ  

ƚŽ ůĞĂƌŶ ĂďŽƵƚ dǇƉĞ Ϯ �ŝĂďĞƚĞƐ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶZĞĂĚŝŶŐ ǁŽƌŬƉůĂĐĞ ƉŽůŝĐŝĞƐ ŽŶ ďĞŝŶŐ ĂďƐĞŶƚ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƌĞĂĚŝŶŐ Ă ƚĞǆƚ ďŽŽŬ ƚŽ ůĞĂƌŶ ŝŶĨŽƌŵĂƚŝŽŶ ĨŽƌ Ă ƚĞƐƚ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶƌĞĂĚŝŶŐ Ă ƉƌŝǀĂĐǇ ƉŽůŝĐǇ ƚŽ ƵŶĚĞƌƐƚĂŶĚ  

ĂŶĚ ƉƌŽƚĞĐƚ ǇŽƵƌ ƌŝŐŚƚƐ

Pre-requisites – dŚŝŶŬŝŶŐ dŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ Ϯ 										Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ
•	 WĂƉĞƌ
•	 /ŶƚĞƌŶĞƚ ĂĐĐĞƐƐ Žƌ ĂƵƚŚĞŶƚŝĐ ĚŽĐƵŵĞŶƚƐ ďƌŽƵŐŚƚ ƚŽ ĐůĂƐƐ ďǇ ƚŚĞ ůĞĂƌŶĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ
•	 WŽƐƚ ŝƚ ŶŽƚĞƐ

�ĐĐĞƐƐ ƚŽ ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ
,ĞĂĚƉŚŽŶĞƐ Žƌ ƐƉĞĂŬĞƌƐ ƚŽ ůŝƐƚĞŶ ƚŽ ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ ƐŽĨƚǁĂƌĞ ŽŶ ƚŚĞ ĐŽŵƉƵƚĞƌ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƚŚŝŶŬŝŶŐ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƌĞĂĚ ĂŶĚ 
ƵŶĚĞƌƐƚĂŶĚ Ă ǀĂƌŝĞƚǇ ŽĨ ĚŽĐƵŵĞŶƚ ƚǇƉĞƐ ĂƐ ǁĞůů ĂƐ ƉƌŽĐĞƐƐ ŝŶĨŽƌŵĂƚŝŽŶ ĨƌŽŵ ŶŽŶͲƚĞǆƚ 
ƐŽƵƌĐĞƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ůĞĂƌŶ ƚŽ 

•	 ^ƵŵŵĂƌŝǌĞ ĂŶĚ ƌĞůĂƚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ Ă ƚŚŝƌĚ ƉĂƌƚǇ 
•	 ^ĞĂƌĐŚ ĨŽƌ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ĂďŽƵƚ Ă ƚŽƉŝĐ ƚŚĞǇ ŚĂǀĞ ƌĞĂĚ 
•	 �ǀĂůƵĂƚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƐŽƵƌĐĞƐ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Thinking through

Reading Module 3   
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OALCF Levels used in Thinking Through Reading Modules 1-3

Learners who complete these modules will perform A1 Tasks when using the sample 
reading text provided. Learners are also expected to choose another document on which 
they will practice their skills.  Competency Task Groups and levels will change depending 
on the type of document that the learner chooses.  Learners who choose prose texts will 
use tasks in the A1 Task Group.  Learners using documents with shorter texts and more 
graphics will perform tasks from the A2 Task Group.  Learners who use these modules to 
find and use information from presentations, lectures, films etc…will use tasks from the A3 
Task Group.  
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Primary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological texts
•	 follow simple, straightforward instructional texts
•	 identifies the main idea in brief texts
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences
•	 makes connections between sentences and between paragraphs in a 

single text
•	 reads more complex texts to locate a single piece of information
•	 follows the main events of descriptive, narrative and informational 

texts
•	 obtains information from detailed reading
•	 begins to identify sources and evaluate information

A1.3 •	 integrates several pieces of information from texts
•	 manages unfamiliar elements (e.g. vocabulary, context, topic) to 

complete tasks
•	 identifies the purpose and relevance of texts
•	 skims to get the gist of longer texts
•	 begins to recognize bias and points of view in texts
•	 infers meaning which is not explicit in texts
•	 compares or contrasts information between two or more texts
•	 uses organizational features, such as headings, to locate information
•	 follows the main events of descriptive, narrative, informational and 

persuasive texts
•	 obtains information from detailed reading
•	 makes meaning of short, creative texts (e.g. poems, short stories)
•	 identifies sources, evaluates and integrates information
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Primary OALCF 
Competencies

Performance Descriptors

A2.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 identifies how lists are organized (e.g. sequential, chronological, 

alphabetical)
•	 requires support to identify sources and to evaluate and integrate 

information
A2.2 •	 performs limited searches using one or two search criteria

•	 extracts information from tables and forms
•	 locates information in simple graphs and maps
•	 uses layout to locate information
•	 makes connections between parts of documents
•	 makes low-level inferences
•	 begins to identify sources and evaluate information

A2.3 •	 performs complex searches using multiple search criteria
•	 manages unfamiliar elements (e.g. vocabulary, context, topic) to 

complete tasks
•	 integrates several pieces of information from documents
•	 compares or contrasts information between two or more documents
•	 uses layout to locate information
•	 identifies the purpose and relevance of documents
•	 begins to recognize bias in displays, such as graphs
•	 makes inferences and draws conclusions from information displays
•	 identifies sources, evaluates and integrates information

A3 Extract information from films, broadcasts and presentations
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Primary OALCF 
Competencies

Performance Descriptors

E.1 •	 begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•	 begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•	 creates “to do” lists to keep organized
•	 begins to monitor own learning
•	 identifies one source of information (e.g. text, document, classmate, 

co-worker) to complete tasks
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to adapt to instructional approaches and learning materials 

that do not reflect preferred learning style
•	 begins to identify how skills and strategies can transfer to different 

contexts
•	 identifies multiple sources of information to complete tasks
•	 begins to identify ways to improve performance

E.3 •	 uses a variety of learning strategies (e.g. takes and summarizes notes 
from multiple sources, sets a study schedule)

•	 identifies ways to clarify, check understanding and reinforce learning
•	 develops plans to complete longer-term tasks (e.g. essays projects)
•	 monitors and evaluates own learning
•	 identifies how skills and strategies can transfer to different contexts
•	 evaluates the quality and comprehensiveness of multiple resources to 

complete tasks
•	 identifies ways to improve performance
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Secondary 
OALCF 
Competencies

Performance Descriptors

D.1 •	 follows simple prompts
•	 follows apparent steps to complete tasks
•	 interprets brief text and icons
•	 locates specific functions and information
•	 requires support to identify sources and to evaluate and integrate 

information
•	 begins to perform simples searches (e.g. internet, software help 

menu)
D.2 •	 selects and follows appropriate steps to complete tasks

•	 locates and recognizes functions and commands
•	 begins to identify sources and evaluate information
•	 performs simple searches using keywords (e.g. internet, software 

help menu)

F If learner completes modules as part of a group
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Essential Skills used in Thinking Through Reading Modules 1-3

Essential Skills  Level Essential Skills  Level
Reading Text 1-3 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

Document Use 1-3

Writing 1-2

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

XX
X

X

X

X

X

X

X
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Practitioner Instructions

When presenting to a group of learners, information sheets can be converted for use  
with PowerPoint or smart boards or they can be used as prompts for facilitator notes on 
flip-chart or white board. 

When delivering the module, instructors should encourage discussion to help enhance 
speaking and listening skills as well as writing skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  Perform self-questioning and thinking processes 
out loud and in writing to demonstrate these skills to the learner.  Encourage learners to 
engage in thinking out loud as hearing their own thoughts and writing down stages of the 
thinking process provides a multi-sensory approach to this module.  

Providing a “running commentary” of your own thinking process and self-questioning 
makes each of these skills a conscious act rather than something mysterious that is taken 
for granted.  It also shows the learner that having an internal dialogue is an important part 
of critical thinking, decision making, problem solving and learning. An internal dialogue is 
an important part of self-reflection and self-assessment; skills needed for goal-setting and 
behaviour change.  While the “running commentary” and internal dialogue are used in this 
module to teach reading and thinking skills, these tools can be used in all areas of work, 
learning and life.

Please note, “Thinking Through Reading Modules 1-3” are long modules and learners may 
find them very complex.  Practitioners might consider breaking the modules down into 
smaller segments.  Some learners may be more comfortable doing only one or 2 tasks per 
day.  Breaking the modules down into more manageable pieces also reinforces the benefit 
of having a system that breaks down large tasks into smaller tasks.
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Use of Resources
d,/E</E' ^</>>^ ǁŝůů ďĞ ĚĞŵŽŶƐƚƌĂƚĞĚ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ƵƐŝŶŐ ƌĞĂĚŝŶŐ ĂƐ ƐĂŵƉůĞ ƚĂƐŬ͘  KŶĞ 
ƌĞĂĚŝŶŐ ƌĞƐŽƵƌĐĞ ŝƐ ƉƌŽǀŝĚĞĚ͘  >ĞĂƌŶĞƌƐ ǁŝůů ŶĞĞĚ ƚŽ ĐŚŽŽƐĞ ŽŶĞ ĂĚĚŝƚŝŽŶĂů ƌĞĂĚŝŶŐ ƌĞƐŽƵƌĐĞ 
ƚŽ ĐŽŵƉůĞƚĞ ƚŚĞ ϯ ͞dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ͟ ŵŽĚƵůĞƐ͘

ZĞĂĚŝŶŐ ŵĂƚĞƌŝĂůƐ ĐĂŶ ďĞ ĐŚŽƐĞŶ ĨƌŽŵ
•	 dŚĞ ůĞĂƌŶĞƌ͛Ɛ ŚŽŵĞ Žƌ ǁŽƌŬ
•	 dŚĞ ŝŶƚĞƌŶĞƚ
•	 EĞǁƐƉĂƉĞƌƐ ĂŶĚ ŵĂŐĂǌŝŶĞƐ
•	 �ŽŽŬƐ ĂŶĚ ƚĞǆƚ ďŽŽŬƐ
•	 >ŝƚĞƌĂĐǇ WƌŽŐƌĂŵ ƉĂŵƉŚůĞƚƐ Žƌ ďƌŽĐŚƵƌĞƐ
•	 /ŶƐƚƌƵĐƚŝŽŶ ďŽŽŬůĞƚƐ 
•	 ^ĐŚŽŽů ĚŽĐƵŵĞŶƚƐ Žƌ ŚĂŶĚŽƵƚƐ
•	 �ĂŶŬŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ Žƌ ĐŽŶƚƌĂĐƚƐ
•	 WŚĂƌŵĂĐǇ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ
•	 ,ĞĂůƚŚ ƉĂŵƉŚůĞƚƐ Žƌ ďƌŽĐŚƵƌĞƐ

>ĞĂƌŶĞƌƐ ůŝǀŝŶŐ ǁŝƚŚ ĚŝĂďĞƚĞƐ ŵĂǇ ǁĂŶƚ ƚŽ ĚŽǁŶůŽĂĚ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĨƌŽŵ
ŚƚƚƉ͗ͬͬǁǁǁ͘ĚŝĂďĞƚĞƐ͘ĐĂͬĚŝĂďĞƚĞƐͲĂŶĚͲǇŽƵͬ

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ǁŽƌŬƉůĂĐĞ ŚĞĂůƚŚ ĂŶĚ ƐĂĨĞƚǇ ĐĂŶ ĨŝŶĚ ĨĂĐƚ ƐŚĞĞƚƐ Ăƚ
ŚƚƚƉ͗ͬͬǁǁǁ͘ǁƐŝď͘ŽŶ͘ĐĂͬĞŶͬĐŽŵŵƵŶŝƚǇͬt^/�ͬϮϯϬͬ�ƌƚŝĐůĞ�ĞƚĂŝůͬϮϰϯϯϴ͍ǀŐŶĞǆƚŽŝĚсϮϯĐϯϮĂĐ
ϴĞϱĞĚϳϮϭϬsŐŶs�DϭϬϬϬϬϬϰϰϵĐϳϭϬĂZ�Z�
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>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ĂƉƉƌĞŶƚŝĐĞƐŚŝƉ Žƌ ƚƌĂĚĞƐ ŵŝŐŚƚ ůŽŽŬ Ăƚ ĐŽƵƌƐĞ ŽĨĨĞƌŝŶŐƐ Ăƚ 
ĐŽŵŵƵŶŝƚǇ ĐŽůůĞŐĞƐ ŝŶ ƚŚĞŝƌ ĂƌĞĂ͘  dŚŝƐ ǁĞďƐŝƚĞ ŚĂƐ Ă ĐŽŵƉůĞƚĞ ůŝƐƚ ŽĨ KŶƚĂƌŝŽ ĐŽůůĞŐĞƐ͘  

^ĞĂƌĐŚ ĨŽƌ �ƉƉƌĞŶƚŝĐĞƐŚŝƉ Žƌ �ƉƉƌĞŶƚŝĐĞƐŚŝƉ ĐŽƵƌƐĞƐ ŝŶ ƚŚĞ ͞ƐĞĂƌĐŚ ďŽǆ͘͟
ŚƚƚƉƐ͗ͬͬǁǁǁ͘ŽŶƚĂƌŝŽ͘ĐĂͬĞĚƵĐĂƚŝŽŶͲĂŶĚͲƚƌĂŝŶŝŶŐͬŽŶƚĂƌŝŽͲĐŽůůĞŐĞƐ

>ĞĂƌŶĞƌƐ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ĐƵƌƌĞŶƚ ĂĨĨĂŝƌƐ ŵĂǇ ĐŚŽŽƐĞ ĨƌŽŵ Ă ǀĂƌŝĞƚǇ ŽĨ ŶĞǁƐ ǁĞďƐŝƚĞƐ͘

ZĞĂĚŝŶŐ ƐŚŽƵůĚ ďĞ Ă ŵƵůƚŝƐĞŶƐŽƌǇ ĞǆƉĞƌŝĞŶĐĞ͘  �ƵƌŝŶŐ ƚŚŝƐ ŵŽĚƵůĞ͕ ůĞĂƌŶĞƌƐ ǁŝůů ďĞ 
ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƵƐĞ ƚŚĞŝƌ ĞǇĞƐ͕ ĞĂƌƐ͕ ŚĂŶĚƐ ĂŶĚ ǀŽŝĐĞƐ ƚŽ ŵĂǆŝŵŝǌĞ ƌĞƚĞŶƚŝŽŶ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͘
>ĞĂƌŶĞƌƐ ǁŚŽ ƐƚƌƵŐŐůĞ ǁŝƚŚ ƌĞĂĚŝŶŐ ĂŶĚ ƵŶĚĞƌƐƚĂŶĚ ƚĞǆƚ ďĞƚƚĞƌ ǁŚĞŶ ŝƚ ŝƐ ƌĞĂĚ ĂůŽƵĚ ĐĂŶ ƚƌǇ 
ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ ƐŽĨƚǁĂƌĞ ŝĨ ƚŚĞǇ ĂƌĞ ǁŽƌŬŝŶŐ ŝŶĚĞƉĞŶĚĞŶƚůǇ Žƌ ŝĨ ƚŚĞǇ ĂƌĞ ŶŽƚ ĐŽŵĨŽƌƚĂďůĞ 
ƌĞĂĚŝŶŐ ĂůŽƵĚ͘  >ĞĂƌŶĞƌƐ ƐŚŽƵůĚ ďĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƉƌĂĐƚŝĐĞ ƌĞĂĚŝŶŐ ĂůŽƵĚ ŽǀĞƌ ƚŝŵĞ ďƵƚ ŵĂǇ 
ŶŽƚ ďĞ ĐŽŵĨŽƌƚĂďůĞ Ăƚ ƚŚĞ ƐƚĂƌƚ ŽĨ ƚŚŝƐ ŵŽĚƵůĞ͘

>ĞĂƌŶĞƌƐ ĐĂŶ ƵƐĞ ƚŚŝƐ ǁĞďƐŝƚĞ ƚŽ ŚĂǀĞ Ă ƐŝŶŐůĞ ǁŽƌĚ ƉƌŽŶŽƵŶĐĞĚ Žƌ ǁŚŽůĞ ƐĞŶƚĞŶĐĞƐ Žƌ 
ƉĂƌĂŐƌĂƉŚƐ ƌĞĂĚ ƚŽ ƚŚĞŵ͘  ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ 

KŶĐĞ ƚŚĞ ǁĞď ƉĂŐĞ ŝƐ ŽƉĞŶ͕ ĐŽƉǇ ĂŶĚ ƉĂƐƚĞ Žƌ ƚǇƉĞ ƵƉ ƚŽ ϭϬϬϬ ĐŚĂƌĂĐƚĞƌƐ ŝŶƚŽ ƚŚĞ ǁŝŶĚŽǁ 
ĂŶĚ ƉƌĞƐƐ ƚŚĞ ͞ƐĂǇ ŝƚ͟ ďƵƚƚŽŶ͘  dŚĞ ƌĞĂĚĞƌ ǁŝůů ƌĞĂĚ ƚŚĞ ƚĞǆƚ ǁŝƚŚ Ă ĨĂŝƌůǇ ŶĂƚƵƌĂů ƌĞĂĚŝŶŐ 
ǀŽŝĐĞ͘
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Practitioner Activity Instructions

>ĞĂƌŶĞƌƐ ǁŝůů ďƵŝůĚ ƐŬŝůůƐ ŝŶ ^Ŭŝůů �ƵŝůĚŝŶŐ ĞǆĞƌĐŝƐĞƐ ĂŶĚ ƚŚĞŶ ƉĞƌĨŽƌŵ ƚĂƐŬƐ ďĂƐĞĚ ŽŶ ƚŚĞ 
WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ ĂƌƚŝĐůĞ ĨŽƵŶĚ ŝŶ DŽĚƵůĞ ϭ͘  KŶĐĞ ƚŚĞ ůĞĂƌŶĞƌ ŚĂƐ ĚĞŵŽŶƐƚƌĂƚĞĚ 
ƐƵĐĐĞƐƐ ǁŝƚŚ ƚŚŽƐĞ ƚĂƐŬƐ͕ ƚŚĞǇ ǁŝůů ďĞ ĂƐŬĞĚ ƚŽ ƌĞƉĞĂƚ ƚŚĞ ƚĂƐŬ ƵƐŝŶŐ ƚŚĞ ĚŽĐƵŵĞŶƚ ƚŚĂƚ 
ƚŚĞǇ ĐŚŽƐĞ ĨŽƌ ƚŚĞŵƐĞůǀĞƐ Ăƚ ƚŚĞ ďĞŐŝŶŶŝŶŐ ŽĨ ͞dŚŝŶŬŝŶŐ ƚŚƌŽƵŐŚ ZĞĂĚŝŶŐ DŽĚƵůĞ ϭ͘͟

What is in a privacy policy? 

dŚĞ ĞǆĂĐƚ ĐŽŶƚĞŶƚƐ ŽĨ Ă ƉƌŝǀĂĐǇ ƉŽůŝĐǇ ǁŝůů 
ĚĞƉĞŶĚ ƵƉŽŶ ƚŚĞ ĂƉƉůŝĐĂďůĞ ůĂǁ ĂŶĚ ŵĂǇ ŶĞĞĚ 
ƚŽ ĂĚĚƌĞƐƐ ƌĞƋƵŝƌĞŵĞŶƚƐ ĂĐƌŽƐƐ ŐĞŽŐƌĂƉŚŝĐĂů 
ďŽƵŶĚĂƌŝĞƐ ĂŶĚ ůĞŐĂů ũƵƌŝƐĚŝĐƚŝŽŶƐ͘ DŽƐƚ 
ĐŽƵŶƚƌŝĞƐ ŚĂǀĞ ƚŚĞŝƌ ŽǁŶ ůĞŐŝƐůĂƚŝŽŶ ĂŶĚ 
ŐƵŝĚĞůŝŶĞƐ ŽĨ ǁŚŽ ŝƐ ĐŽǀĞƌĞĚ͕ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ 
ĐĂŶ ďĞ ĐŽůůĞĐƚĞĚ͕ ĂŶĚ ǁŚĂƚ ŝƚ ĐĂŶ ďĞ ƵƐĞĚ ĨŽƌ͘ /Ŷ 
EŽƌƚŚ �ŵĞƌŝĐĂ͕ ƉƌŝǀĂĐǇ ůĂǁƐ ;ĞǆĐĞƉƚ ŝŶ YƵĞďĞĐͿ 
ĂƉƉůǇ ŽŶůǇ ƚŽ ƚŚĞ ƉƵďůŝĐ ƐĞĐƚŽƌ͕ ŶŽƚ ƚŽ ƚŚĞ 
ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ͘ ,ŽǁĞǀĞƌ͕ ŵŽƐƚ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ 
ŽƌŐĂŶŝǌĂƚŝŽŶƐ ŝŶ EŽƌƚŚ �ŵĞƌŝĐĂ ŚĂǀĞ ƚĂŬĞŶ ƚŚĞ 
ŝŶŝƚŝĂƚŝǀĞ ƚŽ ĚĞǀĞůŽƉ ƚŚĞŝƌ ŽǁŶ ƉƌŝǀĂĐǇ ƉŽůŝĐŝĞƐ 
ĂŶĚ ĐŽĚĞƐ ŽĨ ĐŽŶĚƵĐƚ͘ 
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Activity 1 – Task
dĂƐŬ ϭ ĂƐŬƐ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ĞĚŝƚ ŝŶĨŽƌŵĂƚŝŽŶ ĨƌŽŵ ƚŚĞ ƐƉŝĚĞƌ ƉůĂŶ ŝŶ DŽĚƵůĞ Ϯ ĂŶĚ ƚŽ ĚŝƐĐƵƐƐ 
ƚŚĞ ƌĞĂƐŽŶƐ ǁŚǇ ƚŚĞǇ ĞĚŝƚĞĚ ĐĞƌƚĂŝŶ ŝŶĨŽƌŵĂƚŝŽŶ͘  >ĞĂƌŶĞƌƐ ŵƵƐƚ ǁĞŝŐŚ ƚŚĞ ƉƌŽƐ ĂŶĚ ĐŽŶƐ 
ŽĨ ůĞĂǀŝŶŐ ĐĞƌƚĂŝŶ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ Žƌ ƌĞŵŽǀŝŶŐ ŝƚ͘  dŚĞǇ ŵƵƐƚ ũƵĚŐĞ ǁŚĞƚŚĞƌ ƚŚĞƌĞ ĂƌĞ ǁĞĂŬ 
Žƌ ƐƚƌŽŶŐ ƌĞĂƐŽŶƐ ĨŽƌ ŬĞĞƉŝŶŐ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ Žƌ ǁŚĞƚŚĞƌ ƚŚĞƌĞ ĂƌĞ ǁĞĂŬ Žƌ ƐƚƌŽŶŐ 
ƌĞĂƐŽŶƐ ĨŽƌ ƌĞŵŽǀŝŶŐ ƉŝĞĐĞƐ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͘  

:ƵĚŐŝŶŐ ĂŶĚ ǁĞŝŐŚŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ Ă �Z/d/��> d,/E</E' ^Ŭŝůů
�ŚŽŽƐŝŶŐ ŝƐ Ă ���/^/KE D�</E' ^Ŭŝůů͘  ,ŝŐŚůŝŐŚƚ ƚŚĞ ǁŽƌĚ ͞ĐŚŽŽƐĞ͟ ĂƐ Ă ŬĞǇͲǁŽƌĚ ƚŚĂƚ ƐŚŽǁƐ 
ƚŚĂƚ ĚĞĐŝƐŝŽŶ ŵĂŬŝŶŐ ŝƐ ƌĞƋƵŝƌĞĚ͘

dŚĞƌĞ ĂƌĞ EK tZKE' �E^t�Z^ ƚŽ ƚŚŝƐ ƚĂƐŬ ĂƐ ůŽŶŐ ĂƐ ƚŚĞ ůĞĂƌŶĞƌ ĐĂŶ ďĂĐŬ ƵƉ ƚŚĞŝƌ ĚĞĐŝƐŝŽŶƐ 
ǁŝƚŚ ĐƌŝƚŝĐĂů ƚŚŝŶŬŝŶŐ ĂŶĚ Ă ůŽŐŝĐĂů ƌĞĂƐŽŶ ĨŽƌ ƚŚĞŝƌ ĐŚŽŝĐĞƐ͘

Activity 2 – Task
dŚŝƐ ƚĂƐŬ ĂƐŬƐ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƌĞƉĞĂƚ dĂƐŬ ϭ ƵƐŝŶŐ ƚŚĞŝƌ ŽǁŶ ĚŽĐƵŵĞŶƚ ŽĨ ĐŚŽŝĐĞ͘

Activity 3 – Tasks
Part 1
>ĞĂƌŶĞƌƐ ŵƵƐƚ ƌĞĂĚ ĂůŽƵĚ ƚŽ ƚŚĞŵƐĞůǀĞƐ ŝŶ ƚŚŝƐ ƚĂƐŬ͘  /Ĩ ƚŚĞ ůĞĂƌŶĞƌ ŝƐ ŶŽƚ ĐŽŵĨŽƌƚĂďůĞ ĚŽŝŶŐ 
ƚŚŝƐ ŝŶ ĨƌŽŶƚ ŽĨ ĂŶǇŽŶĞ ĞůƐĞ͕ ƉƌŽǀŝĚĞ ƚŚĞŵ ǁŝƚŚ Ă ĨĞǁ ŵŝŶƵƚĞƐ ƉƌŝǀĂĐǇ͘  >ĞĂƌŶĞƌƐ ƐŚŽƵůĚ 
ďĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƌĞĂĚ Ăƚ ŶŽƌŵĂů ǀŽŝĐĞ ůĞǀĞů ŝŶƐƚĞĂĚ ŽĨ ǁŚŝƐƉĞƌŝŶŐ ƚŽ ƚŚĞŵƐĞůǀĞƐ Žƌ ũƵƐƚ 
ŵŽƵƚŚŝŶŐ ƚŚĞ ǁŽƌĚƐ͘  >ĞĂƌŶĞƌƐ ŶĞĞĚ ƚŽ ŚĞĂƌ ƚŚĞ ǁŽƌĚƐ ĂƐ ǁĞůů ĂƐ ƐĂǇ ƚŚĞ ǁŽƌĚƐ ĨŽƌ ƚŚŝƐ 
ĂĐƚŝǀŝƚǇ͘

Part 2
>ĞĂƌŶĞƌƐ ǁŝůů ŶĞĞĚ Ă ĐŽŵƉƵƚĞƌ ǁŝƚŚ ŝŶƚĞƌŶĞƚ ĂĐĐĞƐƐ ĂŶĚ ĞŝƚŚĞƌ ŚĞĂĚƉŚŽŶĞƐ Žƌ ƐƉĞĂŬĞƌƐ ĨŽƌ 
ƚŚŝƐ ĂĐƚŝǀŝƚǇ͘

>ĞĂƌŶĞƌƐ ŵƵƐƚ ŐŽ ƚŽ ƚŚĞ ĨƌĞĞ ƐŽĨƚǁĂƌĞ ĨŽƵŶĚ Ăƚ ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ 

KŶĐĞ ƚŚĞ ǁĞď ƉĂŐĞ ŝƐ ŽƉĞŶ ĂƐŬ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƚǇƉĞ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ŝŶƚŽ ƚŚĞ ƚĞǆƚ ǁŝŶĚŽǁ͘  
WƌĞƐƐ ƚŚĞ ͞ƐĂǇ ŝƚ͟ ďƵƚƚŽŶ͘  dŚĞ ƌĞĂĚĞƌ ǁŝůů ƌĞĂĚ ƚŚĞ ƚĞǆƚ ǁŝƚŚ Ă ĨĂŝƌůǇ ŶĂƚƵƌĂů ƌĞĂĚŝŶŐ ǀŽŝĐĞ͘
&Žƌ ůĞĂƌŶĞƌƐ ǁŚŽ ĂƌĞ ŶŽƚ ĐŽŵĨŽƌƚĂďůĞ ǁŝƚŚ ĐŽŵƉƵƚĞƌ Žƌ ŬĞǇďŽĂƌĚ ƐŬŝůůƐ ǇŽƵ ĐĂŶ ĐŽƉǇ ĂŶĚ 
ƉĂƐƚĞ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ĨƌŽŵ ƚŚŝƐ ǁŽƌĚ ĚŽĐƵŵĞŶƚ ĚŝƌĞĐƚůǇ ŝŶƚŽ ƚŚĞ ƚĞǆƚ ďŽǆ͘  

>ĞĂƌŶĞƌƐ ŵƵƐƚ ƚŚĞŶ ũƵĚŐĞ ǁŚĞƚŚĞƌ ƚŚĞǇ ƵŶĚĞƌƐƚŽŽĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ďĞƚƚĞƌ ĂĨƚĞƌ ƚǇƉŝŶŐ ƚŚĞ 
ŝŶĨŽƌŵĂƚŝŽŶ ŝŶƚŽ ƚŚĞ ĐŽŵƉƵƚĞƌ Žƌ ůŝƐƚĞŶŝŶŐ ƚŽ ŝƚ ďĞŝŶŐ ƌĞĂĚ ƚŽ ƚŚĞŵ͘  

:ƵĚŐŝŶŐ ĂŶĚ ŵĂŬŝŶŐ ĐŽŵƉĂƌŝƐŽŶƐ ŝƐ Ă �Z/d/��> d,/E</E' ^Ŭŝůů͘
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Learning Modules

Part 3
In part 3, the learner listens to the practitioner read the paragraph out loud.  When you 
read the paragraph, read with emphasis.  The object is to differentiate your reading from 
the automated reading of the computer.  Feel free to use hand gestures to highlight 
information (e.g. hold up fingers when counting off “who is covered, what information 
can be collected, and what it can be used for”).  You can use exaggerated pauses for 
punctuation.  

Make reading the paragraph below a performance.

Part 3 Continued
Learners are then asked to judge which type of reciting works best for them: 

•	 Your reciting to themselves
•	 Using the text-to-speech software
•	 Practitioner reading out loud

There are NO WRONG answers to this task as long as the learner presents their answers 
based on CRITICAL THINKING.

They must weigh and judge each technique to see which works best for them. If learners 
are quick to answer, make sure to ask them why they think that technique works best.
Learners are also asked what THINKING SKILLS are used to judge these 3 different reciting 
techniques.  – CRITICAL THINKING

Learners are then asked

If the text-to-speech software works best for you but you don’t have an internet 
connection, what THINKING SKILLS will you have to use to actually recite the paragraph?

•	 They will use PROBLEM SOLVING in recognizing that they have to make another 
option and recognize that they have 2 other options for reciting

•	 They will use CRITICAL THINKING to figure the pros and cons of the other two choices
•	 They will use DECISION MAKING when they choose the next best option
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Activity 4 – Task
�ĐƚŝǀŝƚǇ ϰ ĂƐŬƐ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƌĞƉĞĂƚ �ĐƚŝǀŝƚǇ ϯ͕ ƉĂƌƚƐ ϭͲϯ ƵƐŝŶŐ ƚŚĞŝƌ ŽǁŶ ĚŽĐƵŵĞŶƚ ŽĨ 
ĐŚŽŝĐĞ͘

Activity 5 & 6 – Skill Builders
>ĞĂƌŶĞƌƐ ĂƌĞ ĂƐŬĞĚ ƚŽ ƵƐĞ ƚŚĞŝƌ ŽǁŶ ǁŽƌĚƐ ƚŽ ƐƵŵŵĂƌŝǌĞ Žƌ ƉĂƌĂƉŚƌĂƐĞ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ 
ƚŚĞ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌƐ͘  

Activity 5 & 6 – Tasks
>ĞĂƌŶĞƌƐ ĂƌĞ ĂƐŬĞĚ ƚŽ ůŽŽŬ Ăƚ ŚŽǁ ƚŚĞ ƚĞǆƚ ĂŶƐǁĞƌƐ ƚŚĞŝƌ ƋƵĞƐƚŝŽŶƐ ƌĞŐĂƌĚŝŶŐ ƉƌŝǀĂĐǇ ŝƐƐƵĞƐ 
ĂŶĚ ƚŽ ƉĂƌĂƉŚƌĂƐĞ ƚŚĞ ĂŶƐǁĞƌ͘  tŚĞŶ ůĞĂƌŶĞƌƐ ƉĂƌĂƉŚƌĂƐĞ͕ ƐƵŵŵĂƌŝǌĞ͕ ŐĞŶĞƌĂůŝǌĞ͕ Žƌ 
ĐƌĞĂƚĞ Ă ƉĂƌĂůůĞů͕ ƚŚĞ ŵƵƐƚ ƵƐĞ �Z/d/��> d,/E</E' ƚŽ ĞǀĂůƵĂƚĞ ǁŚĞƚŚĞƌ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ 
ƚŚĞǇ ĂƌĞ ŐŝǀŝŶŐ ŝƐ ĞƋƵĂů ƚŽ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ƚŚĞ ƚĞǆƚ͘ 

Activity 7 – Task
dŚĞ ůĞĂƌŶĞƌƐ ŵƵƐƚ ŵĂŬĞ Ă ůŝƐƚ ŽĨ Ăƚ ůĞĂƐƚ ϰ ƐŽƵƌĐĞƐ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ ĨŽƌ ƌĞƐĞĂƌĐŚŝŶŐ ŝŶƚŽ 
ƉƌŝǀĂĐǇ ŝƐƐƵĞƐ͘  dŚĞƌĞ ĂƌĞ Ϯ ƐŽƵƌĐĞƐ ƉƌŽǀŝĚĞĚ ŝŶ ƚŚĞ ĚŽĐƵŵĞŶƚ ŝƚƐĞůĨ
ŚƚƚƉ͗ͬͬǁǁǁ͘Ɖƌŝǀ͘ŐĐ͘ĐĂͬůĞŐͺĐͬůĞŐŝƐůĂƚŝŽŶͬϬϮͺϬϳͺϬϭͺϬϭͺĞ͘ĂƐƉ
ŚƚƚƉ͗ͬͬůĂǁƐͲůŽŝƐ͘ũƵƐƚŝĐĞ͘ŐĐ͘ĐĂͬW�&ͬWͲϴ͘ϲ͘ƉĚĨ

>ĞĂƌŶĞƌƐ ŵƵƐƚ ďĞ ĂďůĞ ƚŽ ƉƌŽǀŝĚĞ ƐŽŵĞ ƌĂƚŝŽŶĂůĞ ĂƐ ƚŽ ǁŚǇ ƚŚĞǇ ǁŽƵůĚ ĐŚŽŽƐĞ Ă ƉĂƌƚŝĐƵůĂƌ 
ƐŽƵƌĐĞ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ͘

>ĞĂƌŶĞƌƐ ĂƌĞ ĂůƐŽ ĂƐŬĞĚ ƚŽ ũƵĚŐĞ ǁŚŝĐŚ ƐŽƵƌĐĞƐ ǁŽƵůĚ ďĞ ŵŽƌĞ ƌĞůŝĂďůĞ͘

dŚĞ ƚǁŽ ƐŽƵƌĐĞƐ ĐŝƚĞĚ ŝŶ ƚŚĞ ĚŽĐƵŵĞŶƚ ĂƌĞ 'ŽǀĞƌŶŵĞŶƚ ŽĨ �ĂŶĂĚĂ ǁĞďƐŝƚĞƐ͘  �ǆƉůĂŝŶ ƚŽ ƚŚĞ 
ůĞĂƌŶĞƌ ƚŚĂƚ ǇŽƵ ĐĂŶ ƚĞůů ƚŚĂƚ ďǇ ƚŚĞ ǁĞď ĂĚĚƌĞƐƐ͘

zŽƵ ĐĂŶ ƵƐƵĂůůǇ ƚƌƵƐƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ĨŝŶĚ Ăƚ ǁĞďƐŝƚĞƐ ƚŚĂƚ ĞŶĚ ŝŶ
•	 ͘ŐĐ͘ ĐĂ   'ŽǀĞƌŶŵĞŶƚ ŽĨ �ĂŶĂĚĂ
•	 ͘ŽŶ͘ĐĂ  KŶƚĂƌŝŽ 'ŽǀĞƌŶŵĞŶƚ 
•	 ͘ŐŽǀ     KƚŚĞƌ ŐŽǀĞƌŶŵĞŶƚ ƐŝƚĞƐ ;ƵƐƵĂůůǇ h^�Ϳ
•	 ͘ĞĚƵ     �ĚƵĐĂƚŝŽŶĂů ŝŶƐƚŝƚƵƚŝŽŶƐ ůŝŬĞ h^� ƵŶŝǀĞƌƐŝƚŝĞƐ ĂŶĚ ĐŽůůĞŐĞƐ

�Ğ ĐĂƌĞĨƵů ǁŝƚŚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ĨŝŶĚ ŽŶ ǁĞďƐŝƚĞƐ ƚŚĂƚ ĂƌĞ ĨƵůů ŽĨ ĂĚǀĞƌƚŝƐĞŵĞŶƚƐ͘  dŚĞǇ 
ĂƌĞ ƵƐƵĂůůǇ ŵŽƌĞ ŝŶƚĞƌĞƐƚĞĚ ŝŶ ŐĞƚƚŝŶŐ ǇŽƵ ƚŽ ĐůŝĐŬ ŽŶ ĂŶ ĂĚ ƐŽ ƚŚĞǇ ŐĞƚ ƉĂŝĚ ƚŚĂŶ ŵĂŬŝŶŐ 
ƐƵƌĞ ƚŚĞŝƌ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ƚƌƵƐƚǁŽƌƚŚǇ͘

Activity 8 – Task
hƐŝŶŐ ƚŚĞŝƌ ĚŽĐƵŵĞŶƚ ŽĨ ĐŚŽŝĐĞ͕ ůĞĂƌŶĞƌƐ ĂƌĞ ĂƐŬĞĚ ƚŽ ƌĞƉĞĂƚ �ĐƚŝǀŝƚǇ ϲ ʹ dĂƐŬ͘
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Thinking Through Reading Review
Remember
We use a variety of thinking skills every day.  We

•	 Find information 
•	 Remember and recall information (Significant use of Memory)
•	 Evaluate, weigh, judge or classify information (Critical Thinking)
•	 Solve problems
•	 Make decisions
•	 Organize jobs and tasks

Thinking Through Reading Review
Remember what we said about CRITICAL THINKING

Critical Thinking  
•	 Is a process of weighing or evaluating ideas or information
•	 Is a logical process that might include

o	 Clarifying the meaning of words
o	 Sorting or classifying something 
o	 Finding cause and effect
o	 Summarizing or generalizing
o	 Analyzing 
o	 Evaluating the source of information.

•	 Refers to objective criteria –measures the information against a set of rules or 
benchmarks/features 

•	 Identifies strengths and weakness or reaches a judgement about worth or value

There’s a lot of CRITICAL THINKING to the N –Necessary information, E-Edit and R-re-read, 
recite, retell, remember and research, part of the PLANNER process.
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ZĞŵĞŵďĞƌ Ͳ Ă ǀĞƌǇ ŐŽŽĚ ƌĞĂĚĞƌ ŝƐ ĂŶ ĞǆĐĞůůĞŶƚ W>�EE�Z

P L A N N E R

P L A N N E R

P L A N N E R

P L A N N E RPrepare ƚŽ ƌĞĂĚ
P L A N N E R

P L A N N E RLocate ŝŵƉŽƌƚĂŶƚ ƉĂƌƚƐ Žƌ ĚĞƚĂŝůƐ ŝŶ ƚŚĞ ǁƌŝƚŝŶŐ
P L A N N E R

P L A N N E RAnalyze ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐĞĞ ŝĨ ŝƚ ĂŶƐǁĞƌƐ 
ĐĞƌƚĂŝŶ ƋƵĞƐƚŝŽŶƐ

P L A N N E R

P L A N N E RNote ĚŽǁŶ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ďǇ ƌĞĂĚŝŶŐ ƚŚŝƐ ƚĞǆƚ
P L A N N E R

P L A N N E R Necessary information
>ŽŽŬ Ăƚ ǇŽƵƌ ŶŽƚĞƐ ĂŶĚ ƚŚĞ ƚĞǆƚ

P L A N N E R

P L A N N E REdit ǇŽƵƌ ŶŽƚĞƐ͘ KŶůǇ ŬĞĞƉ ƚŚĞ ŝŵƉŽƌƚĂŶƚ 
ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ŶĞĞĚ

P L A N N E R

P L A N N E R
 Re-read ƚŚĞ ƚĞǆƚ ĂŶĚ ǇŽƵƌ ŶŽƚĞƐ 

Recite ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ǇŽƵƌƐĞůĨ
Re-tell ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐŽŵĞŽŶĞ ĞůƐĞ Žƌ ƚŽ ǇŽƵƌƐĞůĨ
Remember ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ
Research ƚŚĞ ƚŽƉŝĐ ƚŽ ŐĞƚ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ
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In “Thinking through Reading Module 1” you 
•	 prepared for reading
•	 located and decoded vocabulary
•	 skimmed the article to get an overall idea of what the article is about
•	 read the article once from start to finish

 You used the following THINKING SKILLS
•	 FINDING INFORMATION 
•	 JOB TASK ORGANIZATION 
•	 CRITICAL THINKING
•	 DECISION MAKING
•	 SIGNIFICANT USE OF YOUR MEMORY

In “Thinking Through Reading Module 2” you 
•	 started to ask what you wanted to learn from reading a particular document 
•	 began to analyze the information in the text
•	 decided if the text met your criteria or answered your question
•	 learned how to take notes using graphic organizers

You used the following THINKING SKILLS
•	 FINDING INFORMATION 
•	 CRITICAL THINKING
•	 DECISION MAKING

You were practicing these skills using an article called Privacy Policies and Laws and you 
were using a document that you chose to perfect these skills.
You will need all your notes from Modules 1 and 2.
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>Ğƚ͛Ɛ ƉŝĐŬ ƵƉ ǁŚĞƌĞ ǁĞ ůĞĨƚ ŽĨĨ͘
dŚĞ ŶĞǆƚ ƚǁŽ ƐƚĞƉƐ ŝŶ W>�EE�Z ĂƌĞ ůŝŶŬĞĚ ƚŽŐĞƚŚĞƌ͘

P L A N N E R

P L A N N E R
Necessary information
>ŽŽŬ Ăƚ ǇŽƵƌ ŶŽƚĞƐ ĂŶĚ ƚŚĞ ƚĞǆƚ 

ͻ  �ĞĐŝĚĞ ǁŚŝĐŚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŶĞĐĞƐƐĂƌǇ͍ Ͳ  ���/^/KE D�</E'
ͻ   tŚŝĐŚ ŝŶĨŽƌŵĂƚŝŽŶ ĚŽ ǇŽƵ ŶĞĞĚ ŝŶ ŽƌĚĞƌ ƚŽ 

ƵŶĚĞƌƐƚĂŶĚ ǁŚĂƚ ŝƐ ŝŵƉŽƌƚĂŶƚ͘  ZĞĨĞƌƌŝŶŐ ƚŽ 
ƐƉĞĐŝĨŝĐ ĐƌŝƚĞƌŝĂ ĂŶĚ ũƵĚŐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ 
�Z/d/��> d,/E</E'

P L A N N E R

P L A N N E REdit ǇŽƵƌ ŶŽƚĞƐ͘ KŶůǇ ŬĞĞƉ ƚŚĞ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ 
ŶĞĞĚ

KŶĐĞ ǇŽƵ ŚĂǀĞ ǇŽƵƌ ŶŽƚĞƐ ŝŶ ĂŶ ĞĂƐǇͲƚŽͲƌĞĂĚ ĨŽƌŵĂƚ ůŝŬĞ Ă ůŝƐƚ Žƌ Ă ĐŽŶĐĞƉƚ ŵĂƉ͕ ǇŽƵ ĐĂŶ 
ŵŽƌĞ ĞĂƐŝůǇ ƐĞĞ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŶĞĐĞƐƐĂƌǇ ĂŶĚ ǁŚĂƚ ŝƐ ŶŽƚ ŶĞĞĚĞĚ͘ 

DĂŬŝŶŐ ũƵĚŐĞŵĞŶƚƐ ŝƐ �Z/d/��> d,/E</E'

KŶĐĞ ǇŽƵ ĂƌĞ ƐƵƌĞ ŽĨ ƚŚĞ ŶĞĐĞƐƐĂƌǇ ƉĂƌƚƐ ŽĨ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ͕ ǇŽƵ ĐĂŶ ĞĚŝƚ ŽƵƚ ƚŚĞ ůĞƐƐ 
ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ͘



C-22     Thinking through Reading Module 3   The Diabetes Essential Skills Kit

Example 1
>Ğƚ͛Ɛ ůŽŽŬ Ăƚ ŽƵƌ ƐƉŝĚĞƌ ƉůĂŶ ĨƌŽŵ DŽĚƵůĞ Ϯ

Personal 
informa�on 

 

name 

address 

date of 
birth 

medical  
history 

credit 
informa�on 

financial 
informa�on 

ID issue and 
expiry dates 

contact 
informa�on 

marital 
status 

other 

inten�ons 
to acquire 
goods and 
services 

where you 
travel 

^ĂƌĂŚ ŬŶŽǁƐ ƚŚĞ ŚŽƐƉŝƚĂů ŬĞĞƉƐ ŚĞƌ ŵĞĚŝĐĂů ŝŶĨŽƌŵĂƚŝŽŶ ƉƌŝǀĂƚĞ ďƵƚ ƐŚĞ ŚĂƐ ŚĞĂƌĚ ƚŚĂƚ ƚŚĞ 
ƉƌŝǀĂĐǇ ĂĐƚ ƉƌŽƚĞĐƚƐ Ăůů ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͘  tŚĂƚ ^ĂƌĂŚ ǁĂŶƚƐ ƚŽ ŬŶŽǁ ĨƌŽŵ ƚŚŝƐ ĂƌƚŝĐůĞ 
ŝƐ͗ ͞tŚĂƚ ŝƐ ĐŽŶƐŝĚĞƌĞĚ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͍͟
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We made a spider plan that gave every single item of personal information that was 
mentioned in the Privacy Policies and Laws article.  How many samples of personal 
information do you need in order to fully understand what Personal Information means?   

The answer to this might be different for each reader.

Some readers might feel that name, address and medical information is considered 
personal information.  Even in the question, it says that Sarah knows that her medical 
information is protected.
   
In this situation Sarah might not need name, address and medical history to appear in her 
list because she already knows those facts.  She might edit those examples out.

Some readers may edit credit information out because they feel that financial information 
covers credit information as well.

Some readers may edit out address and name because they feel contact information says it 
all.

We can classify information into what is important and what is not by using CRITICAL 
THINKING.  Every situation will be slightly different.  CRITICAL THINKING helps us tailor the 
information to different situations.
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Activity 1 – Skill Builder
How would you edit Sarah’s spider plan?  Discuss.

Remember, you only need to keep enough information to fully answer the question that 
you have asked yourself or that you have been asked by someone else.

What THINKING SKILLS are you using when you are judging and weighing information?  

What THINKING SKILLS are you using when you choose to remove certain pieces of 
information?
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Activity 1 – Task
>ŽŽŬ ďĂĐŬ Ăƚ ƚŚĞ ƋƵĞƐƚŝŽŶ ǇŽƵ ǁĂŶƚĞĚ ƚŚĞ WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ ĂƌƚŝĐůĞ ƚŽ ĂŶƐǁĞƌ ŝŶ 
DŽĚƵůĞ Ϯ͘

�Ěŝƚ ǇŽƵƌ ŽǁŶ ŶŽƚĞƐ ĂďŽƵƚ ƚŚĞ WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ ĂƌƚŝĐůĞ͘

ZĞŵĞŵďĞƌ ƚŽ ŬĞĞƉ ĞŶŽƵŐŚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ĨƵůůǇ ĂŶƐǁĞƌ ƚŚĞ ƋƵĞƐƚŝŽŶ ƚŚĂƚ ǇŽƵ ĂƐŬĞĚ 
ǇŽƵƌƐĞůĨ͘

Activity 2 – Task
hƐŝŶŐ ǇŽƵƌ ŽǁŶ ĚŽĐƵŵĞŶƚ͕ ĨŽůůŽǁ ƚŚĞ ƐƚĞƉƐ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ŝŶ ƚŚŝƐ ƉĂƌƚ ŽĨ ƚŚĞ ŵŽĚƵůĞ͘
ZĞŵĞŵďĞƌ ƚŽ 

P L A N N E R

P L A N N E R
Necessary information
>ŽŽŬ Ăƚ ǇŽƵƌ ŶŽƚĞƐ ĂŶĚ ƚŚĞ ƚĞǆƚ 

ͻ  �ĞĐŝĚĞ ǁŚŝĐŚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŶĞĐĞƐƐĂƌǇ͍ Ͳ  ���/^/KE D�</E'
ͻ   tŚŝĐŚ ŝŶĨŽƌŵĂƚŝŽŶ ĚŽ ǇŽƵ ŶĞĞĚ ŝŶ ŽƌĚĞƌ ƚŽ 

ƵŶĚĞƌƐƚĂŶĚ ǁŚĂƚ ŝƐ ŝŵƉŽƌƚĂŶƚ͘  ZĞĨĞƌƌŝŶŐ ƚŽ 
ƐƉĞĐŝĨŝĐ ĐƌŝƚĞƌŝĂ ĂŶĚ ũƵĚŐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ 
�Z/d/��> d,/E</E'

P L A N N E R

P L A N N E REdit ǇŽƵƌ ŶŽƚĞƐ͘ KŶůǇ ŬĞĞƉ ƚŚĞ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ 
ŶĞĞĚ

EŽǁ ƚŚĂƚ ǇŽƵ ŚĂǀĞ ĂŶ ĞĚŝƚĞĚ ǀĞƌƐŝŽŶ ŽĨ ǇŽƵƌ ŶŽƚĞƐ ǇŽƵ ŚĂǀĞ ĂƌƌŝǀĞĚ Ăƚ ƚŚĞ ůĂƐƚ W>�EE�Z 
ƐƚĞƉ͘
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P L A N N E R

P L A N N E R
Z ƐƚĂŶĚƐ ĨŽƌ Ă ůŽƚ ŽĨ ƚŚŝŶŐƐ ŝŶ ƚŚĞ W>�EE�Z ƉƌŽĐĞƐƐ
•	 Re-read ƚŚĞ ƚĞǆƚ ĂŶĚ ǇŽƵƌ ŶŽƚĞƐ ƚŽ ŵĂŬĞ ƐƵƌĞ ǇŽƵ ŚĂǀĞ ŶŽƚ 

ŵŝƐƐĞĚ ĂŶǇƚŚŝŶŐ ŝŵƉŽƌƚĂŶƚ
•	 Recite ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ǇŽƵƌƐĞůĨ͘  ZĞĂĚ ƉĂƌƚƐ ŽĨ ƚŚĞ ƚĞǆƚ 

ŽƵƚ ůŽƵĚ ŝĨ ǇŽƵ ĂƌĞ ƐƚƌƵŐŐůŝŶŐ ƚŽ ƵŶĚĞƌƐƚĂŶĚ ƚŚĞ ŵĞĂŶŝŶŐ͘  
hƐĞ Ă ƚĞǆƚͲƌĞĂĚĞƌ ĨŽƌ ĞǆƚƌĂ ŚĞůƉ

•	 Re-tell ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐŽŵĞŽŶĞ ĞůƐĞ Žƌ ƚŽ ǇŽƵƌƐĞůĨ͘  hƐĞ 
ǇŽƵƌ ŽǁŶ ǁŽƌĚƐ ƚŽ ĞǆƉůĂŝŶ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ͘  ^ƵŵŵĂƌŝǌĞ 
ǁŚĂƚ ǇŽƵ ƌĞĂĚ͘ ;^Ƶŵ ƵƉ͕ ŽƵƚůŝŶĞ͕ ƌĞĐĂƉ ƐŝŵƉůŝĨǇ Žƌ ďŽŝů ĚŽǁŶ 
ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶƚŽ Ă ƐŚŽƌƚĞƌ ĨŽƌŵͿ

•	 Remember ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ 
•	 Research ƚŚĞ ƚŽƉŝĐ ƚŽ ŐĞƚ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝĨ ǇŽƵƌ ƋƵĞƐƚŝŽŶƐ 

ŚĂǀĞ ŶŽƚ ďĞĞŶ ĂŶƐǁĞƌĞĚ͘  
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P L A N N E R

P L A N N E R
Re-read ƚŚĞ ƚĞǆƚ ĂŶĚ ǇŽƵƌ ŶŽƚĞƐ ƚŽ ŵĂŬĞ ƐƵƌĞ ǇŽƵ ŚĂǀĞ ŶŽƚ 
ŵŝƐƐĞĚ ĂŶǇƚŚŝŶŐ ŝŵƉŽƌƚĂŶƚ͘  zŽƵ ŚĂǀĞ ƚŽ ƵƐĞ ǇŽƵƌ D�DKZz ƚŽ 
ƌĞĐĂůů ǁŚĂƚ ĨĂĐƚƐ ǇŽƵ ǁĂŶƚĞĚ ƚŽ ƚĂŬĞ ĨƌŽŵ ƚŚĞ ƚĞǆƚ͘  zŽƵ ŚĂǀĞ 
ƚŽ ƵƐĞ �Z/d/��> d,/E</E' ƚŽ ĂŶĂůǇǌĞ ǁŚĞƚŚĞƌ ǇŽƵƌ ŶŽƚĞƐ ĂƌĞ 
ĐŽŵƉůĞƚĞ ǁŝƚŚ ƐƚƌŽŶŐ ŝŶĨŽƌŵĂƚŝŽŶ Žƌ ǁĞĂŬ ŝŶĨŽƌŵĂƚŝŽŶ͘  

�ĚĚ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ŚĂǀĞ ŵŝƐƐĞĚ ŝŶƚŽ ǇŽƵƌ ŶŽƚĞƐ͘

Recite ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ǇŽƵƌƐĞůĨ͘  ZĞĂĚ ƉĂƌƚƐ ŽĨ ƚŚĞ ƚĞǆƚ ŽƵƚ 
ůŽƵĚ ŝĨ ǇŽƵ ĂƌĞ ƐƚƌƵŐŐůŝŶŐ ƚŽ ƵŶĚĞƌƐƚĂŶĚ ƚŚĞ ŵĞĂŶŝŶŐ͘  hƐĞ Ă 
ƚĞǆƚͲƌĞĂĚĞƌ ĨŽƌ ĞǆƚƌĂ ŚĞůƉ ŝĨ ůŝƐƚĞŶŝŶŐ ƚŽ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŚĞůƉƐ 
ǇŽƵ ƌĞŵĞŵďĞƌ ďĞƚƚĞƌ͘  
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Example 1
>Ğƚ͛Ɛ ƵƐĞ ŽŶĞ ƉĂƌĂŐƌĂƉŚ ĨƌŽŵ ƚŚĞ WƌŝǀĂĐǇ WŽůŝĐŝĞƐ ĂŶĚ >ĂǁƐ ƌĞĂĚŝŶŐ ƐŚĞĞƚ͘
ZĞĂĚ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ƚŽ ǇŽƵƌƐĞůĨ ƐŝůĞŶƚůǇ͘

/Ĩ ƚŚŝƐ ƉĂƌĂŐƌĂƉŚ ǁĂƐ ĚŝĨĨŝĐƵůƚ ƚŽ ƵŶĚĞƌƐƚĂŶĚ ŝƚ ŵĂǇ ďĞ ďĞĐĂƵƐĞ
•	 ƚŚĞƌĞ ŝƐ Ă ůŽƚ ŽĨ ĐŽŵƉůŝĐĂƚĞĚ ĂŶĚ ƚĞĐŚŶŝĐĂů ǀŽĐĂďƵůĂƌǇ
•	 ƚŚĞƌĞ ŝƐ ŵƵůƚŝƉůĞ ŵĞŶƚŝŽŶ ŽĨ ƉƌŝǀĂƚĞ ĂŶĚ ƉƵďůŝĐ ƐĞĐƚŽƌƐ
•	 ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ǀĂŐƵĞ ĂŶĚ ƌĞƋƵŝƌĞƐ ƵƐ ƚŽ ĞŝƚŚĞƌ ŚĂǀĞ ƐŽŵĞ ďĂĐŬŐƌŽƵŶĚ 

ŬŶŽǁůĞĚŐĞ Žƌ ƚŽ ƌĞĂĚ ďĞƚǁĞĞŶ ƚŚĞ ůŝŶĞƐ͘  ;WŚƌĂƐĞƐ ůŝŬĞ ͙͘͘ĞǆĂĐƚ ĐŽŶƚĞŶƚƐ ĚĞƉĞŶĚ͙
ŵĂǇ ŶĞĞĚ ƚŽ ĂĚĚƌĞƐƐ͙͘͘Most ĐŽƵŶƚƌŝĞƐ͙ ŵĞĂŶ ƚŚĂƚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŶŽƚ ĞǆĂĐƚ 
ĂŶĚ ǁĞ ǁŝůů ŶĞĞĚ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶͿ

tŚĞŶ ǁĞ ŚĂǀĞ ƚŽ ƌĞĂĚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ŝƐ ǁƌŝƚƚĞŶ ůŝŬĞ ƚŚŝƐ͕ ƐŽŵĞƚŝŵĞƐ ŝƚ ŝƐ ŚĞůƉĨƵů ƚŽ ŚĞĂƌ ŝƚ 
ĂƐ ǁĞůů ĂƐ ƌĞĂĚ ŝƚ͘

What is in a privacy policy? 

dŚĞ ĞǆĂĐƚ ĐŽŶƚĞŶƚƐ ŽĨ Ă ƉƌŝǀĂĐǇ ƉŽůŝĐǇ ǁŝůů ĚĞƉĞŶĚ 
ƵƉŽŶ ƚŚĞ ĂƉƉůŝĐĂďůĞ ůĂǁ ĂŶĚ ŵĂǇ ŶĞĞĚ ƚŽ ĂĚĚƌĞƐƐ 
ƌĞƋƵŝƌĞŵĞŶƚƐ ĂĐƌŽƐƐ ŐĞŽŐƌĂƉŚŝĐĂů ďŽƵŶĚĂƌŝĞƐ ĂŶĚ ůĞŐĂů 
ũƵƌŝƐĚŝĐƚŝŽŶƐ͘ DŽƐƚ ĐŽƵŶƚƌŝĞƐ ŚĂǀĞ ƚŚĞŝƌ ŽǁŶ ůĞŐŝƐůĂƚŝŽŶ 
ĂŶĚ ŐƵŝĚĞůŝŶĞƐ ŽĨ ǁŚŽ ŝƐ ĐŽǀĞƌĞĚ͕ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ 
ĐĂŶ ďĞ ĐŽůůĞĐƚĞĚ͕ ĂŶĚ ǁŚĂƚ ŝƚ ĐĂŶ ďĞ ƵƐĞĚ ĨŽƌ͘ /Ŷ EŽƌƚŚ 
�ŵĞƌŝĐĂ͕ ƉƌŝǀĂĐǇ ůĂǁƐ ;ĞǆĐĞƉƚ ŝŶ YƵĞďĞĐͿ ĂƉƉůǇ ŽŶůǇ ƚŽ 
ƚŚĞ ƉƵďůŝĐ ƐĞĐƚŽƌ͕ ŶŽƚ ƚŽ ƚŚĞ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ͘ ,ŽǁĞǀĞƌ͕ 
ŵŽƐƚ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ ŽƌŐĂŶŝǌĂƚŝŽŶƐ ŝŶ EŽƌƚŚ �ŵĞƌŝĐĂ ŚĂǀĞ 
ƚĂŬĞŶ ƚŚĞ ŝŶŝƚŝĂƚŝǀĞ ƚŽ ĚĞǀĞůŽƉ ƚŚĞŝƌ ŽǁŶ ƉƌŝǀĂĐǇ ƉŽůŝĐŝĞƐ 
ĂŶĚ ĐŽĚĞƐ ŽĨ ĐŽŶĚƵĐƚ͘ 
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Activity 3 – Task   
Part 1
ZĞĂĚ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ĂŐĂŝŶ͘  dŚŝƐ ƚŝŵĞ ŽƵƚ ůŽƵĚ ƚŽ ǇŽƵƌƐĞůĨ ʹƌĞĂůůǇ ƌĞĂĚ ŝƚ ŽƵƚ ůŽƵĚ͘  :ƵƐƚ 
ǁŚŝƐƉĞƌŝŶŐ ƵŶĚĞƌ ǇŽƵƌ ďƌĞĂƚŚ ĚŽĞƐŶ͛ƚ ƌĞĂůůǇ ĐŽƵŶƚ͘  zŽƵ ŚĂǀĞ ƚŽ ďĞ ĂďůĞ ƚŽ ŚĞĂƌ ƚŚĞ ǁŽƌĚƐ͘ 
�ŽŶ͛ƚ ǁŽƌƌǇ ŝĨ ǇŽƵƌ ƌĞĂĚŝŶŐ ŝƐ ŶŽƚ ƉĞƌĨĞĐƚ͘  dŚŝƐ ŝƐ ŶŽƚ ĨŽƌ ĂŶǇŽŶĞ ĞůƐĞ͛Ɛ ďĞŶĞĨŝƚ͘ zŽƵ ĂƌĞ ŶŽƚ 
ďĞŝŶŐ ƚĞƐƚĞĚ ŽŶ ŚŽǁ ǁĞůů ǇŽƵ ƌĞĂĚ ĂůŽƵĚ͘ dŚŝƐ ŝƐ ŽŶůǇ ĨŽƌ ǇŽƵ ƚŽ ůŝƐƚĞŶ ƚŽ͘

What is in a privacy policy? 

dŚĞ ĞǆĂĐƚ ĐŽŶƚĞŶƚƐ ŽĨ Ă ƉƌŝǀĂĐǇ ƉŽůŝĐǇ ǁŝůů ĚĞƉĞŶĚ 
ƵƉŽŶ ƚŚĞ ĂƉƉůŝĐĂďůĞ ůĂǁ ĂŶĚ ŵĂǇ ŶĞĞĚ ƚŽ ĂĚĚƌĞƐƐ 
ƌĞƋƵŝƌĞŵĞŶƚƐ ĂĐƌŽƐƐ ŐĞŽŐƌĂƉŚŝĐĂů ďŽƵŶĚĂƌŝĞƐ ĂŶĚ 
ůĞŐĂů ũƵƌŝƐĚŝĐƚŝŽŶƐ͘ DŽƐƚ ĐŽƵŶƚƌŝĞƐ ŚĂǀĞ ƚŚĞŝƌ ŽǁŶ 
ůĞŐŝƐůĂƚŝŽŶ ĂŶĚ ŐƵŝĚĞůŝŶĞƐ ŽĨ ǁŚŽ ŝƐ ĐŽǀĞƌĞĚ͕ ǁŚĂƚ 
ŝŶĨŽƌŵĂƚŝŽŶ ĐĂŶ ďĞ ĐŽůůĞĐƚĞĚ͕ ĂŶĚ ǁŚĂƚ ŝƚ ĐĂŶ ďĞ ƵƐĞĚ 
ĨŽƌ͘ /Ŷ EŽƌƚŚ �ŵĞƌŝĐĂ͕ ƉƌŝǀĂĐǇ ůĂǁƐ ;ĞǆĐĞƉƚ ŝŶ YƵĞďĞĐͿ 
ĂƉƉůǇ ŽŶůǇ ƚŽ ƚŚĞ ƉƵďůŝĐ ƐĞĐƚŽƌ͕ ŶŽƚ ƚŽ ƚŚĞ ƉƌŝǀĂƚĞ 
ƐĞĐƚŽƌ͘ ,ŽǁĞǀĞƌ͕ ŵŽƐƚ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ ŽƌŐĂŶŝǌĂƚŝŽŶƐ 
ŝŶ EŽƌƚŚ �ŵĞƌŝĐĂ ŚĂǀĞ ƚĂŬĞŶ ƚŚĞ ŝŶŝƚŝĂƚŝǀĞ ƚŽ ĚĞǀĞůŽƉ 
ƚŚĞŝƌ ŽǁŶ ƉƌŝǀĂĐǇ ƉŽůŝĐŝĞƐ ĂŶĚ ĐŽĚĞƐ ŽĨ ĐŽŶĚƵĐƚ͘ 

�ŽĞƐ ƌĞĂĚŝŶŐ ĂůŽƵĚ ŚĞůƉ ǇŽƵ ƚŽ ƵŶĚĞƌƐƚĂŶĚ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ďĞƚƚĞƌ͍ tŚǇ Žƌ ǁŚǇ ŶŽƚ͍
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Activity 3 – Task 
Part 2

dƌǇ ƚǇƉŝŶŐ ƚŚĞ ƐĂŵĞ ƉĂƌĂŐƌĂƉŚ ŝŶƚŽ ƚŚĞ ƚĞǆƚ ƌĞĂĚĞƌ Ăƚ 

ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ 

Task

tŚĞŶ ǇŽƵ ŚĂǀĞ ƚǇƉĞĚ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ŝŶƚŽ ƚŚĞ ƚĞǆƚ ǁŝŶĚŽǁ͕ ƉƌĞƐƐ ƚŚĞ ͞ƐĂǇ ŝƚ͟ 
ďƵƚƚŽŶ͘

�Ğ ƐƵƌĞ ƚŽ ǁƌŝƚĞ ŝŶ Ăůů ƉƵŶĐƚƵĂƚŝŽŶ ŵĂƌŬƐ ĂƐ ƚŚŝƐ ĂĨĨĞĐƚƐ ŚŽǁ ƚŚĞ ƌĞĂĚĞƌ ƌĞĂĚƐ ƚŚĞ 
ƚĞǆƚ͘  

�ŽĞƐ ƚǇƉŝŶŐ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŚĞůƉ ǇŽƵ ƵŶĚĞƌƐƚĂŶĚ ŝƚ ďĞƚƚĞƌ͍  tŚǇ Žƌ ǁŚǇ ŶŽƚ͍

�ŽĞƐ ŚĞĂƌŝŶŐ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ŚĞůƉ ǇŽƵ ƵŶĚĞƌƐƚĂŶĚ ŝƚ ďĞƚƚĞƌ͍  tŚǇ Žƌ ǁŚǇ ŶŽƚ͍
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Activity 3 – Task
Part 3
>ŝƐƚĞŶ ƚŽ ǇŽƵƌ ƉƌĂĐƚŝƚŝŽŶĞƌ ƌĞĂĚ ƚŚĞ ƐĂŵĞ ƉĂƌĂŐƌĂƉŚ ŽƵƚ ůŽƵĚ͘

�ŽĞƐ ŚĞĂƌŝŶŐ Ă ƉĞƌƐŽŶ ƌĞĂĚ ƚŚĞ ƉĂƌĂŐƌĂƉŚ ƚŽ ǇŽƵ ŚĞůƉ ǇŽƵ ƵŶĚĞƌƐƚĂŶĚ ŝƚ ďĞƚƚĞƌ͍ tŚǇ Žƌ 
ǁŚǇ ŶŽƚ͍  

tŚŝĐŚ ǁŽƌŬĞĚ ďĞƐƚ͍  
•	 zŽƵ ƌĞĂĚŝŶŐ ŽƵƚ ůŽƵĚ ƚŽ ǇŽƵƌƐĞůĨ
•	 hƐŝŶŐ ƚŚĞ ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ ƐŽĨƚǁĂƌĞ
•	 WƌĂĐƚŝƚŝŽŶĞƌ ƌĞĂĚŝŶŐ ŽƵƚ ůŽƵĚ Task

tŚǇ ĚŽ ǇŽƵ ƚŚŝŶŬ ƚŚŝƐ ŵĞƚŚŽĚ ǁŽƌŬĞĚ ďĞƐƚ ĨŽƌ ǇŽƵ͍ �ǆƉůĂŝŶ ǇŽƵƌ ĂŶƐǁĞƌ͘

tŚĂƚ d,/E</E' ^</>>^ ĂƌĞ ǇŽƵ ƵƐŝŶŐ ǁŚĞŶ ǇŽƵ ũƵĚŐĞ ĂŶĚ ĐŽŵƉĂƌĞ ƚŚĞƐĞ 
ƚĞĐŚŶŝƋƵĞƐ͍

/Ĩ ƚŚĞ ƚĞǆƚͲƚŽͲƐƉĞĞĐŚ ƐŽĨƚǁĂƌĞ ǁŽƌŬƐ ďĞƐƚ ĨŽƌ ǇŽƵ ďƵƚ ǇŽƵ ĚŽŶ͛ƚ ŚĂǀĞ ĂŶ ŝŶƚĞƌŶĞƚ 
ĐŽŶŶĞĐƚŝŽŶ͕ ǁŚĂƚ d,/E</E' ^ŬŝůůƐ ǁŝůů ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ ƚŽ ĂĐƚƵĂůůǇ ƌĞĐŝƚĞ ƚŚĞ 
ƉĂƌĂŐƌĂƉŚ͍
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Activity 4 – Task
Using your own document, use the skills you have learned to recite the information.  Try 
each of the techniques you used in Activity 3 Task.  Which worked best for you this time?

•	 Reading silently to yourself?
•	 Reading out loud to yourself?
•	 Using the text-to-speech software?
•	 Practitioner reading out loud?
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P L A N N E R

P L A N N E R
 Re-tell
Re-tell ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐŽŵĞŽŶĞ ĞůƐĞ Žƌ ƚŽ ǇŽƵƌƐĞůĨ͘  hƐĞ ǇŽƵƌ 
ŽǁŶ ǁŽƌĚƐ ƚŽ ĞǆƉůĂŝŶ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ͘  ^ƵŵŵĂƌŝǌĞ ǁŚĂƚ 
ǇŽƵ ŚĂǀĞ ƌĞĂĚ͘ ;^Ƶŵ ƵƉ͕ ŽƵƚůŝŶĞ͕ ƌĞĐĂƉ ƐŝŵƉůŝĨǇ Žƌ ďŽŝů ĚŽǁŶ ƚŚĞ 
ŝŶĨŽƌŵĂƚŝŽŶ ŝŶƚŽ Ă ƐŚŽƌƚĞƌ ĨŽƌŵ Žƌ ƚƵƌŶ ƐƉĞĐŝĨŝĐ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶƚŽ 
ŐĞŶĞƌĂů ŝŶĨŽƌŵĂƚŝŽŶͿ  /Ŷ Ăůů ƚŚĞƐĞ ĐĂƐĞƐ͕ ǇŽƵ ǁŝůů ŚĂǀĞ ƚŽ ƚŚŝŶŬ 
ĂďŽƵƚ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƉƌĞƐĞŶƚ ĂŶĚ ŚŽǁ ƚŽ ƐĂǇ ǁŚĂƚ ǇŽƵ 
ǁĂŶƚ ƚŽ ƐĂǇ͘  dŚŝƐ ŝŶǀŽůǀĞƐ �Z/d/��> d,/E</E'͘
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Activity 5 – Skill Builder
dŽŶǇ ŚĂƐ ďĞĞŶ ĚŽŝŶŐ ƐŽŵĞ ƐŬŝůůƐ ƵƉŐƌĂĚŝŶŐ Ăƚ Ă ƉƌŝǀĂƚĞ ĐŽůůĞŐĞ ĂŶĚ ŚĂƐ ďĞĞŶ ƚĂŬŝŶŐ 
ĐŽƵƌƐĞƐ ŽŶůŝŶĞ͘   ,Ğ ŬŶŽǁƐ ƚŚĂƚ ŐŽǀĞƌŶŵĞŶƚƐ ;ƚŚĞ ƉƵďůŝĐ ƐĞĐƚŽƌͿ ŚĂǀĞ ƚŽ ŬĞĞƉ ŚŝƐ ƉĞƌƐŽŶĂů 
ŝŶĨŽƌŵĂƚŝŽŶ ƉƌŝǀĂƚĞ ĂŶĚ ŚĂǀĞ ŽŶůŝŶĞ ƐĞĐƵƌŝƚǇ ƚŽ ĚŽ ƚŚĂƚ͘  ,Ğ ǁĂŶƚƐ ƚŽ ŬŶŽǁ͕ ͞/Ɛ ƚŚĞƌĞ Ă ůĂǁ 
ƚŚĂƚ ƉƌŽƚĞĐƚƐ ŵǇ ŝŶĨŽƌŵĂƚŝŽŶ ĞǀĞŶ ƚŚŽƵŐŚ Ă ƉƌŝǀĂƚĞ ĐŽůůĞŐĞ ŝƐ ƉĂƌƚ ŽĨ ƚŚĞ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ͍

W/W��� 

ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƟŽŶ 
ƉƌŽƚĞĐƟŽŶ ĂŶĚ 

ĞůĞĐƚƌŽŶŝĐ 
ĚŽĐƵŵĞŶƚƐ ĂĐƚ 

ŐŽǀĞƌŶƐ ŚŽǁ ƚŽ 
ĐŽůůĞĐƚ ĚŝƐĐůŽƐĞ ĂŶĚ 
ƵƐĞ ƉĞƌƐŽŶĂů ŝŶĨŽ 

&ĞĚĞƌĂů ƉƌŝǀĂĐǇ ůĂǁ 

ĐŽǀĞƌƐ ƉƌŝǀĂƚĞ ƐĞĐƚŽƌ  
ĂŶĚ ĐŽŵŵĞƌĐŝĂů 

ŽƌŐĂŶŝǌĂƟŽŶƐ 

tĞ ŵĂĚĞ ƚŚŝƐ ŐƌĂƉŚŝĐ ŽƌŐĂŶŝǌĞƌ ƚŽ ĂŶƐǁĞƌ dŽŶǇ͛Ɛ ƋƵĞƐƚŝŽŶ͘ hƐĞ ǇŽƵƌ ŽǁŶ ǁŽƌĚƐ ƚŽ ĞǆƉůĂŝŶ 
ƚŚĞ ůĂǁ ƚŚĂƚ ƉƌŽƚĞĐƚƐ dŽŶǇ͛Ɛ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͘  zŽƵ ĐĂŶ ǁŽƌŬ ǁŝƚŚ Ă ƉĂƌƚŶĞƌ ĂŶĚ ƚĞůů 
ƚŚĞŵ ŝŶ ǇŽƵƌ ŽǁŶ ǁŽƌĚƐ Žƌ ǇŽƵ ĐĂŶ ǁƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌƐ ĚŽǁŶ͘
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Activity 5 – Task
Use your question about privacy issues. 

WĂƌĂƉŚƌĂƐĞ ŚŽǁ Privacy Policies and Laws ĂŶƐǁĞƌƐ ǇŽƵƌ ƋƵĞƐƚŝŽŶ͘  /Ŷ ŽƚŚĞƌ ǁŽƌĚƐ͕ ƵƐĞ ǇŽƵƌ 
ŽǁŶ ǁŽƌĚƐ ƚŽ ĞǆƉůĂŝŶ ŚŽǁ ǇŽƵƌ ƋƵĞƐƚŝŽŶ ǁĂƐ ĂŶƐǁĞƌĞĚ͘

tŽƌŬ ǁŝƚŚ ǇŽƵƌ ƉƌĂĐƚŝƚŝŽŶĞƌ͕ Ă ƉĂƌƚŶĞƌ Žƌ ǁƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ĚŽǁŶ͘

tŚĂƚ d,/E</E' ^</>>^ ĂƌĞ ǇŽƵ ƵƐŝŶŐ ǁŚĞŶ ǇŽƵ ƉĂƌĂƉŚƌĂƐĞ͕ ŐĞŶĞƌĂůŝǌĞ͕ ƐƵŵŵĂƌŝǌĞ Žƌ 
ĐƌĞĂƚĞ Ă ƐŝŵŝůĂƌ ĂŶƐǁĞƌ ƵƐŝŶŐ ǇŽƵƌ ŽǁŶ ǁŽƌĚƐ͍

Task
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Activity 6 – Skill Builder
hƐĞ ƚŚŝƐ ƐƉŝĚĞƌ ƉůĂŶ ĂŶĚ ǇŽƵƌ ŽǁŶ ǁŽƌĚƐ ƚŽ ƌĞĐĂƉ ǁŚĂƚ ŝƐ ĐŽŶƐŝĚĞƌĞĚ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͘  

Personal 
informa�on 

 

name 

address 

date of 
birth 

medical  
history 

credit 
informa�on 

financial 
informa�on 

ID issue and 
expiry dates 

contact 
informa�on 

marital 
status 

other 

inten�ons 
to acquire 
goods and 
services 

where you 
travel 

zŽƵ ĐĂŶ ǁŽƌŬ ǁŝƚŚ Ă ƉĂƌƚŶĞƌ͕ ǁŝƚŚ ǇŽƵƌ ƉƌĂĐƚŝƚŝŽŶĞƌ Žƌ ďǇ ǇŽƵƌƐĞůĨ͘
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Activity 6 – Task
hƐŝŶŐ ǇŽƵƌ ŽǁŶ ĚŽĐƵŵĞŶƚ͕ ƉĂƌĂƉŚƌĂƐĞ ƚŚĞ ĂŶƐǁĞƌ ƚŽ ǇŽƵƌ ŽǁŶ ƋƵĞƐƚŝŽŶƐ͘ zŽƵ ĐĂŶ ǁŽƌŬ 
ǁŝƚŚ ǇŽƵƌ ƉƌĂĐƚŝƚŝŽŶĞƌ͕ Ă ƉĂƌƚŶĞƌ Žƌ ǇŽƵ ĐĂŶ ǁƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ĚŽǁŶ͘

Task
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P L A N N E R

P L A N N E R
 Remember
Remember what you have read by 
ͻ 'ŽŝŶŐ ŽǀĞƌ ǇŽƵƌ ŶŽƚĞƐ
ͻ ^ŬŝŵŵŝŶŐ ĂŶĚ ƐĐĂŶŶŝŶŐ ƚŚĞ ƚĞǆƚ ĂŐĂŝŶ
ͻ �ŝƐĐƵƐƐŝŶŐ ǁŝƚŚ ŽƚŚĞƌ ƉĞŽƉůĞ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ
ͻ tƌŝƚŝŶŐ Ă ƐƵŵŵĂƌǇ ŽĨ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ƌĞĂĚ

dŚĞ ŵŽƌĞ ƚĞĐŚŶŝƋƵĞƐ ǇŽƵ ƵƐĞ ƚŽ ŝŵƉƌŽǀĞ ǇŽƵƌ ŵĞŵŽƌǇ͕ ƚŚĞ ďĞƚƚĞƌ ǇŽƵƌ ^/'E/&/��Ed h^� 
K& D�DKZz ^ŬŝůůƐ ďĞĐŽŵĞ͘
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P L A N N E R

P L A N N E R
 Research
Research ƚŚĞ ƚŽƉŝĐ ƚŽ ŐĞƚ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝĨ ǇŽƵƌ ƋƵĞƐƚŝŽŶƐ 
ŚĂǀĞ ŶŽƚ ďĞĞŶ ĂŶƐǁĞƌĞĚ ;ǇŽƵƌ ĐƌŝƚĞƌŝĂ ŚĂƐ ŶŽƚ ďĞĞŶ ŵĞƚͿ Ͳ 
&/E�/E' /E&KZD�d/KE͘ 
zŽƵ ĐĂŶ 
ͻ  ̂ ĞĞ ŝĨ ƚŚĞ ĚŽĐƵŵĞŶƚ ƐŚŽǁƐ ǇŽƵ ǁŚĞƌĞ ƚŽ ĨŝŶĚ ŵŽƌĞ 

ŝŶĨŽƌŵĂƚŝŽŶ
ͻ �ŚĞĐŬ ƚŚĞ ŝŶƚĞƌŶĞƚ
ͻ dĂůŬ ƚŽ Ă ƐƉĞĐŝĂůŝƐƚ ŝŶ ƚŚĞ ƐƵďũĞĐƚ
ͻ dĂůŬ ƚŽ ĨĂŵŝůǇ͕ ĨƌŝĞŶĚƐ͕ ƉĞĞƌƐ ĂŶĚ ĐŽͲǁŽƌŬĞƌƐ
ͻ dĂůŬ ƚŽ ĞŵƉůŽǇĞƌƐ ĂŶĚ ƚĞĂĐŚĞƌƐ
ͻ �ŽŶƚĂĐƚ ĂŶ ŝŶĨŽƌŵĂƚŝŽŶ ƐƉĞĐŝĂůŝƐƚ Ăƚ ǇŽƵƌ ůŽĐĂů ůŝďƌĂƌǇ
ͻ >ŽŽŬ ĨŽƌ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ ďǇ ƚŚĞ ƐĂŵĞ ĂƵƚŚŽƌ

 
zŽƵ ŚĂǀĞ ƚŽ ĂŶĂůǇǌĞ ŽƚŚĞƌ ƐŽƵƌĐĞƐ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ Ͳ �Z/d/��> d,/E</E'

ͻ  dŚŝƐ ŵĞĂŶƐ ǇŽƵ ŵŝŐŚƚ ŚĂǀĞ ƚŽ ĐŚĞĐŬ ŵŽƌĞ ƚŚĂŶ ŽŶĞ ƐŽƵƌĐĞ ;ůŝŬĞ ŐĞƚƚŝŶŐ Ă ƐĞĐŽŶĚ 
ŽƉŝŶŝŽŶͿ͘  zŽƵ ĐĂŶ ĂƐŬ ƐƉĞĐŝĂůŝƐƚƐ ŝŶ ƚŚĞ ĂƌĞĂ Žƌ ƉĞŽƉůĞ ǁŚŽ ŚĂǀĞ ůŽƚƐ ŽĨ ĞǆƉĞƌŝĞŶĐĞ 
ǁŝƚŚ Ă ƚŽƉŝĐ ǁŚĞƌĞ ƚŚĞǇ ŐĞƚ ƚŚĞŝƌ ŝŶĨŽƌŵĂƚŝŽŶ͘

�ŚŽŽƐĞ ǁŚĞƌĞ ǇŽƵ ĂƌĞ ŐŽŝŶŐ ƚŽ ƌĞƐĞĂƌĐŚ Ͳ ���/^/KE D�</E'

>ŽĐĂƚĞ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ĂƌĞ ůŽŽŬŝŶŐ ĨŽƌ Ͳ &/E�/E' /E&KZD�d/KE
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Activity 7 – Task
/Ĩ ǇŽƵƌ ŽǁŶ ƉĞƌƐŽŶĂů ƋƵĞƐƚŝŽŶƐ ĂďŽƵƚ ƉƌŝǀĂĐǇ ƉŽůŝĐŝĞƐ ĂŶĚ ůĂǁƐ ŚĂǀĞ ŶŽƚ ďĞĞŶ ĂŶƐǁĞƌĞĚ͕ Žƌ 
ŝĨ ǇŽƵ ŚĂǀĞ ŵŽƌĞ ƋƵĞƐƚŝŽŶƐ͕ ǁŚĞƌĞ ĐŽƵůĚ ǇŽƵ ŐŽ ĨŽƌ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ͍

Activity 8 – Task 
,ĂƐ ǇŽƵƌ ŽǁŶ ĚŽĐƵŵĞŶƚ ĂŶƐǁĞƌĞĚ ǇŽƵƌ ƋƵĞƐƚŝŽŶƐ͍  /Ĩ ŶŽƚ͕ ǁŚĞƌĞ ĐŽƵůĚ ǇŽƵ ŐŽ ĨŽƌ ŵŽƌĞ 
ŝŶĨŽƌŵĂƚŝŽŶ͍  DĂŬĞ Ă ůŝƐƚ ŽĨ ϰ ǁĂǇƐ ǇŽƵ ĐŽƵůĚ ƌĞƐĞĂƌĐŚ ƚŚŝƐ ƚŽƉŝĐ͘  tŚŝĐŚ ƐŽƵƌĐĞƐ ŽĨ 
ŝŶĨŽƌŵĂƚŝŽŶ ǁŽƵůĚ ďĞ ƚŚĞ ŵŽƐƚ ƌĞůŝĂďůĞ͍  tŚǇ͍

Task

Task

DĂŬĞ Ă ůŝƐƚ ŽĨ Ăƚ ůĞĂƐƚ ϰ ǁĂǇƐ ǇŽƵ ĐŽƵůĚ ƌĞƐĞĂƌĐŚ ƉƌŝǀĂĐǇ ŝƐƐƵĞƐ͘ 

tŚŝĐŚ ƐŽƵƌĐĞƐ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ ǁŽƵůĚ ďĞ ƚŚĞ ŵŽƐƚ ƌĞůŝĂďůĞ͍  tŚǇ͍
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Learning Modules

Using THINKING SKILLS and the PLANNER process for more than reading
You have now finished the PLANNER process and have used a variety of THINKING SKILLS 
throughout the process.
Remember, the more you practise these steps, the faster and easier it will become.  The 
more you THINK about the THINKING process, the better you will be at 

•	 FINDING INFORMATION
•	 SIGNIFICANT USE OF MEMORY
•	 CRITICAL THINKING
•	 PROBLEM SOLVING
•	 DECISION MAKING 
•	 JOB TASK ORGANIZATION

You can use the same process and the same THINKING SKILLS for understanding 
information from a lot of different sources- not just the ones you have to read.
You can use the same process when you

•	 Listen to lectures in a classroom
•	 Attend a meeting at work
•	 Meet with a health practitioner about your diabetes or other health concerns
•	 Meet with your child’s teacher at parent-teacher night
•	 Listen to news programs or documentaries on the radio
•	 Watch a WHMIS training video

Can you think of situations in your life that would benefit from the skills you have learned 
in the “Thinking through Reading Modules”?
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Supports the following types of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ dĂƐŬͶĨŝůůŝŶŐ ŝŶ ŚĞĂůƚŚ ŚŝƐƚŽƌǇ ǁŚĞŶ ƐĞĞŝŶŐ Ă  

ŚĞĂůƚŚ ƉƌĂĐƚŝƚŝŽŶĞƌ ĨŽƌ ƚŚĞ ĨŝƌƐƚ ƚŝŵĞ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ dĂƐŬͶ&ŝůůŝŶŐ ŝŶ Ă ũŽď ĂƉƉůŝĐĂƚŝŽŶ 
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ dĂƐŬͶ&ŝůůŝŶŐ ŝŶ ĐŽƵƌƐĞ ƌĞŐŝƐƚƌĂƚŝŽŶ ĨŽƌŵƐ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ dĂƐŬͶĨŝůůŝŶŐ ŝŶ ĨŝŶĂŶĐŝĂů ĂƐƐŝƐƚĂŶĐĞ ĂƉƉůŝĐĂƚŝŽŶ ĨŽƌŵƐ

Pre-requisites – EŽŶĞ	 	 	 	 	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ
•	 WĂƉĞƌ
•	 /ŶƚĞƌŶĞƚ ĂĐĐĞƐƐ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ͕ Žƌ ƐŵĂƌƚ ďŽĂƌĚ ĨŽƌ ŽǀĞƌŚĞĂĚ ǀŝĞǁŝŶŐ
•	 ǁŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ
•	 WĂƉĞƌ Žƌ ĞůĞĐƚƌŽŶŝĐ ĐŽƉǇ ŽĨ t^/� &Žƌŵ ϲ
•	 WĂƉĞƌ ĐŽƉǇ ŽĨ dŝŵ ,ŽƌƚŽŶ͛Ɛ �ƉƉůŝĐĂƚŝŽŶ &Žƌŵ

ŚƚƚƉ͗ͬͬǁǁǁ͘ǁƐŝď͘ŽŶ͘ĐĂͬĨŝůĞƐͬ�ŽŶƚĞŶƚͬ�ŽǁŶůŽĂĚĂďůĞйϮϬ&ŝůĞ&ŽƌŵйϮϬϲйϮϬĨŽƌйϮϬ
tŽƌŬĞƌͬϬϬϬϲ�͘ƉĚĨ

ŚƚƚƉ͗ͬͬǁǁǁ͘ƚŝŵŚŽƌƚŽŶƐ͘ĐŽŵͬĐĂͬƉĚĨͬZĞƐƚĂƵƌĂŶƚͺZĞĐƌƵŝƚŵĞŶƚͺ�ƉƉůŝĐĂƚŝŽŶͺ&Žƌŵ�E͘ƉĚĨ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ĂĐĐƵƌĂƚĞůǇ ĐŽŵƉůĞƚĞ 
ĨŽƌŵƐ ĐŽŶƚĂŝŶŝŶŐ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ĂŶĚ ƐŚŽƌƚ ŶĂƌƌĂƚŝǀĞƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů 

•	 �Ğ ĂďůĞ ƚŽ Ĩŝůů ŝŶ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ Ă ǀĂƌŝĞƚǇ ŽĨ ĚŽĐƵŵĞŶƚƐ
•	 �Ğ ĂďůĞ ƚŽ Ĩŝůů ŝŶ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ ŽŶ ƐŽŵĞŽŶĞ ĞůƐĞ͛Ɛ ďĞŚĂůĨ
•	 �Ğ ĂďůĞ ƚŽ ĐŽŵƉůĞƚĞ Ă ƐŚŽƌƚ ŶĂƌƌĂƚŝǀĞ ŝŶ ƉŽŝŶƚ ĨŽƌŵ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Filling in Forms  
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Learning Modules

OALCF Levels used in Filling in Forms Module

Primary OALCF 
Competencies

Performance Descriptors

B3.1a •	 makes a direct match between what is requested and what is 
entered

•	 makes entries using familiar vocabulary
B3.2a •	 uses layout to determine where to make entries

•	 begins to make some inferences to decide what information is 
needed, where and how to enter the information

•	 makes entries using a limited range of vocabulary
•	 follows instructions on documents

B3.3 •	 uses layout to determine where to make entries
•	 makes inferences to decide what, where and how to enter 

information
D1 •	 follows simple prompts

•	 follows apparent steps to complete tasks
•	 interprets brief text and icons
•	 locates specific functions and information
•	 requires support to identify sources and to evaluate and integrate 

information
•	 begins to perform simples searches (e.g. internet, software help 

menu)
D2 •	 selects and follows appropriate steps to complete tasks

•	 locates and recognizes functions and commands
•	 makes low-level inferences to interpret icons and text
•	 begins to identify sources and evaluate information
•	 performs simple searches using keywords (e.g. internet, software 

help menu)
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Primary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological 

texts
•	 follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences

A2.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 requires support to identify sources and to evaluate and integrate 

information
A2.2 •   makes connections between parts of documents

•   makes low-level inferences
•   begins to identify sources and evaluate information
•   performs limited searches using one or two search criteria
•   extracts information from tables and forms

E1 •   �begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•   �begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•   begins to monitor own learning
•   uses feedback to improve performance

E2 •   �uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•   sequences activities in multi-step tasks
•   monitors own learning
•   �begins to identify how skills and strategies can transfer to different 

contexts
F If learner completes module as part of a group
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Learning Modules

Essential Skills Levels used in Filling in Forms Module

Essential Skills  Level Essential Skills  Level
Reading Text 2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

Document Use 3

Writing 2

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X
X

X

X

X

X

X

X
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Learning Modules

Practitioner Instructions

When presenting to a group of learners, information sheets can be converted for use with 
an LED projector or smart board or can be used as prompts for practitioner notes on flip-
chart or white board.
 
When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as document use skills.  

Each learner will receive information sheets and activity sheets.
 Read each page aloud with the learner.  

Learners are encouraged to underline, or highlight important information .  Additional 
paper should be provided.

Learners can become overwhelmed with complex or long forms.  Encourage learners to 
start filling in forms using pencil and eraser as they begin.  Once they are confident with 
how they have completed the form, they can either fill in a duplicate form in pen or write 
over their pencil version and erase the pencil later.  

Learners may abandon forms when they see requests for information they do not 
know.  Encourage the learner to fill in everything that they do know first and then look 
for information that they are missing.  Documents may ask for ID numbers, credit card 
information, dates and contact information that the learner may not have memorized.  
They can find the sources of the missing information and then copy directly into the form at 
a later date.

Learners with computer skills may want to download and print their own WSIB & job 
application forms.  For learners who struggle with computer skills, pre-printed versions or 
assistance with computer skills should be provided.
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Learning Modules

Practitioner Activity Instructions

Hand out – Filling in Forms or Document Use

Read the handout out loud with the learner.

Ask the learners for examples of forms they have filled in today, this week, this month etc…
Encourage learners to think about electronic documents as well as paper format. Electronic 
documents might be fillable PDF documents, emails, texts on their phone, online surveys, 
even very simple check boxes like those that need to be navigated when depositing money 
at an ATM or paying bills online.  Any document that asks the learner to fill in the blanks, 
check the boxes, or circle their answers counts.

Activity 1 – Instructions
Purpose—introduce common vocabulary found in documents

Provide the learners with the Document Use Vocabulary list.  Read each word out loud.  
Encourage learners to identify any vocabulary that is unknown to them. Explain that this is 
not a complete list of terms.

On a separate sheet of paper, have the learner list the vocabulary words on every 3rd line.  
Ask them to create a definition for the word and encourage them to give an example of 
how the word can be used.  

If the learner does not know the definition of the word, encourage them to use a 
dictionary, online dictionary, thesaurus or discuss with a partner.

Discuss the list as a group when everyone has finished the activity.  

Discuss other problem vocabulary from learners’ experience with documents.
A sample list of definitions has been included at the end of the module in the answers 
section.
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Activity 2 – 4 Instructions
�ĐƚŝǀŝƚŝĞƐ ϮͲϰ ƵƐĞ Ă ĐĂƐĞ ƐƚƵĚǇ ŝŶƐƚĞĂĚ ŽĨ ĂƐŬŝŶŐ ůĞĂƌŶĞƌƐ ƚŽ ĞŶƚĞƌ ƚŚĞŝƌ ŽǁŶ ƉĞƌƐŽŶĂů 
ŝŶĨŽƌŵĂƚŝŽŶ͘ ZĞŵŝŶĚ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƵƐĞ ƚŚĞ ĐĂƐĞ ƐƚƵĚǇ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ Ĩŝůů ŝŶ ƚŚĞ ĨŽƌŵƐ͘  
>ĞĂƌŶĞƌƐ ƐŚŽƵůĚ ƵƐĞ ƚŽĚĂǇ͛Ɛ ĚĂƚĞ ǁŚĞŶ ĨŝůůŝŶŐ ŝŶ ƚŚĞ ĨŽƌŵƐ͘  dŚĞ ǇĞĂƌ ƚŚĂƚ ƚŚĞ ĐĂƐĞ ƐƚƵĚǇ 
ŝŶĚŝǀŝĚƵĂů ǁĂƐ ďŽƌŶ ǁĂƐ ŶŽƚ ŝŶĐůƵĚĞĚ ŝŶ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ͘  dŚĞ ůĞĂƌŶĞƌƐ ǁŝůů ŚĂǀĞ ƚŽ ĐĂůĐƵůĂƚĞ 
ƚŚĞ ǇĞĂƌ ŽĨ ŚŝƐ ďŝƌƚŚ ďĂƐĞĚ ŽŶ ƚŽĚĂǇ͛Ɛ ĚĂƚĞ ĂŶĚ ŚŝƐ ĂŐĞ͘ 

Activity 2
dŚĞ dŝŵ ,ŽƌƚŽŶ͛Ɛ :Žď �ƉƉůŝĐĂƚŝŽŶ &Žƌŵ ŵƵƐƚ ďĞ ƉƌŝŶƚĞĚ ĂŶĚ ĨŝůůĞĚ ŝŶ ŽŶ ƚŚĞ ƉĂƉĞƌ͕ ŶŽƚ 
ŽŶůŝŶĞ͘  dŚĞƌĞ ŝƐ ŶŽ ĂŶƐǁĞƌ ŬĞǇ ĨŽƌ ƚŚŝƐ ĨŽƌŵ͘  

ŚƚƚƉ͗ͬͬǁǁǁ͘ƚŝŵŚŽƌƚŽŶƐ͘ĐŽŵͬĐĂͬƉĚĨͬZĞƐƚĂƵƌĂŶƚͺZĞĐƌƵŝƚŵĞŶƚͺ�ƉƉůŝĐĂƚŝŽŶͺ&Žƌŵ�E͘ƉĚĨ

�ŝƐĐƵƐƐŝŽŶƐ ƌĞŐĂƌĚŝŶŐ ŵŝƐƐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ �ĐƚŝǀŝƚǇ Ϯ ŵŝŐŚƚ ŝŶĐůƵĚĞ͗
•	 �ĂƚĞ ĂǀĂŝůĂďůĞ ƚŽ ƐƚĂƌƚͶ�ĐĐĞƉƚ ĂŶǇ ĂŶƐǁĞƌƐ ƚŚĂƚ ĐŽŝŶĐŝĚĞ ǁŝƚŚ ŚŝŐŚ ƐĐŚŽŽů ĞŶĚŝŶŐ ĨŽƌ 

ƚŚĞ ƐƵŵŵĞƌ
•	 ZĞĨĞƌĞŶĐĞ ŝŶĨŽƌŵĂƚŝŽŶͶ�Ğǀ ŵŝŐŚƚ ĐŚŽŽƐĞ ƚŽ ƵƐĞ ŚŝƐ ĨƌŝĞŶĚ �ůĞǆ ďƵƚ ǁĞ ĚŽ ŶŽƚ ŚĂǀĞ 

�ůĞǆ͛Ɛ ĐŽŶƚĂĐƚ ŝŶĨŽƌŵĂƚŝŽŶ
•	 WĂǇ �ǆƉĞĐƚĂƚŝŽŶƐͶĂŶƐǁĞƌƐ ŵĂǇ ǀĂƌǇͲ ƚŚŝƐ ŝƐ ĂŶ ĞŶƚƌǇ ůĞǀĞů ũŽď ƚŚĂƚ ǁŝůů ůŝŬĞůǇ ƉĂǇ 

ŵŝŶŝŵƵŵ ǁĂŐĞ͕ ƉĂƌƚŝĐƵůĂƌůǇ ĨŽƌ ƐŽŵĞŽŶĞ ǁŝƚŚ ŶŽ ĞŵƉůŽǇŵĞŶƚ ĞǆƉĞƌŝĞŶĐĞ
•	 �ͲŵĂŝů ʹŶŽƚ ŬŶŽǁŶ
•	 ,ŝŐŚĞƐƚ ůĞǀĞů ŽĨ ĞĚƵĐĂƚŝŽŶͶŶŽƚ ŬŶŽǁŶ ďƵƚ ǁĞ ĐĂŶ ŝŶĨĞƌ ďĂƐĞĚ ŽŶ �Ğǀ͛Ɛ ĂŐĞ ƚŚĂƚ ŚĞ ŝƐ 

Ă ƐĞŶŝŽƌ ŝŶ ŚŝŐŚ ƐĐŚŽŽů

Activity 3
dŚĞ ĨŽƌŵ ƚĞŵƉůĂƚĞ ĨŽƌ �ĐƚŝǀŝƚǇ ϯ ŝƐ ĐŽŶƚĂŝŶĞĚ ŝŶ ƚŚĞ ďŽĚǇ ŽĨ ƚŚŝƐ ŵŽĚƵůĞ͘ �ŶƐǁĞƌƐ ƚŽ ƚŚŝƐ 
ĂĐƚŝǀŝƚǇ ĂƌĞ Ăƚ ƚŚĞ ĞŶĚ ŽĨ ƚŚĞ ŵŽĚƵůĞ͘
/ŶƐƚƌƵĐƚ ƚŚĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ƚŽĚĂǇ͛Ɛ ĚĂƚĞ ǁŚĞŶ ĨŝůůŝŶŐ ŝŶ ƚŚĞ ĨŽƌŵ
�ŝƐĐƵƐƐŝŽŶƐ ƌĞŐĂƌĚŝŶŐ ŵŝƐƐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ �ĐƚŝǀŝƚǇ Ϯ ŵŝŐŚƚ ŝŶĐůƵĚĞ

•	 WĂƌĞŶƚƐ͛ ĐŽŶƚĂĐƚ ŝŶĨŽƌŵĂƚŝŽŶͶŶŽƚ ƉƌŽǀŝĚĞĚ
•	 �ŽĐƚŽƌ ĐŽŶƚĂĐƚ ŝŶĨŽƌŵĂƚŝŽŶͶŵŝŐŚƚ ďĞ ĂďůĞ ƚŽ ůŽŽŬ ƵƉ Ă ƌĞĂů ĚŽĐƚŽƌ ŝŶ ƚŚĞ �ŽůůĞŐĞ ŽĨ 

WŚǇƐŝĐŝĂŶƐ ĂŶĚ ^ƵƌŐĞŽŶƐ ŽĨ KŶƚĂƌŝŽ ǁĞďƐŝƚĞ Žƌ ŽƚŚĞƌ ůŝƐƚŝŶŐ ĨŽƌ ĚŽĐƚŽƌƐ
•	 EĂŵĞƐ ŽĨ ŵĞĚŝĐĂƚŝŽŶͶǁĞ ĂƌĞ ŽŶůǇ ƚŽůĚ �Ğǀ ƚĂŬĞƐ ŝŶƐƵůŝŶ ďǇ ƉƵŵƉ ĂŶĚ Ă ƉƵĨĨĞƌ ĨŽƌ 

ŚŝƐ ĂƐƚŚŵĂ ďƵƚ ǁĞ ĚŽŶ͛ƚ ŬŶŽǁ ǁŚĂƚ ƐƉĞĐŝĨŝĐ ŵĞĚŝĐĂƚŝŽŶ ŚĞ ŝƐ ƵƐŝŶŐ
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Activity 4
dŚĞ t^/� &Žƌŵ ϲ ĐĂŶ ďĞ ƉƌŝŶƚĞĚ ĂŶĚ ĨŝůůĞĚ ŝŶ ŽŶ ƉĂƉĞƌ͘  /ƚ ĐĂŶ ĂůƐŽ ďĞ ƵƐĞĚ ĂƐ Ă ĨŝůůĂďůĞ W�& 
ďǇ ůĞĂƌŶĞƌƐ ǁŚŽ ǁĂŶƚ ƚŽ ƉƌĂĐƚŝĐĞ ƚŚĞŝƌ ĐŽŵƉƵƚĞƌ ƐŬŝůůƐ͘  dŚĞƌĞ ŝƐ ŶŽ ĂŶƐǁĞƌ ŬĞǇ ĨŽƌ ƚŚŝƐ 
ĨŽƌŵ͘
ŚƚƚƉ͗ͬͬǁǁǁ͘ǁƐŝď͘ŽŶ͘ĐĂͬĨŝůĞƐͬ�ŽŶƚĞŶƚͬ�ŽǁŶůŽĂĚĂďůĞйϮϬ&ŝůĞ&ŽƌŵйϮϬϲйϮϬĨŽƌйϮϬ
tŽƌŬĞƌͬϬϬϬϲ�͘ƉĚĨ

/ŶƐƚƌƵĐƚ ƚŚĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ƚŽĚĂǇ͛Ɛ ĚĂƚĞ ĂƐ ƚŚĞ ĂĐĐŝĚĞŶƚ ĚĂƚĞ͘

ZĞǀŝĞǁ ĐŽŵƉůĞƚĞĚ ĨŽƌŵƐ ǁŝƚŚ ůĞĂƌŶĞƌƐ ĂƐ Ă ŐƌŽƵƉ ĂŶĚ ĚŝƐĐƵƐƐ ĂŶǇ ĚŝĨĨĞƌĞŶĐĞƐ͘ �ŝƐĐƵƐƐŝŽŶƐ 
ƌĞŐĂƌĚŝŶŐ ŵŝƐƐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ �ĐƚŝǀŝƚǇ ϰ ŵŝŐŚƚ ŝŶĐůƵĚĞ

•	 ^/E ŶƵŵďĞƌͶĨŽƵŶĚ ŽŶ ǇŽƵƌ ^/E ĐĂƌĚ ĂŶĚ ŶĞĞĚĞĚ ĨŽƌ ĂŶǇ ĞŵƉůŽǇŵĞŶƚ Žƌ ƚŽ ĨŝůĞ  ǇŽƵƌ 
ŝŶĐŽŵĞ ƚĂǆ
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Additional Activities 
&ŝŶĚ ŽŶůŝŶĞ ĨŽƌŵƐ Žƌ ŽƚŚĞƌ ĂƵƚŚĞŶƚŝĐ ĚŽĐƵŵĞŶƚƐ ĂŶĚ ƉƌĂĐƚŝĐĞ ĨŝůůŝŶŐ ŝŶ ĨŽƌŵƐ ǁŝƚŚ ƉĞƌƐŽŶĂů 
ŝŶĨŽƌŵĂƚŝŽŶ͘

tŽƌŬ ǁŝƚŚ Ă ƉĂƌƚŶĞƌ ĂŶĚ Ĩŝůů ŝŶ Ă ĨŽƌŵ ŽŶ ƚŚĞŝƌ ďĞŚĂůĨ͘

>ĞĂƌŶĞƌƐ ĐĂŶ ƌĞƉĞĂƚ ĂĐƚŝǀŝƚŝĞƐ ϮͲϰ ƵƐŝŶŐ ƚŚĞŝƌ ŽǁŶ ŝŶĨŽƌŵĂƚŝŽŶ ďƵƚ ƐŚŽƵůĚ ďĞ ŵĂĚĞ ĂǁĂƌĞ 
ƚŚĂƚ ƚŚĞŝƌ ƉĞƌƐŽŶĂů ĂŶĚ ŚĞĂůƚŚ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚŽƵůĚ ďĞ ŬĞƉƚ ĐŽŶĨŝĚĞŶƚŝĂů͘  /ƚ ŝƐ ƌĞĐŽŵŵĞŶĚĞĚ 
ƚŚĂƚ ƚŚĞǇ ĂƌĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƐŚƌĞĚ ƚŚĞ ĚŽĐƵŵĞŶƚƐ Žƌ ďĞ ƐƵƌĞ ƚŽ ŬĞĞƉ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƐĂĨĞ͘ 
� ƐŚŽƌƚ ĚŝƐĐƵƐƐŝŽŶ ŽŶ ŝĚĞŶƚŝƚǇ ƚŚĞĨƚ ŵĂǇ ďĞ ďĞŶĞĨŝĐŝĂů͘ 

dŚĞƌĞ ĂƌĞ ŶƵŵĞƌŽƵƐ ƐŝƚĞƐ ǁŚĞƌĞ ĨŽƌŵƐ ĂŶĚ ƚĞŵƉůĂƚĞƐ ĐĂŶ ďĞ ĨŽƵŶĚ͘ ,ĞĂůƚŚ ŝŶƐƵƌĂŶĐĞ ĨŽƌŵƐ 
ĂƌĞ ĂǀĂŝůĂďůĞ Ăƚ Ăůů ŝŶƐƵƌĂŶĐĞ ĐĂƌƌŝĞƌ ǁĞďƐŝƚĞƐ͘  

dŚĞ 'ŽǀĞƌŶŵĞŶƚ ŽĨ �ĂŶĂĚĂ ŚĂƐ Ăůů ƚĂǆĂƚŝŽŶ ĨŽƌŵƐ ŽŶůŝŶĞ ĂƐ ĞŝƚŚĞƌ ƉƌŝŶƚĂďůĞ ǀĞƌƐŝŽŶƐ Žƌ 
ĨŝůůĂďůĞ W�&͛Ɛ͘  ŚƚƚƉ͗ͬͬǁǁǁ͘ĐƌĂͲĂƌĐ͘ŐĐ͘ĐĂͬĨŽƌŵƐƉƵďƐͬƌƋƐƚͲĞŶŐ͘Śƚŵů

� ŐĞŶĞƌĂů ŵĞŶƵ ŽĨ KŶƚĂƌŝŽ ŐŽǀĞƌŶŵĞŶƚ ĨŽƌŵƐ ĐĂŶ ďĞ ĨŽƵŶĚ Ăƚ ŚƚƚƉ͗ͬͬǁǁǁ͘ŽŶƚĂƌŝŽ͘ĐĂͬ
ŐŽǀĞƌŶŵĞŶƚͬƐĞĂƌĐŚͲƌĞƐƵůƚƐ͍ƋƵĞƌǇсĨŽƌŵƐΘŽƉс^ĞĂƌĐŚ

KŶůŝŶĞ ĨŽƌŵƐ ŝŶĐůƵĚĞ ĂƉƉůŝĐĂƚŝŽŶƐ ĨŽƌ ŚĞĂůƚŚ ĐĂƌĚƐ͕ ďŝƌƚŚ ĐĞƌƚĨŝĐĂƚĞƐ͕ ƉŚŽƚŽ /�͕ ďĂďǇ 
ƌĞŐŝƐƚƌĂƚŝŽŶ ĂŶĚ ^ŽĐŝĂů /ŶƐƵƌĂŶĐĞ EƵŵďĞƌ͕ ĂƐ ǁĞůů ĂƐ ŵĂŶǇ ŽƚŚĞƌƐ͘



Filling in Forms     D-13   Learning Modules

Filling in Forms or Document Use
&ŽƌŵƐ ĂƌĞ Ăůů ĂƌŽƵŶĚ ƵƐ͘  tĞ Ĩŝůů ƚŚĞŵ ŝŶ ŽŶ ƉĂƉĞƌ ĂŶĚ ĞůĞĐƚƌŽŶŝĐĂůůǇ͘  &ŽƌŵƐ Žƌ ĚŽĐƵŵĞŶƚƐ 
ĐĂŶ ďĞ ƐĞƚ ƵƉ ŝŶ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ͘  ^ŽŵĞ ĂƌĞ ƐĞƚ ƵƉ ůŝŬĞ Ă ĐĂůĞŶĚĂƌ͕ ŽƚŚĞƌƐ ĂƌĞ ůŝŬĞ Ă ůŝƐƚ͘  ^ŽŵĞ 
ĨŽƌŵƐ Žƌ ĚŽĐƵŵĞŶƚƐ ŵŝŐŚƚ ĂƐŬ ǇŽƵ ƚŽ ĐŚĞĐŬ ďŽǆĞƐ Žƌ ĐŝƌĐůĞ ĂŶƐǁĞƌƐ Žƌ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ŝƐ 
ƌĞůĞǀĂŶƚ ƚŽ ǇŽƵ͘ 

zŽƵ ŵŝŐŚƚ Ĩŝůů ŝŶ Ă 
ĐŽŵƉůĂŝŶƚ ĨŽƌŵ Žƌ ǇŽƵƌ 
ŝŶĐŽŵĞ ƚĂǆ ĨŽƌŵƐ �ǀĞŶ ǁŚĞŶ ǇŽƵ Ĩŝůů ŝŶ ǇŽƵƌ 

ůŽƚƚĞƌǇ ŶƵŵďĞƌƐ Žƌ ĐŽŵƉůĞƚĞ 
Ă ŵƵůƚŝƉůĞ ĐŚŽŝĐĞ ƚĞƐƚ ǇŽƵ ĂƌĞ 
ĨŝůůŝŶŐ ŝŶ Ă ĨŽƌŵ 

zŽƵ ŵŝŐŚƚ Ĩŝůů ŝŶ Ă ĐĂůĞŶĚĂƌ Žƌ ĚĂǇͲƚŝŵĞƌ ǁŝƚŚ 
ŝŵƉŽƌƚĂŶƚ ƉĞƌƐŽŶĂů Žƌ ǁŽƌŬ ŝŶĨŽƌŵĂƚŝŽŶ͘

zŽƵ ŵŝŐŚƚ ƐĞŶĚ Ă ƚĞǆƚ Žƌ ĞͲŵĂŝů 
ƵƐŝŶŐ ĂŶ ĞůĞĐƚƌŽŶŝĐ ĨŽƌŵ
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Form Layout
Forms are laid out differently depending on what they are used for.

Each form will have sections.  They might be
•	 Instructions
•	 Contact information
•	 Personal information
•	 Details
•	 Consent or Declaration
•	 Signature
•	 Return address

Instructions might be a large section of instructions written at the beginning or you might 
get instructions on every line of the form.  There could be a glossary or list of terms at the 
beginning or end of a very long form.

Each form will be different.  We need to be able to recognize what information is needed 
in each section.   The form will tell us which information goes where but we have to 
understand the vocabulary that is used on the form
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Activity 1 – Skill Builder
Document Use Vocabulary
Forms may use words that you have not seen before.

Which words in the following list are new to you? 

Write the write the new words on a separate sheet of paper.  Using your own words, write 
the definition or the meaning of the words. 

You can use a dictionary or online resource to help you if you are not sure.

1.  Maiden Name 16.  Authorize
2.  Not applicable or N/A 17.  Title
3.  SIN 18.  Confirm
4.  Signature 19.  Confidential
5.  Initial 20.  Disclose
6.  Occupation 21.  Family history
7.  Marital Status 22.  Current address
8.  D.O.B. 23.  Declaration
9.  Spouse 24.  Gender
10.  Common Law 25.  Office use
11.  Convictions 26.  Duplicate
12.  Reference 27.  Guardian
13.  Next of kin 28.  Enclose
14.  Dependants 29.  Surname
15.  Applicant 30.  Alternate
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tŚĂƚ ŽƚŚĞƌ ǁŽƌĚƐ ŚĂǀĞ ǇŽƵ ƐĞĞŶ ŽŶ ĨŽƌŵƐ ƚŚĂƚ ǁĞƌĞ ŶĞǁ ƚŽ ǇŽƵ Žƌ ǁĞƌĞ ĐŽŶĨƵƐŝŶŐ͍  �ĚĚ 
ƚŚŽƐĞ ǁŽƌĚƐ ĂŶĚ ƚŚĞŝƌ ĚĞĨŝŶŝƚŝŽŶƐ ƚŽ ǇŽƵƌ ůŝƐƚ͘
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Filling in Personal Information
tĞ ĂƌĞ ŽĨƚĞŶ ĂƐŬĞĚ ƚŽ Ĩŝůů ŝŶ ĨŽƌŵƐ ƵƐŝŶŐ ŽƵƌ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͘  /ƚ ŝƐ ŝŵƉŽƌƚĂŶƚ ƚŽ Ĩŝůů ƚŚŝƐ 
ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ĂĐĐƵƌĂƚĞůǇ ĂŶĚ ƚŽ ƉƵƚ ƚŚĞ ƌŝŐŚƚ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶƚŽ ƚŚĞ ƌŝŐŚƚ ƉůĂĐĞ͘

�ŽŵƉůŝĐĂƚĞĚ ĨŽƌŵƐ ŵŝŐŚƚ ŚĂǀĞ ŝŶƐƚƌƵĐƚŝŽŶ ŐƵŝĚĞƐ͘  dŚĞ dϭ 'ĞŶĞƌĂů /ŶĐŽŵĞ dĂǆ ĨŽƌŵ ŚĂƐ 
Ă ǁŚŽůĞ ďŽŽŬůĞƚ ŽĨ ŝŶƐƚƌƵĐƚŝŽŶƐ ƚŽ ŚĞůƉ ǇŽƵ Ĩŝůů ŝƚ ŝŶ͘  ^ŽŵĞ ĨŽƌŵƐ ŵŝŐŚƚ ŚĂǀĞ ŝŶƐƚƌƵĐƚŝŽŶƐ 
ǁƌŝƚƚĞŶ ŝŶƚŽ ƉĂƌƚƐ ŽĨ ƚŚĞ ĨŽƌŵ͘

zŽƵ ŵŝŐŚƚ ƐĞĞ ŝŶƐƚƌƵĐƚŝŽŶƐ ůŝŬĞ
•	 WůĞĂƐĞ ƉƌŝŶƚ
•	 �ŚĞĐŬ Ăůů ƚŚĂƚ ĂƉƉůǇ
•	 ĚĚͬŵŵͬǇǇ

tŚĂƚ ĚŽ ƚŚĞƐĞ ŝŶƐƚƌƵĐƚŝŽŶƐ ŵĞĂŶ͍

&ŝůů ŝŶ ƚŚŝƐ ŵŝŶŝ ĨŽƌŵ͘

&ŽůůŽǁ ĂŶǇ ŝŶƐƚƌƵĐƚŝŽŶƐ ǇŽƵ ƐĞĞ͘

tŚĂƚ ŽƚŚĞƌ ŝŶƐƚƌƵĐƚŝŽŶƐ ŚĂǀĞ ǇŽƵ ƐĞĞŶ ŽŶ ĨŽƌŵƐ͍

EĂŵĞͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
;ƉůĞĂƐĞ ƉƌŝŶƚͿ

�ĂƚĞͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
;ĚĚͬŵŵͬǇǇͿ

tŚŝĐŚ ĂƉƉŽŝŶƚŵĞŶƚ ƚŝŵĞ ǁŽƵůĚ ǇŽƵ 
ƉƌĞĨĞƌ͍  ;�ŚĞĐŬ Ăůů ƚŚĂƚ ĂƉƉůǇͿ

r  DŽƌŶŝŶŐ
r  �ĨƚĞƌŶŽŽŶ
r  �ǀĞŶŝŶŐ 
r  tĞĞŬĞŶĚ
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Filling in Personal Information

A Case Study
&Žƌ ƚŚĞ ŶĞǆƚ ϯ �ĐƚŝǀŝƚŝĞƐ ǁĞ ǁŝůů ďĞ ůŽŽŬŝŶŐ Ăƚ Ă ĐĂƐĞ ƐƚƵĚǇ͘  /ŶƐƚĞĂĚ ŽĨ ĨŝůůŝŶŐ ŝŶ ǇŽƵƌ ŽǁŶ 
ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͕ ǁĞ ǁŝůů ďĞ ůŽŽŬŝŶŐ Ăƚ �Ğǀ WƌǇĚĞ͛Ɛ ƐŝƚƵĂƚŝŽŶ͘  

ZĞĂĚ �Ğǀ͛Ɛ ƐƚŽƌǇ ďĞůŽǁ͘  �ĐƚŝǀŝƚŝĞƐ Ϯ͕ ϯ ĂŶĚ ϰ ǁŝůů ďĞ ďĂƐĞĚ ŽŶ ŚŝƐ ƉĞƌƐŽŶĂů ŝŶĨŽƌŵĂƚŝŽŶ͘

tŝůůŝĂŵ �Ğǀŝ WƌǇĚĞ ǁĂƐ ďŽƌŶ ŽŶ :ƵůǇ ϭϱ ĂŶĚ  
ŝƐ ϭϳ ǇĞĂƌƐ ŽůĚ͘   ,ŝƐ ĨĂƚŚĞƌ͕ tŝůůŝĂŵ͕ ǁĂƐ ŽƌŝŐŝŶĂůůǇ ĨƌŽŵ 
^ĐŽƚůĂŶĚ ĂŶĚ ŚŝƐ ŵŽƚŚĞƌ͕ ^ĂŶŐĞĞƚĂ͕ ǁĂƐ ĨƌŽŵ /ŶĚŝĂ͘  ,Ğ ǁĂƐ 
ŐŝǀĞŶ ŚŝƐ ŐƌĂŶĚĨĂƚŚĞƌ͛Ɛ ŶĂŵĞ ĂƐ Ă ŵŝĚĚůĞ ŶĂŵĞ ĂŶĚ ŚŝƐ ĨƌŝĞŶĚƐ 
ĐĂůů Śŝŵ ĞŝƚŚĞƌ �ŝůůǇ Žƌ �Ğǀ͘  ,Ğ ǁĂƐ ďŽƌŶ ŝŶ �ĂŶĂĚĂ ĂŶĚ 
ŚĂƐ ĂůǁĂǇƐ ůŝǀĞĚ ŝŶ ƚŚĞ ƐĂŵĞ ŚŽƵƐĞ Ăƚ ϭϴ zĞǁ dƌĞĞ �ǀĞŶƵĞ͕ 
�ƵƌůŝŶŐƚŽŶ KE  >ϳZ ϰzϯ͘  ,ŝƐ ŚŽŵĞ ƉŚŽŶĞ ŶƵŵďĞƌ ŝƐ  
ϵϬϱͲϮϭϴͲϳϰϱϲ ĂŶĚ ŚŝƐ ŶĞǁ ĐĞůů ƉŚŽŶĞ ŶƵŵďĞƌ ŝƐ ϵϬϱͲϴϴϮͲϳϰϱϮ͘

tŚĞŶ �Ğǀ ǁĂƐ ϯ ŚĞ ǁĂƐ ĚŝĂŐŶŽƐĞĚ ǁŝƚŚ dǇƉĞ ϭ �ŝĂďĞƚĞƐ ĂŶĚ 
ƐŝŶĐĞ ƚŚĞŶ ŚĞ ŚĂƐ ůĞĂƌŶĞĚ ŚŽǁ ůŝǀĞ ǁŝƚŚ ƚŚĞ ĚŝƐĞĂƐĞ ďǇ ƐƚĂǇŝŶŐ 
ĂĐƚŝǀĞ͕ ĞĂƚŝŶŐ ǁĞůů͕ ĂƐ ǁĞůů ĂƐ ƵƐŝŶŐ ŝŶƐƵůŝŶ ĂŶĚ ĂŶ ŝŶƐƵůŝŶ ƉƵŵƉ͘  
,Ğ ŚĂƐ ĂŶ ĂůůĞƌŐǇ ƚŽ ĐĂƚƐ ǁŚŝĐŚ ĐĂŶ ƐŽŵĞƚŝŵĞƐ ďƌŝŶŐ ŽŶ ŚŝƐ 
ĂƐƚŚŵĂ͘ ,Ğ ƵƐĞƐ Ă ƉƵĨĨĞƌ ŝĨ ƚŚĂƚ ŚĂƉƉĞŶƐ͘  ,Ğ ďƌŽŬĞ ŚŝƐ ƌŝŐŚƚ 
ĂŶŬůĞ ƉůĂǇŝŶŐ ƐŽĐĐĞƌ ǁŚĞŶ ŚĞ ǁĂƐ ϭϭ ĂŶĚ ŚŝƐ ƌŝŐŚƚ ŝŶĚĞǆ ĨŝŶŐĞƌ 
ƉůĂǇŝŶŐ ǀŽůůĞǇďĂůů ϯ ŵŽŶƚŚƐ ĂŐŽ͘  >ƵĐŬŝůǇ͕ �Ğǀ ŝƐ ůĞĨƚͲŚĂŶĚĞĚ ƐŽ 
ƚŚĞ ŝŶũƵƌǇ ĚŝĚ ŶŽƚ ƉƌĞǀĞŶƚ Śŝŵ ĨƌŽŵ ĨŝŶŝƐŚŝŶŐ ŚŝƐ ĞǆĂŵƐ ĂŶĚ ŝƚ ŝƐ 
ĂůŵŽƐƚ ĐŽŵƉůĞƚĞůǇ ŚĞĂůĞĚ ĂŶĚ ďĂĐŬ ƚŽ ŶŽƌŵĂů͘

Dev
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Activity 2
Dev applies for a job

&ŝůů ŝŶ ƚŚĞ dŝŵ ,ŽƌƚŽŶ͛Ɛ :Žď �ƉƉůŝĐĂƚŝŽŶ ĨŽƌ �Ğǀ ƵƐŝŶŐ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ĨƌŽŵ ƚŚĞ ĐĂƐĞ ƐƚƵĚǇ 
ĂŶĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŽŶ ƚŚŝƐ ƐŚĞĞƚ͘

hƐĞ ƚŽĚĂǇ͛Ɛ ĚĂƚĞ ŽŶ ƚŚĞ ĂƉƉůŝĐĂƚŝŽŶ ĨŽƌŵ͘

KŶůǇ Ĩŝůů ŝŶ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ŬŶŽǁ͘

/Ĩ ƚŚĞƌĞ ŝƐ ŝŶĨŽƌŵĂƚŝŽŶ ŵŝƐƐŝŶŐ͕ ĚŝƐĐƵƐƐ ǁŚĞƌĞ ǇŽƵ ĐŽƵůĚ ŐĞƚ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ͘

zŽƵ ĐĂŶ ĨŝŶĚ Ă ƉƌŝŶƚĂďůĞ ǀĞƌƐŝŽŶ ŽĨ ƚŚĞ dŝŵ ,ŽƌƚŽŶ͛Ɛ :Žď �ƉƉůŝĐĂƚŝŽŶ ĨŽƌŵ ŚĞƌĞ
ŚƚƚƉ͗ͬͬǁǁǁ͘ƚŝŵŚŽƌƚŽŶƐ͘ĐŽŵͬĐĂͬƉĚĨͬZĞƐƚĂƵƌĂŶƚͺZĞĐƌƵŝƚŵĞŶƚͺ�ƉƉůŝĐĂƚŝŽŶͺ&Žƌŵ�E͘ƉĚĨ

Dev�Ğǀ ũƵƐƚ ƉĂƐƐĞĚ ŚŝƐ ĚƌŝǀŝŶŐ ůŝĐĞŶƐĞ ĂŶĚ ŝƐ ůŽŽŬŝŶŐ  
ĨŽƌǁĂƌĚ ƚŽ ŐĞƫŶŐ Ă ĨƵůůͲƟŵĞ ũŽď ĨŽƌ ƚŚĞ ƐƵŵŵĞƌ ĂŌĞƌ ƐĐŚŽŽů 
ĮŶŝƐŚĞƐ ĨŽƌ ƚŚĞ ǇĞĂƌ͘  ,Ğ ǁŝůů ŚĂǀĞ ƚŽ ǁŽƌŬ ŚŝƐ ũŽď ƐĐŚĞĚƵůĞ 
ĂƌŽƵŶĚ dŚƵƌƐĚĂǇ ŶŝŐŚƚ ǀŽůůĞǇďĂůů ƉƌĂĐƟĐĞ ĂŶĚ ƚĂŬŝŶŐ ŚŝƐ ƐŝƐƚĞƌ 
ƚŽ �ƌŽǁŶŝĞƐ ŽŶ tĞĚŶĞƐĚĂǇ ŶŝŐŚƚƐ͘ ,Ğ ŝƐ ǁŝůůŝŶŐ ƚŽ ǁŽƌŬ ĂŶǇ 
ŽƚŚĞƌ ƐŚŝŌƐ ƚŽ ŵĂŬĞ ŵŽŶĞǇ ďĞĐĂƵƐĞ ŚĞ ŝƐ ƐĂǀŝŶŐ ƚŽ ďƵǇ ŚŝƐ 
ŽǁŶ ĐĂƌ͘  dŚĞƌĞ ǁĞƌĞ Ă ůŽƚ ŽĨ ŽƚŚĞƌ ũŽď ŽƉĞŶŝŶŐƐ ďƵƚ �Ğǀ ůŽǀĞƐ 
ĐŽŽŬŝŶŐ ĂŶĚ ǁŽƌŬŝŶŐ ǁŝƚŚ ƉĞŽƉůĞ ƐŽ ŚĞ ƚŚŽƵŐŚƚ dŝŵ ,ŽƌƚŽŶ Ɛ͛ 
ǁŽƵůĚ ďĞ Ă ŐŽŽĚ ƉůĂĐĞ ĨŽƌ Śŝŵ ĨŽƌ ŚŝƐ ǀĞƌǇ ĮƌƐƚ ũŽď͘ ,ŝƐ ĨƌŝĞŶĚ 
�ůĞǆ �ĂīƌĞǇ ǁŽƌŬƐ ƚŚĞƌĞ ĂŶĚ ƚŽůĚ �Ğǀ ŝƚ ǁĂƐ Ă ĨƵŶ ƉůĂĐĞ ƚŽ 
ǁŽƌŬ ĂŶĚ ƚŚĂƚ ƚŚĞǇ ǁĞƌĞ ŚŝƌŝŶŐ͘
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Activity 3
Dev signs up for hockey

hƐŝŶŐ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ĂďŽƵƚ �Ğǀ Ĩŝůů ŝŶ ƚŚĞ ŵĞĚŝĐĂů ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚ͘ 

KŶůǇ Ĩŝůů ŝŶ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ŬŶŽǁ͘

/Ĩ ƚŚĞƌĞ ŝƐ ŝŶĨŽƌŵĂƚŝŽŶ ŵŝƐƐŝŶŐ͕ ĚŝƐĐƵƐƐ ǁŚĞƌĞ ǇŽƵ ĐŽƵůĚ ŐĞƚ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ͘

Dev
�Ğǀ ǁĂŶƚƐ ƚŽ ƐŝŐŶ ƵƉ ĨŽƌ ŚŽĐŬĞǇ ƚŚŝƐ ĨĂůů ĂŶĚ ŚĂƐ 
ƚŽ Įůů ŝŶ ƚŚĞ ŵĞĚŝĐĂů ŚŝƐƚŽƌǇ ĨŽƌŵ͘ ,Ğ ĐŚĞĐŬĞĚ ǁŝƚŚ ŚŝƐ ĚŽĐƚŽƌ͕  
�ƌ͘  :ĂŶĞ ^ŝĚĚĂů͕ Ăƚ ŚŝƐ ůĂƐƚ ŵĞĚŝĐĂů ŽŶ �Ɖƌŝů ϭϮƚŚ ϮϬϭϮ͕ ƚŽ ŵĂŬĞ 
ƐƵƌĞ ƚŚĂƚ ŝƚ ŝƐ ƐĂĨĞ ĨŽƌ Śŝŵ ƚŽ ƉůĂǇ ŚŽĐŬĞǇ ĂŶĚ ƐŚĞ ƐĂŝĚ ƚŚĂƚ 
ĞǀĞŶ ǁŝƚŚ ŚŝƐ ĚŝĂďĞƚĞƐ ŝƚ ǁŽƵůĚ ďĞ ĮŶĞ͘
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MEDICAL INFORMATION SHEET 

Name: ___________________________________________________________
Date of birth: Day ___________ Month ___________ Year ___________
Address: _________________________________________________________
Postal Code: ______________ Telephone: ( ____ ) _______________________
Provincial Health Number (optional): __________________________________

Mother’s Name:_______________________ 
Father’s Name:  _______________________
Business Telephone Numbers:   
Mother _____________________  Father _____________________ 

Alternate emergency contact (if parents are not available)
Name: _________________________
Telephone:  ( ____ ) _______________________
Address: _________________________________________________________

Doctor’s Name: ______________________________ 
Telephone: ( ____ ) _________________

Dentist’s Name: ______________________________  
Telephone: ( ____ ) _________________

Date of last complete physical examination: ___________________________

* �Before a player participates in a hockey program, any medical condition or injury 
problem should be checked by that individual’s family physician.
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Please circle the appropriate response and provide details below if you 
answer “Yes” to any of the questions.

Yes	 No 	 Previous history of concussions 
Yes 	 No 	 Fainting episodes during exercise 
Yes	 No	 Epileptic 
Yes 	 No 	 Wears glasses                   
Yes	 No 	 Are lenses shatterproof
Yes	 No 	 Wears contact lenses 
Yes	 No 	 Wears dental appliance 
Yes	 No 	 Hearing problem 
Yes 	 No 	 Asthma 
Yes	 No 	 Trouble breathing during exercise 
Yes 	 No 	 Heart condition 
Yes 	 No 	 Diabetic –  Type 1   or   Type 2 
Yes	 No 	 Medication
Yes 	 No 	 Allergies
Yes	  No 	 Wears a medical information bracelet or necklace 
		  For what purpose? __________________                         
Yes	  No	� Has a health problem that would interfere with participation on 

a hockey team
Yes 		 No 	� Has had an illness that lasted more than a week and  

required medical attention
Yes 	 No 	 Has had injuries requiring medical attention in the past year
Yes 	 No 	 Has been admitted to hospital in the last year
Yes 	 No 	 Surgery in the last year
Yes 	 No	 Presently injured.  Injured body part: ________________
Yes	 No	 Vaccinations up to date.   
		  Date of last Tetanus Shot: _____________________ 
Yes  	 No 	 Hepatitis B vaccination
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Please give details if you answered “Yes” to any of the above.  
Use separate sheet if necessary.
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

Medications: _____________________________________________
Allergies: ________________________________________________
Medical conditions: ________________________________________
Recent injuries: ___________________________________________

Any information not covered above: 
________________________________________________________

I understand that it is my responsibility to keep the team Safety Person advised 
of any change in the above information as soon as possible. In the event of a 
medical emergency and that no one can be contacted, team management will 
arrange to take my child to the hospital or a physician if deemed necessary.

I hereby authorize the physician and nursing staff to undertake examination, 
investigation and necessary treatment of my child. 

I also authorize release of information to appropriate people (coach, 
physician) as deemed necessary. 
Date:___________________________
Signature of Parent or Guardian: _____________________________

Disclaimer: Personal information used, disclosed, secured or retained by 
Hockey Canada will be held solely for the purposes for which we collected 
it and in accordance with the National Privacy Principles contained in the 
Personal Information Protection and Electronic Documents Act as well as this 
organization’s privacy policy. 
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Activity 4
Dev has an accident at work

hƐĞ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ŬŶŽǁ ĂďŽƵƚ �Ğǀ ƚŽ Ĩŝůů ŝŶ ŚŝƐ t^/� tŽƌŬĞƌ͛Ɛ ZĞƉŽƌƚ͘  zŽƵ ĐĂŶ ƵƐĞ 
ƚŚĞ ŽŶůŝŶĞ ĨŽƌŵ Žƌ ƉƌŝŶƚ ƚŚĞ ĨŽƌŵ ĂŶĚ Ĩŝůů ŝƚ ŝŶ ƵƐŝŶŐ Ă ƉĞŶ͘

zŽƵ ĐĂŶ ĨŝŶĚ ƚŚĞ t^/� &Žƌŵ ϲ ŚĞƌĞ
ŚƚƚƉ͗ͬͬǁǁǁ͘ǁƐŝď͘ŽŶ͘ĐĂͬĨŝůĞƐͬ�ŽŶƚĞŶƚͬ�ŽǁŶůŽĂĚĂďůĞйϮϬ&ŝůĞ&ŽƌŵйϮϬϲйϮϬĨŽƌйϮϬ
tŽƌŬĞƌͬϬϬϬϲ�͘ƉĚĨ

KŶůǇ Ĩŝůů ŝŶ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ŬŶŽǁ͘

/Ĩ ǇŽƵ ĂƌĞ ŵŝƐƐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ĚŝƐĐƵƐƐ ǁŚĞƌĞ ǇŽƵ ĐŽƵůĚ ŐĞƚ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ͘

Dev
�Ğǀ ŚĂƐ ďĞĞŶ ǁŽƌŬŝŶŐ Ăƚ �ŽǀĞƌĂůů ^ŝĚŝŶŐ ĂƐ Ă 
ǁĂƌĞŚŽƵƐĞ ǁŽƌŬĞƌ ƐƚĂĐŬŝŶŐ ƐŚĞůǀĞƐ ƐŝŶĐĞ :ĂŶƵĂƌǇ Ϯϭ͕ ϮϬϭϮ͘    
/ƚ ŝƐ Ă ĐŽŶǀĞŶŝĞŶƚ ƉůĂĐĞ ƚŽ ǁŽƌŬ ĂƐ ŝƚ ŝƐ ŽŶ ƚŚĞ ƐĂŵĞ ƐƚƌĞĞƚ ĂƐ ŚŝƐ 
ŚŽƵƐĞ͘  �ŽǀĞƌĂůů ^ŝĚŝŶŐ ŝƐ ĚŽǁŶ ƚŚĞ ƐƚƌĞĞƚ Ăƚ ŶƵŵďĞƌ ϭϬϬ ĂŶĚ ŚĞ 
ĐĂŶ ǁĂůŬ ƚŽ ǁŽƌŬ͘  dŽĚĂǇ͕ Ăƚ ϱ͗ϯϬ Ɖŵ ŚĞ ĨĞůů ŽǀĞƌ ƐŽŵĞ ƉĂĐŬŝŶŐ 
ŵĂƚĞƌŝĂů ;ĐĂƌĚďŽĂƌĚ͕ ƐƚƌĂƉƉŝŶŐ ĂŶĚ ƉůĂƐƚŝĐ ǁƌĂƉͿ ƚŚĂƚ ǁĂƐ ůĞĨƚ 
ŝŶ ƚŚĞ ŵŝĚĚůĞ ŽĨ ĂŝƐůĞ W ĂŶĚ ŚĂƐ ŚƵƌƚ ŚŝƐ ƌŝŐŚƚ ŝŶĚĞǆ ĨŝŶŐĞƌ͘  /ƚ ŝƐ 
ǀĞƌǇ ƉĂŝŶĨƵů ƚŽ ŵŽǀĞ ĂŶĚ ŝƐ ƐǁŽůůĞŶ ĂŶĚ ďůĂĐŬ ĂŶĚ ďůƵĞ͘  

,ŝƐ ĐŽͲǁŽƌŬĞƌ͕ dĞƌƌŝ͕ ƌĞƉŽƌƚĞĚ ƚŚĞ ŝŶũƵƌǇ ƌŝŐŚƚ ĂǁĂǇ ƚŽ �ƌŝĂŶ 
ƚŚĞŝƌ ďŽƐƐ͘  dĞƌƌŝ ƚŚĞŶ ŚĞůƉĞĚ �Ğǀ ďǇ ƉƵƚƚŝŶŐ ŝĐĞ ŽŶ ŚŝƐ ŚĂŶĚ͘  
tŚĞŶ �Ğǀ ǁĂƐ ƵŶĂďůĞ ƚŽ ŵŽǀĞ ƚŚĞ ĨŝŶŐĞƌ ĂĨƚĞƌ ŝĐŝŶŐ ŝƚ͕ 
dĞƌƌŝ ĐŚĞĐŬĞĚ ǁŝƚŚ ƚŚĞ ƐƵƉĞƌǀŝƐŽƌ ĂŶĚ ƚŽŽŬ �Ğǀ ƚŽ ƚŚĞ ůŽĐĂů 
ĞŵĞƌŐĞŶĐǇ ƌŽŽŵ ƚŽ ŚĂǀĞ ŚŝƐ ĨŝŶŐĞƌ ůŽŽŬĞĚ Ăƚ ďǇ Ă ĚŽĐƚŽƌ͘

dŚĞ ĚŽĐƚŽƌ ƐĂǇƐ �Ğǀ ŚĂƐ ďƌŽŬĞŶ ƚŚĞ ĨŝŶŐĞƌ ĂŶĚ ŚĞ ŝƐ ŶŽƚ ĂďůĞ ƚŽ 
ƵƐĞ ŝƚ ĨŽƌ ϰ ǁĞĞŬƐ ƚŝůů ŝƚ ŚĞĂůƐ͘
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Answers
Activity 1
Maiden name Your last name before you were married or the name you were 

given at birth
Not applicable 
or N/A

This part does not apply 

SIN Social insurance number
Signature The place where you write or sign your name
Initial The place where you put the first letter of your first name and 

the first letter of your last name
Occupation The job that you do
Marital status Are you married, single, divorced, widowed or living with 

someone (common-law)
D.O.B Date of birth
Spouse Husband, wife, or partner (some provinces have different laws 

about who to call your spouse)
Common law Someone you are living with but not married to.  This is different 

than a room-mate.
Convictions Have you been found guilty of a crime?
Reference Someone who can speak on your behalf about your skills 
Next of kin Your nearest or closest relative
Dependants Family members who rely on you for financial support or help 

with money 
Applicant The person who is applying for something by filling in the form
Authorize Giving permission or allowing something
Title Mr, Mrs, Miss, Ms, Dr, Rev, Sir etc…
Confirm Certify, verify, and confirm mean that you are saying that you are 

sure about something
Confidential Private or not to be shared with anyone else
Disclose To share with someone or to make public
Family history Information about your parents, grand-parents, brothers and 

sisters - usually on health forms
Current 
employer

The company or person that you work for right now

Registration To put yourself on an official list (community centre, car licence, 
bank account)
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Current 
address

Where you live right now

Declaration Something you swear to be true
Gender Are you male or female?  Sometimes this might be listed as 

“sex”.
Office use Do not write in this space on the form
Duplicate An exact copy
Guardian A person who has legal custody of a child.  You might also see 

POA or PA-Power of Attorney.  This is usually an adult child of 
a senior citizen who may not be able to make money or health 
decisions for themselves

Enclose Put in the envelope with the form
Surname Your last name or family name
Alternate Another—like another phone number or alternate emergency 

contact
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MEDICAL INFORMATION SHEET 

Name: ___________________________________________________________
Date of birth: Day ___________ Month ___________ Year ___________
Address: _________________________________________________________
Postal Code: ______________ Telephone: ( ____ ) _______________________
Provincial Health Number (optional): __________________________________

Mother’s Name:_______________________ 
Father’s Name:  _______________________
Business Telephone Numbers:   
Mother _____________________  Father _____________________ 

Alternate emergency contact (if parents are not available)
Name: _________________________
Telephone:  ( ____ ) _______________________
Address: _________________________________________________________

Doctor’s Name: ______________________________ 
Telephone: ( ____ ) _________________

Dentist’s Name: ______________________________  
Telephone: ( ____ ) _________________

Date of last complete physical examination: ___________________________

* �Before a player participates in a hockey program, any medical condition or injury 
problem should be checked by that individual’s family physician.

William Devi Pryde  (Dev)

Sangeeta Pryde
William Pryde

15 July

18 Yew Tree Ave Burlington ON

L7R 4Y3 519        218-7456 

Jane Siddal

April 12, 2012

Activity 3 – Medical Information Sheet
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WůĞĂƐĞ ĐŝƌĐůĞ ƚŚĞ ĂƉƉƌŽƉƌŝĂƚĞ ƌĞƐƉŽŶƐĞ ĂŶĚ ƉƌŽǀŝĚĞ ĚĞƚĂŝůƐ ďĞůŽǁ ŝĨ ǇŽƵ 
ĂŶƐǁĞƌ ͞zĞƐ͟ ƚŽ ĂŶǇ ŽĨ ƚŚĞ ƋƵĞƐƚŝŽŶƐ͘

zĞƐ EŽ  WƌĞǀŝŽƵƐ ŚŝƐƚŽƌǇ ŽĨ ĐŽŶĐƵƐƐŝŽŶƐ 
zĞƐ  EŽ  &ĂŝŶƚŝŶŐ ĞƉŝƐŽĚĞƐ ĚƵƌŝŶŐ ĞǆĞƌĐŝƐĞ 
zĞƐ EŽ �ƉŝůĞƉƚŝĐ 
zĞƐ  EŽ  tĞĂƌƐ ŐůĂƐƐĞƐ                   
zĞƐ EŽ  �ƌĞ ůĞŶƐĞƐ ƐŚĂƚƚĞƌƉƌŽŽĨ
zĞƐ EŽ  tĞĂƌƐ ĐŽŶƚĂĐƚ ůĞŶƐĞƐ 
zĞƐ EŽ  tĞĂƌƐ ĚĞŶƚĂů ĂƉƉůŝĂŶĐĞ 
zĞƐ EŽ  ,ĞĂƌŝŶŐ ƉƌŽďůĞŵ 
zĞƐ  EŽ  �ƐƚŚŵĂ 
zĞƐ EŽ  dƌŽƵďůĞ ďƌĞĂƚŚŝŶŐ ĚƵƌŝŶŐ ĞǆĞƌĐŝƐĞ 
zĞƐ  EŽ  ,ĞĂƌƚ ĐŽŶĚŝƚŝŽŶ 
zĞƐ  EŽ  �ŝĂďĞƚŝĐ ʹ  dǇƉĞ ϭ   Žƌ   dǇƉĞ Ϯ 
zĞƐ EŽ  DĞĚŝĐĂƚŝŽŶ
zĞƐ  EŽ  �ůůĞƌŐŝĞƐ
zĞƐ  EŽ  tĞĂƌƐ Ă ŵĞĚŝĐĂů ŝŶĨŽƌŵĂƚŝŽŶ ďƌĂĐĞůĞƚ Žƌ ŶĞĐŬůĂĐĞ 
  &Žƌ ǁŚĂƚ ƉƵƌƉŽƐĞ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ                         
zĞƐ  EŽ  ,ĂƐ Ă ŚĞĂůƚŚ ƉƌŽďůĞŵ ƚŚĂƚ ǁŽƵůĚ ŝŶƚĞƌĨĞƌĞ ǁŝƚŚ ƉĂƌƚŝĐŝƉĂƚŝŽŶ ŽŶ 

Ă ŚŽĐŬĞǇ ƚĞĂŵ
zĞƐ   EŽ   ,ĂƐ ŚĂĚ ĂŶ ŝůůŶĞƐƐ ƚŚĂƚ ůĂƐƚĞĚ ŵŽƌĞ ƚŚĂŶ Ă ǁĞĞŬ ĂŶĚ  

ƌĞƋƵŝƌĞĚ ŵĞĚŝĐĂů ĂƚƚĞŶƚŝŽŶ
zĞƐ  EŽ  ,ĂƐ ŚĂĚ ŝŶũƵƌŝĞƐ ƌĞƋƵŝƌŝŶŐ ŵĞĚŝĐĂů ĂƚƚĞŶƚŝŽŶ ŝŶ ƚŚĞ ƉĂƐƚ ǇĞĂƌ
zĞƐ  EŽ  ,ĂƐ ďĞĞŶ ĂĚŵŝƚƚĞĚ ƚŽ ŚŽƐƉŝƚĂů ŝŶ ƚŚĞ ůĂƐƚ ǇĞĂƌ
zĞƐ  EŽ  ^ƵƌŐĞƌǇ ŝŶ ƚŚĞ ůĂƐƚ ǇĞĂƌ
zĞƐ  EŽ WƌĞƐĞŶƚůǇ ŝŶũƵƌĞĚ͘  /ŶũƵƌĞĚ ďŽĚǇ ƉĂƌƚ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
zĞƐ EŽ sĂĐĐŝŶĂƚŝŽŶƐ ƵƉ ƚŽ ĚĂƚĞ͘   
  �ĂƚĞ ŽĨ ůĂƐƚ dĞƚĂŶƵƐ ^ŚŽƚ͗ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
zĞƐ   EŽ  ,ĞƉĂƚŝƚŝƐ � ǀĂĐĐŝŶĂƚŝŽŶ
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Please give details if you answered “Yes” to any of the above.  
Use separate sheet if necessary
________________________________________________________
________________________________________________________
________________________________________________________
________________________________________________________

Medications: _____________________________________________
Allergies: ________________________________________________
Medical conditions: ________________________________________
Recent injuries: ___________________________________________

Any information not covered above: 
________________________________________________________

I understand that it is my responsibility to keep the team Safety Person advised 
of any change in the above information as soon as possible. In the event of a 
medical emergency and that no one can be contacted, team management will 
arrange to take my child to the hospital or a physician if deemed necessary.

I hereby authorize the physician and nursing staff to undertake examination, 
investigation and necessary treatment of my child. 

I also authorize release of information to appropriate people (coach, 
physician) as deemed necessary. 
Date:___________________________
Signature of Parent or Guardian: _____________________________

Disclaimer: Personal information used, disclosed, secured or retained by 
Hockey Canada will be held solely for the purposes for which we collected 
it and in accordance with the National Privacy Principles contained in the 
Personal Information Protection and Electronic Documents Act as well as this 
organization’s privacy policy. 

Type 1 Diabetes since age 3, 
Broken right index finger 3 months ago- almost back to normal

Insulin for Type 1 Diabetes—uses a pump, puffer for asthma

cats

Type 1 Diabetes

Broken right index finger 3 months ago- almost back to normal 

Broke right ankle at age 11

Today
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶǁƌŝƚŝŶŐ ĚŽǁŶ �ŝĞƚŝƚŝĂŶ͛Ɛ ƌĞĐŽŵŵĞŶĚĂƚŝŽŶƐ  

ĨŽƌ ƐƵŐĂƌ ƐƵďƐƚŝƚƵƚĞ 
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶǁƌŝƚŝŶŐ ĚŽǁŶ ƚŚĞ ƐƚĞƉƐ ŝŶ Ă ŶĞǁ  

ƉƌŽĐĞĚƵƌĞ Ăƚ Ă ƐƚĂĨĨ ŵĞĞƚŝŶŐ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶǁƌŝƚŝŶŐ ƐƚƵĚǇ ŶŽƚĞƐ ĨƌŽŵ Ă ĐůĂƐƐƌŽŽŵ ůĞĐƚƵƌĞ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶƚĂŬŝŶŐ Ă ƉŚŽŶĞ ŵĞƐƐĂŐĞ ĨŽƌ Ă ĨĂŵŝůǇ ŵĞŵďĞƌ

Pre-requisites – EŽŶĞ	 	 	 	 	 	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ
•	 WĂƉĞƌ
•	 �ƵĚŝŽ͕ ǀŝĚĞŽ Žƌ ŝŶƚĞƌŶĞƚ ŝŶƚĞƌǀŝĞǁƐ Žƌ ƉĞĞƌ ƉĂƌƚŶĞƌ
•	 KƉƚŝŽŶĂů ƐŵĂƌƚ ďŽĂƌĚ͕ >�� ƉƌŽũĞĐƚŽƌ ͕ 
•	 tŚŝƚĞ ďŽĂƌĚ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƚĂŬĞ ĂĐĐƵƌĂƚĞ ŶŽƚĞƐ ŝŶ 
Ă ǀĂƌŝĞƚǇ ŽĨ ƐĞƚƚŝŶŐƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ƵŶĚĞƌƐƚĂŶĚ

•	 dŚĂƚ ŶŽƚĞͲƚĂŬŝŶŐ ŝƐ ĂŶ ŝŵƉŽƌƚĂŶƚ ƉĂƌƚ ŽĨ ůĞĂƌŶŝŶŐ 
•	 ,Žǁ ƚŽ ƌĞĐŽŐŶŝǌĞ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ
•	 ,Žǁ ƚŽ ĐŚĞĐŬ ĂĐĐƵƌĂĐǇ 

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ ĂŶ ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă 
ƐĞůĨͲĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ 
ďǇ ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Taking Notes  
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OALCF Levels used in the Taking Notes Module

Primary OALCF 
Competencies

Performance Descriptors

B1.1 •   shows an awareness of factors such as social, linguistic and cultural 
differences that affect interactions in brief exchanges with others

•   repeats or questions to confirm understanding
•   uses and interprets non-verbal cues (e.g. body language, facial 

expressions, gestures)
B1.2 •   rephrases to confirm or increase understanding

•   uses and interprets non-verbal cues (e.g. body language, facial 
expressions, gestures

•   uses strategies to maintain communication, such as encouraging 
responses from others and asking questions

B2.1 •   writes simple texts to request, remind or inform
•   conveys simple ideas and factual information
•   demonstrates a limited understanding of sequence
•   uses highly familiar vocabulary

B3.1a •   makes a direct match between what is requested and what is 
entered

•   makes entries using familiar vocabulary
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Primary OALCF 
Competencies

Performance Descriptors

A1.1 •   reads short texts to locate a single piece of information
•   decodes words and makes meaning of sentences in a single text
•   follows the sequence of events in straightforward chronological 

texts
•   follows simple, straightforward instructional texts
•   requires support to identify sources and to evaluate and integrate 

information
A1.2 •   scans text to locate information

•   locates multiple pieces of information in simple texts
•   makes low-level inferences

D1 •   interprets brief text and common symbols

E.1 •   begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•   begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•   begins to monitor own learning
•   uses feedback to improve performance

E.2 •   uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•   sequences activities in multi-step tasks
•   monitors own learning
•   begins to identify how skills and strategies can transfer to different 

contexts

F If learner completes module as part of a group
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Essential Skills used in the Taking Notes Module

Essential Skills  Level Essential Skills  Level
Reading Text 1-2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

Document Use 1-2

Writing 1-2

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X
X

X

X

XX

X

X
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Practitioner Instructions

When presenting to a group of learners, information sheets can be converted to 
PowerPoint slides or can be used as prompts for practitioner notes on flip-chart or white 
board. 

When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as writing skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  
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Practitioner Activity Instructions

Activity 1 – Instructions
Purpose

•	 To recognize and interpret body language
•	 To use body language cues to identify important information

Read the information sheet aloud.  Model each body language behaviour (act out each 
activity in the body language list).

Encourage learners to discuss behaviours/body language they have seen around them.  
Ask them if you, as their practitioner, have a specific way of getting important information 
across. 

Examples might include: 
•	 Hand signals like a thumbs up or thumbs down or the “okay” hand signal
•	 Using facial expressions like raised eyebrows or frowns to indicate correct or 

incorrect answers or positive and negative results
•	 Touching the chin (adopting a thinking pose) to encourage thinking in the learner
•	 Head nodding or shaking
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Activity 2 – Instructions

Purpose
•	 dŽ ůŝƐƚĞŶ ĂŶĚ ĂĐĐƵƌĂƚĞůǇ ƌĞĐŽƌĚ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ ĨƌŽŵ Ă ƉŚŽŶĞ ŵĞƐƐĂŐĞ͘

ZĞĂĚ ƚŚĞ ƐĂŵƉůĞ ƐĐƌŝƉƚ ƚŽ ƚŚĞ ůĞĂƌŶĞƌ͘ �Ğ ƐƵƌĞ ƚŽ ƌĞĂĚ ƚŚĞ ƐĂŵƉůĞ ƐĐƌŝƉƚ ŶĂƚƵƌĂůůǇ ĂƐ ǇŽƵ 
ǁŽƵůĚ ůĞĂǀĞ Ă ŵĞƐƐĂŐĞ ŽŶ ĂŶ ĂŶƐǁĞƌŝŶŐ ŵĂĐŚŝŶĞ͘ �Ž ŶŽƚ ƌĞƉĞĂƚ ƚŚĞ ŵĞƐƐĂŐĞ ŝŶ ƚŚŝƐ ƚĂƐŬ͘   
dĂƐŬ ϯ ǁŝůů ĨŽĐƵƐ ŽŶ ĐŚĞĐŬŝŶŐ ĨŽƌ ĂĐĐƵƌĂĐǇ͘  >ĞĂƌŶĞƌƐ ǁŝůů ďĞ ĂďůĞ ƚŽ ĐŽŵƉĂƌĞ ƚŚĞŝƌ ĂĐĐƵƌĂĐǇ 
ďĞƚǁĞĞŶ ƚĂƐŬ Ϯ Θ ϯ͘ 

>ĞĂƌŶĞƌƐ ǁŚŽ ƐƚƌƵŐŐůĞ ƚĂŬŝŶŐ ŶŽƚĞƐ ďĞĐĂƵƐĞ ŽĨ ǁĞĂŬ ůŝƐƚĞŶŝŶŐ Žƌ ǁƌŝƚŝŶŐ ƐŬŝůůƐ Žƌ ůĞĂƌŶĞƌƐ 
ǁŝƚŚ ůŝŵŝƚĞĚ �ŶŐůŝƐŚ ůĂŶŐƵĂŐĞ ǀŽĐĂďƵůĂƌǇ ŵĂǇ ďĞŶĞĨŝƚ ĨƌŽŵ ƵƐŝŶŐ ƚŚĞ ^ĂŵƉůĞ DĞƐƐĂŐĞ  WĂĚ͘  
>ĞĂƌŶĞƌƐ ƐŚŽƵůĚ ďĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƵƐĞ ďůĂŶŬ ƉĂƉĞƌ ƚŽ ƚĂŬĞ ŶŽƚĞƐ ĂƐ ƚŚĞŝƌ ƐŬŝůůƐ ŝŵƉƌŽǀĞ͘

^ĂŵƉůĞ ^ĐƌŝƉƚͶDĞĚŝĐĂů �ƉƉŽŝŶƚŵĞŶƚ

Good morning, this message is for Helen.  
Helen, it’s Domenic calling from Dr. Hall’s office.  
 
Your appointment has been changed to Thursday,  
April 10th at 3:30 pm.  

Please remember to bring your old glasses with you so 
we can repair them for you. If you have any questions, 
please call the clinic at 519-745-2121.  

Have a great day.

�ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ŵĂŬĞ ŶŽƚĞƐ ĂƐ ǇŽƵ ƌĞĂĚ͘ 

�ŝƐĐƵƐƐ ƚŚĞ ŬĞǇ ƉŽŝŶƚƐ ;ŝŶƚĞŶĚĞĚ ƌĞĐŝƉŝĞŶƚ͕ ĐĂůůĞƌ ŶĂŵĞ͕ ĚĂƚĞ͕ �ƌ͛͘Ɛ ŶĂŵĞ͕ ďƌŝŶŐ ŐůĂƐƐĞƐ͕ 
ƉŚŽŶĞ ŶƵŵďĞƌͿ͘ 

/ŶƚƌŽĚƵĐĞ ƚŚĞ ĐŽŶĐĞƉƚ ŽĨ ĐŚĞĐŬŝŶŐ ĨŽƌ ĂĐĐƵƌĂĐǇ ƵƐŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚ ĂŶĚ ƵƐĞ ƚŚĞƐĞ 
ĐŽŶĐĞƉƚƐ ĨŽƌ �ĐƚŝǀŝƚǇ ϯ͘
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^ĂŵƉůĞ ^ĐƌŝƉƚͶ�ĞůŝǀĞƌǇ /ŶƐƚƌƵĐƚŝŽŶƐ

Hi Pete.  I need an emergency delivery done before 
4pm today.  The client is leaving town and needs this 
package before she goes.  

The address is 242 Thompson Drive in Cambridge.  
Unit 7B.  Don’t leave it with the receptionist. Make 
sure the manager signs for it herself.  

I had a hard time finding them the last time I was out 
there. The door to their unit is on the far right of the 
parking lot past the loading zone.  Call me when you 
have delivered it.  I’ll be on my cell.  212-555-7036.

Activity 3 – Instructions
>ĞĂƌŶĞƌƐ ǁŚŽ ƐƚƌƵŐŐůĞ ƚĂŬŝŶŐ ŶŽƚĞƐ ďĞĐĂƵƐĞ ŽĨ ǁĞĂŬ ůŝƐƚĞŶŝŶŐ Žƌ ǁƌŝƚŝŶŐ ƐŬŝůůƐ Žƌ ůĞĂƌŶĞƌƐ 
ǁŝƚŚ ůŝŵŝƚĞĚ �ŶŐůŝƐŚ ůĂŶŐƵĂŐĞ ǀŽĐĂďƵůĂƌǇ ŵĂǇ ďĞŶĞĨŝƚ ĨƌŽŵ ƵƐŝŶŐ ƚŚĞ ^ĂŵƉůĞ DĞƐƐĂŐĞ WĂĚ͘  
>ĞĂƌŶĞƌƐ ƐŚŽƵůĚ ďĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƵƐĞ ďůĂŶŬ ƉĂƉĞƌ ƚŽ ƚĂŬĞ ŶŽƚĞƐ ĂƐ ƚŚĞŝƌ ƐŬŝůůƐ ŝŵƉƌŽǀĞ͘

ZĞƉĞĂƚ �ĐƚŝǀŝƚǇ Ϯ ǁŝƚŚ ƚŚŝƐ ƐĂŵƉůĞ ƐĐƌŝƉƚ͘

�ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ĂƐŬ ĨŽƌ ĐŽŶĨŝƌŵĂƚŝŽŶ   ,ĂǀĞ ƚŚĞ ůĞĂƌŶĞƌƐ ĐŽŵƉĂƌĞ ŶŽƚĞƐ ŝĨ ǁŽƌŬŝŶŐ 
ŝŶ ƉĂŝƌƐ Žƌ Ă ŐƌŽƵƉ͘  >ĞĂƌŶĞƌƐ ƐŚŽƵůĚ ŝŶĐůƵĚĞ 

•	 >ĂƚĞƐƚ ĚĞůŝǀĞƌǇ ƚŝŵĞ Ͳ ϰƉŵ
•	 DĂŶĂŐĞƌ ƐŝŐŶĂƚƵƌĞ
•	 �ĚĚƌĞƐƐ
•	 hŶŝƚ ŝƐ ƉĂƐƚ ƚŚĞ ůŽĂĚŝŶŐ ǌŽŶĞ
•	 �Ăůů ƚŚĞ ƐƉĞĂŬĞƌ ƚŽ ĐŽŶĨŝƌŵ ĚĞůŝǀĞƌǇ
•	 �Ğůů ŶƵŵďĞƌ
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Additional Resources for Skill Reinforcement and Practice
>ĞĂƌŶĞƌƐ ŶĞĞĚ ƚŽ ƉƌĂĐƚŝĐĞ ůŝƐƚĞŶŝŶŐ ĂŶĚ ŶŽƚĞͲƚĂŬŝŶŐ ƌĞŐƵůĂƌůǇ ƚŽ ƌĞŝŶĨŽƌĐĞ ƚŚĞ ƐŬŝůů ĂŶĚ 
ƚŽ ĨĞĞů ĐŽŵĨŽƌƚĂďůĞ ĂƉƉůǇŝŶŐ ƚŚĞ ƐŬŝůů ŝŶ ŶĞǁ ƐĞƚƚŝŶŐƐ͘  /ƚ ŝƐ ŶŽƚ ĂůǁĂǇƐ ƉŽƐƐŝďůĞ ƚŽ ŚĂǀĞ Ă 
ĨĂĐŝůŝƚĂƚŽƌ ƚŽ ƌĞĂĚ ƐĂŵƉůĞ ƐĐƌŝƉƚƐ͘  �ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ǀŝĚĞŽ Žƌ ĂƵĚŝŽ ƐŽƵƌĐĞƐ ĨŽƵŶĚ 
ŽŶ ƚŚĞ ŝŶƚĞƌŶĞƚ ƚŽ ŚŽŶĞ ƚŚĞŝƌ ƐŬŝůůƐ͘  dŚĞǇ ĐĂŶ ƚƌǇ ƵƐŝŶŐ

ͻ  �ŶǇ ŶĞǁƐ ǁĞďƐŝƚĞ Žƌ ůĞĂƌŶĞƌ ĂƉƉƌŽƉƌŝĂƚĞ zŽƵdƵďĞdD ƚƵƚŽƌŝĂů
ͻ  ŚƚƚƉ͗ͬͬǁǁǁ͘ƐŬŝůůƐǌŽŶĞ͘ĐĂͬĐĞƐůͬƐĞĂƌĐŚͬŝŶĚĞǆ͘ĐĨŵ
ͻ  ŚƚƚƉ͗ͬͬƐŬŝůůƐƚĞƐƚ͘ĞĚƵ͘ŐŽǀ͘ŽŶ͘ĐĂͬ�^�dtĞďͬũƐƉͬĞŶͬĨƚͺŽƉƚŝŽŶƐ͘ũƐƉ
ͻ  ŚƚƚƉ͗ͬͬǁǁǁ͘ĐĚůƉŽŶůŝŶĞ͘ŽƌŐͬ
ͻ  ŚƚƚƉƐ͗ͬͬǁǁǁ͘ŬŚĂŶĂĐĂĚĞŵǇ͘ŽƌŐͬ
ͻ  ŚƚƚƉ͗ͬͬǁǁǁ͘ĞƐůͲůĂď͘ĐŽŵͬ
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Why Take Notes?
tĞ ŐĂƚŚĞƌ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ŵĂŶǇ ǁĂǇƐ͘  tĞ ůŝƐƚĞŶ ƚŽ ƚŚĞ ŶĞǁƐ ŽŶ ƚŚĞ ƌĂĚŝŽ͘  tĞ ǁĂƚĐŚ Ă ĐŽͲ
ǁŽƌŬĞƌ ĚĞŵŽŶƐƚƌĂƚĞ ŚŽǁ ƚŽ ƵƐĞ Ă ŶĞǁ ƉŝĞĐĞ ŽĨ ĞƋƵŝƉŵĞŶƚ͘  tĞ ƌĞĂĚ Ă ƚĞǆƚďŽŽŬ Žƌ ďŽŽŬƐ 
ƚŽ ƉƌĞƉĂƌĞ ĨŽƌ Ă ƚĞƐƚ͘ tĞ ƉƌĂĐƚŝĐĞ ĂŶ ĞǆĞƌĐŝƐĞ ǁŝƚŚ ŽƵƌ ƉŚǇƐŝŽƚŚĞƌĂƉŝƐƚ͘  ,Žǁ ŵƵĐŚ ŽĨ ƚŚĞ 
ŶĞǁ ŝŶĨŽƌŵĂƚŝŽŶ ĚŽ ǁĞ ƌĞŵĞŵďĞƌ͍

ZĞƐĞĂƌĐŚ ƚĞůůƐ ƵƐ ƚŚĂƚ ǁĞ ŽŶůǇ ƌĞŵĞŵďĞƌ 
•	 ϭϬй ŽĨ ǁŚĂƚ ǁĞ ƌĞĂĚ
•	 ϮϬй ŽĨ ǁŚĂƚ ǁĞ ŚĞĂƌ
•	 ϯϬй ŽĨ ǁŚĂƚ ǁĞ ƐĞĞ
•	 ϱϬй ŽĨ ǁŚĂƚ ǁĞ ƐĞĞ ĂŶĚ ŚĞĂƌ
•	 ϳϬй ŽĨ ǁŚĂƚ ǁĞ ƐĂǇ
•	 ϵϬй ŽĨ ǁŚĂƚ ǁĞ ƐĂǇ ĂŶĚ ĚŽ

/Ĩ ǁĞ ƚĂŬĞ ŐŽŽĚ ŶŽƚĞƐ͕ ǁĞ ĐĂŶ ƌĞŵĞŵďĞƌ  
ϭϬϬй ŽĨ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ͘

dĂŬŝŶŐ ŶŽƚĞƐ ŵĞĂŶƐ ǁĞ ĐĂŶ
•	 ZĞŵĞŵďĞƌ ůŽƚƐ ŽĨ ŶĞǁ ŝŶĨŽƌŵĂƚŝŽŶ
•	 ZĞĨĞƌ ďĂĐŬ ƚŽ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ŽǀĞƌ ƚŝŵĞ ŝĨ ǁĞ ĨŽƌŐĞƚ
•	 DŽƌĞ ĞĂƐŝůǇ ƚĞĂĐŚ Žƌ ƌĞůĂǇ ƚŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ƐŽŵĞŽŶĞ ĞůƐĞ

'ŽŽĚ ŶŽƚĞƐ
•	 �ƌĞ ĂĐĐƵƌĂƚĞ
•	 /ŶĐůƵĚĞ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ ďƵƚ EKd �>> ŝŶĨŽƌŵĂƚŝŽŶ
•	 �ƌĞ ƌĞͲǁƌŝƚƚĞŶ ĂŶĚ ĞĚŝƚĞĚ ĨŽƌ ĞĂƐǇ ƌĞĂĚŝŶŐ
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What’s important?
How do you know what to write down?
You can get hints about what information is important in a few ways

1.  Listen to the words of the speaker

If information is important the speaker might
•	 Use specific hints or phrases like “remember this”; “it’s important to understand”; “ 

you need to know”; “watch for this”; “keep in mind”
•	 Repeat information or use phrases like “let’s go over that again”; “let’s recap”; “once 

again”
•	 Ask you to teach the information back to them or use phrases like “what do you have 

to do?”; “what steps do you have to take?”;  “what do you have to watch for?”
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2.  Watch the body language of the speaker

If information is important the speaker might
•	 Make a note or circle information on the board or flip chart
•	 Use a pointer on a PowerPoint presentation to highlight a picture
•	 Stop talking and refer to their own notes to make sure they are giving accurate 

information
•	 Take a long time and make a lot of eye contact when talking about a piece of 

information
•	 Slow down their words or speak more loudly or clearly
•	 Use their hands in rhythm, like a conductor,  to grab your attention
•	 Move or lean in toward you
•	 Use a model, diagram or list
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Activity 1 – Skill Builder
tŚĂƚ ŽƚŚĞƌ ǁĂǇƐ ŚĂǀĞ ǇŽƵ ƐĞĞŶ ǇŽƵƌ ďŽƐƐ͕ ƉƌĂĐƚŝƚŝŽŶĞƌ͕ ĨĂŵŝůǇ͕ Žƌ ŚĞĂůƚŚ ĐĂƌĞ ƉƌŽǀŝĚĞƌ ƵƐĞ 
ǁŽƌĚƐ ĂŶĚ ďŽĚǇ ůĂŶŐƵĂŐĞ ƚŽ ĚƌĂǁ ǇŽƵƌ ĂƚƚĞŶƚŝŽŶ ƚŽ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ͍ �ŝƐĐƵƐƐ ĂŶĚ 
ǁƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌƐ ďĞůŽǁ͘
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ͻ  dŝŵĞ ŽĨ ĐĂůů
ͻ  EĂŵĞ ŽĨ ĐĂůůĞƌ
ͻ  �ŽŶƚĂĐƚ ƉŚŽŶĞ ŶƵŵďĞƌ
ͻ  DĞƐƐĂŐĞ

How Do You Write the Information Down?
^ŝŶĐĞ ǇŽƵ ĂƌĞ ŶŽƚ ǁƌŝƚŝŶŐ ĞǀĞƌǇƚŚŝŶŐ ĚŽǁŶ ǁŽƌĚ ĨŽƌ ǁŽƌĚ͕ ǇŽƵ ĚŽ ŶŽƚ ŶĞĞĚ ƚŽ ǁƌŝƚĞ ŝŶ ĨƵůů 
ƐĞŶƚĞŶĐĞƐ Žƌ ƉĂƌĂŐƌĂƉŚƐ͘  zŽƵ ĐĂŶ ƵƐĞ Ă ǀĂƌŝĞƚǇ ŽĨ ĨŽƌŵĂƚƐ ĨŽƌ ƌĞĐŽƌĚŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ͘  �ƚ 
ǁŽƌŬ ǇŽƵ ŵŝŐŚƚ ƚĂŬĞ Ă ƉŚŽŶĞ ŵĞƐƐĂŐĞ ĨŽƌ Ă ĐŽͲǁŽƌŬĞƌ͘  tŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ǁŽƵůĚ ǇŽƵ ǁƌŝƚĞ 
ĚŽǁŶ͍  

zŽƵ ŵŝŐŚƚ ƵƐĞ Ă ƉŚŽŶĞ ŵĞƐƐĂŐĞ ĨŽƌŵ ƚŚĂƚ ŝŶĐůƵĚĞƐ 

/Ĩ ǇŽƵ ŚĂĚ ƚŽ ŐŽ ĨŽƌ Ă ďůŽŽĚ ƚĞƐƚ͕ ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ǁŽƵůĚ ǇŽƵƌ ŶŽƚĞ ŝŶĐůƵĚĞ͍  

zŽƵ ŵŝŐŚƚ ǁƌŝƚĞ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ĂƐ Ă ůŝƐƚ ůŝŬĞ ƚŚŝƐ͘
•	 �ĂƚĞ
•	 dŝŵĞ
•	 >ŽĐĂƚŝŽŶ ŽĨ ĐůŝŶŝĐ
•	 �ĂŶ ǇŽƵ ĞĂƚ ďĞĨŽƌĞ ƚŚĞ ƚĞƐƚ͍
•	 �Ž ǇŽƵ ƚĂŬĞ ǇŽƵƌ ƌĞŐƵůĂƌ ŵĞĚŝĐĂƚŝŽŶ ďĞĨŽƌĞ ƚŚĞ ƚĞƐƚ͍

/Ĩ ǇŽƵ ĂƌĞ ƵƐŝŶŐ ŶĞǁ ĞƋƵŝƉŵĞŶƚ Ăƚ ǁŽƌŬ ĂŶĚ ǇŽƵ ŚĂǀĞ ƚŽ ĨŽůůŽǁ ƐƉĞĐŝĨŝĐ ƐƚĞƉƐ ŝŶ ŽƌĚĞƌ͕ ǇŽƵ 
ŵŝŐŚƚ ƵƐĞ Ă ŶƵŵďĞƌĞĚ ůŝƐƚ Žƌ Ă ĨůŽǁ ĐŚĂƌƚ ůŝŬĞ ƚŚĞ ŽŶĞ ďĞůŽǁ ƚŽ ƌĞŵŝŶĚ ǇŽƵ ŽĨ ƚŚĞ ƐƚĞƉƐ
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Activity 2 – Task
•	 >ŝƐƚĞŶ ƚŽ ƚŚĞ ƐĂŵƉůĞ ƉŚŽŶĞ ŵĞƐƐĂŐĞ

tƌŝƚĞ ƚŚĞ ŝŵƉŽƌƚĂŶƚ ƉŽŝŶƚƐ ŝŶ ƚŚĞ ƐƉĂĐĞ ďĞůŽǁ ǁŚŝůĞ ůŝƐƚĞŶŝŶŐ͘

TasktƌŝƚĞ ƚŚĞ ŝŵƉŽƌƚĂŶƚ ƉŽŝŶƚƐ ŝŶ ƚŚĞ ƐƉĂĐĞ ďĞůŽǁ ǁŚŝůĞ ůŝƐƚĞŶŝŶŐ͘
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�ĂƚĞ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ   
dŝŵĞ  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

&Žƌͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

tŚŝůĞ ǇŽƵ ǁĞƌĞ ŽƵƚ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ ĐĂůůĞĚ

&ƌŽŵ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͅ ͺͅ ͺͺͺͺͺ

�ŽŶƚĂĐƚ ŶƵŵďĞƌ  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

DĞƐƐĂŐĞ
ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

Sample Message Pad
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Checking for Accuracy
Once you have made your notes, it is important to make sure that the information you 
have recorded is complete and correct. You can check your notes by

•	 Listening to a pre-recorded interview or phone message again
•	 Asking the speaker to repeat the information
•	 Confirming the information with the speaker by using phrases like “let me see if I 

have this right” or “can I review the information” and then read your notes to the 
speaker

•	 Using your own words to re-tell the information 
•	 Check with a co-worker, classmate or family member to see if they have the same 

information that you have

Add pieces of information you might have missed and take out any unimportant 
information.
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Activity 3 – Task
•	 >ŝƐƚĞŶ ƚŽ ƚŚĞ ƐĂŵƉůĞ ƉŚŽŶĞ ŵĞƐƐĂŐĞ

tƌŝƚĞ ƚŚĞ ŝŵƉŽƌƚĂŶƚ ƉŽŝŶƚƐ ŝŶ ƚŚĞ ƐƉĂĐĞ ďĞůŽǁ ǁŚŝůĞ ǇŽƵ ĂƌĞ ǁĂƚĐŚŝŶŐ ĂŶĚ ůŝƐƚĞŶŝŶŐ͘ 

�ŚĞĐŬ ǇŽƵƌ ŶŽƚĞƐ ĨŽƌ ĂĐĐƵƌĂĐǇ ƵƐŝŶŐ ŽŶĞ Žƌ ŵŽƌĞ ŽĨ ƚŚĞ ƚĞĐŚŶŝƋƵĞƐ ŽŶ ƚŚĞ ͞�ŚĞĐŬŝŶŐ ĨŽƌ 
�ĐĐƵƌĂĐǇ͟ ƉĂŐĞ͘

Task
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶ ƌĞĂĚ Ă ǁĞĞŬůǇ ďůŽŽĚ ƐƵŐĂƌ ůŽŐ ĂŶĚ  

ƌĞĐŽŐŶŝǌĞ ƉĂƚƚĞƌŶƐ ŽĨ ŚŝŐŚƐ ĂŶĚ ůŽǁƐ 
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶƌĞĂĚ ŝŶǀĞŶƚŽƌǇ ůŝƐƚƐ ƚŽ ĐŚĞĐŬ ĨŽƌ ůŽǁ ƐƚŽĐŬ 
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƌĞĂĚ Ă ŵƵůƚŝƉůŝĐĂƚŝŽŶ ƚĂďůĞ ƚŽ ĨŝŶĚ ƚŚĞ ĂŶƐǁĞƌ ƚŽ ϳ y ϵ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶƌĞǀŝĞǁŝŶŐ ŝŶƚĞƌŶĞƚ Žƌ ƉŚŽŶĞ ƵƐĂŐĞ ƚŽ ƚƌĂĐŬ ĞǆƉĞŶƐĞƐ 

Pre-requisites – EŽŶĞ 	 	 	 	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ
•	 WĂƉĞƌ
•	 KƉƚŝŽŶĂů ŽǀĞƌŚĞĂĚ ƉƌŽũĞĐƚŽƌ
•	 tŚŝƚĞ ďŽĂƌĚ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƌĞĂĚ ĂŶĚ ƵŶĚĞƌƐƚĂŶĚ 
ŚŽǁ ƚŽ ƵƐĞ Ă ǀĂƌŝĞƚǇ ŽĨ ƚĂďůĞƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ƵŶĚĞƌƐƚĂŶĚ ƚŚĂƚ

•	 dĂďůĞƐ ŚĂǀĞ Ă ǀĂƌŝĞƚǇ ŽĨ ŶĂŵĞƐ
•	 dŚĞƌĞ ŝƐ Ă ƐƉĞĐŝĨŝĐ ǁĂǇ ŽĨ ƌĞĂĚŝŶŐ ƚĂďůĞƐ ƵƐŝŶŐ ĐŽůƵŵŶƐ ĂŶĚ ƌŽǁƐ
•	  /ŶĨŽƌŵĂƚŝŽŶ ŝŶ Ă ƚĂďůĞ ĐĂŶ ďĞ ĂŶĂůǇǌĞĚ ƚŽ ĚĞƚĞƌŵŝŶĞ ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ
•	 WƌŝŽƌ ŬŶŽǁůĞĚŐĞ ĂŶĚ ŵĂŬŝŶŐ ŝŶĨĞƌĞŶĐĞƐ ŵĂǇ ďĞ ƌĞƋƵŝƌĞĚ ǁŚĞŶ ĂŶĂůǇǌŝŶŐ ĚĂƚĂ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Using a Table  
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Learning Modules

OALCF Levels used in the Using A Table Module

Primary OALCF 
Competencies

Performance Descriptors

C4.1 •	 identifies and compares quantities of items
•	 understands numerical order
•	 makes simple estimates
•	 interprets and represents values using whole numbers
•	 recognizes simple patterns

C4.2 •   makes estimates
•   recognizes patterns and begins to identify trends in data (e.g. 
•   population, crime, demographic, inventory, injury)

A2.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 requires support to identify sources and to evaluate and integrate 

information
A2.2 •	 makes connections between parts of documents

•	 makes low-level inferences
•	 begins to identify sources and evaluate information
•	 performs limited searches using one or two search criteria
•	 extracts information from tables and forms
•	 uses layout to locate information

Primary OALCF 
Competencies

Performance Descriptors

A1.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 identifies how lists are organized (e.g. sequential, chronological, 

alphabetical)
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences

F •	 If learner completes module as part of a group
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Learning Modules

Essential Skills used in the Using A Table Module

Essential Skills  Level Essential Skills  Level
Reading Text 1-2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1-2

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X
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Practitioner Instructions

When presenting to a group of learners, information sheets can be converted to overheads 
or can be used as prompts for practitioner notes on flip-chart or white board. 

When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as writing skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  
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Using a Table
Introduction
Tables are a way to arrange a lot of information.  Tables can be used to show information 
like

•	 Employee shifts on a time sheet
•	 The number of items in a warehouse and where each item is located
•	 Baseball statistics
•	 Medication doses, side-effects and precautions
•	 Student ID numbers and exam scores 

All tables have common features.  They have
•	 Rows that go across the table 
•	 Columns that go up and down the table 
•	 Cells or boxes that contain all the information

It is helpful to use a table because
•	 They can be read quickly
•	 They are in a visual format 
•	 They can hold lots of information in a small space

A table might also be called a

•	 Chart •	 Registry
•	 Spreadsheet •	 Listing
•	 Register •	 Catalogue
•	 Schedule •	 Log
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How to use a Table
dŚĞƌĞ ŝƐ Ă ƌŽǁ ĂĐƌŽƐƐ ƚŚĞ ƚŽƉ ŽĨ ƚŚĞ ƚĂďůĞ ƚŚĂƚ ŚĂƐ ŚĞĂĚŝŶŐƐ Žƌ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ŚĞůƉ ǇŽƵ ĨŝŶĚ 
ĚĞƚĂŝůƐ ŝŶƐŝĚĞ ƚŚĞ ƚĂďůĞ͘  DĂŶǇ ƚĂďůĞƐ ŚĂǀĞ Ă ƐƉĞĐŝĂů ĐŽůƵŵŶ ŽŶ ƚŚĞ ƐŝĚĞ ;ƵƐƵĂůůǇ ƚŚĞ ůĞĨƚ 
ƐŝĚĞͿ ƚŚĂƚ ŚĂƐ ŵŽƌĞ ŚĞĂĚŝŶŐƐ Žƌ ŝŶĨŽƌŵĂƚŝŽŶ ƚŽ ŚĞůƉ ǇŽƵ ĨŝŶĚ ĚĞƚĂŝůƐ ŝŶƐŝĚĞ ƚŚĞ ƚĂďůĞ͘  tĞ 
ĐĂŶ ƚĞůů ǁŚĂƚ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŝŶƐŝĚĞ ƚŚĞ ƚĂďůĞ ďǇ ƚŚĞ ƚŝƚůĞ ŽĨ ƚŚĞ ƚĂďůĞ͘  /Ŷ ƚŚĞ ĞǆĂŵƉůĞ ďĞůŽǁ͕ 
ƚŚĞ ŶƵŵďĞƌƐ ŝŶ ƚŚĞ ĐŽůƵŵŶƐ ƌĞƉƌĞƐĞŶƚ ƚŚĞ ƐƚĂƚŝƐƚŝĐƐ Žƌ ŶƵŵďĞƌ ŽĨ ǁŝŶƐ ĂŶĚ ůŽƐƐĞƐ ŽĨ ĞĂĐŚ 
ƚĞĂŵ͘

dŽƌŽŶƚŽ ^ƉŽƌƚƐ dĞĂŵ ^ƚĂƚƐ
dĞĂŵ ŶĂŵĞ tŝŶƐ >ŽƐƐĞƐ
�ůƵĞ :ĂǇƐ Ϯϱ ϭϯ
DĂƉůĞ >ĞĂĨƐ ϭϳ ϯϭ
�ƌŐŽƐ ϵ ϭϭ
ZĂƉƚŽƌƐ ϭϳ ϲ

/Ĩ ǁĞ ǁĂŶƚĞĚ ƚŽ ŬŶŽǁ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ƚŚĞ DĂƉůĞ >ĞĂĨƐ ůŽƐƚ ƚŚŝƐ ƐĞĂƐŽŶ͕ ǁĞ ǁŽƵůĚ ŚĂǀĞ ƚŽ 
ĨŽůůŽǁ ƚŚĞƐĞ ƐƚĞƉƐ

ϭ͘  &ŝŶĚ ƚŚĞ ƚĞĂŵ ŶĂŵĞ ŝŶ ƚŚĞ ůĞĨƚ ŚĂŶĚ ĐŽůƵŵŶ 
Ϯ͘  &ŝŶĚ ƚŚĞ ŚĞĂĚŝŶŐ ĨŽƌ ƚŚĞ ͞>ŽƐƐĞƐ͟ ĐŽůƵŵŶ Ăƚ ƚŚĞ ƚŽƉ ƌŝŐŚƚ
ϯ͘ hƐĞ ŽƵƌ ĨŝŶŐĞƌ ƚŽ ƚƌĂĐĞ ƌŝŐŚƚ ĂĐƌŽƐƐ ƚŚĞ DĂƉůĞ >ĞĂĨƐ ƌŽǁ
ϰ͘ hƐĞ ŽƵƌ ĨŝŶŐĞƌ ƚŽ ƚƌĂĐĞ ĚŽǁŶ ƚŚĞ ͞>ŽƐƐĞƐ͟ ĐŽůƵŵŶ 
ϱ͘ ZĞĂĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ƚŚĞ ďŽǆ Žƌ ĐĞůů ǁŚĞƌĞ ŽƵƌ ĨŝŶŐĞƌƐ ŵĞĞƚ 

dŚĞ ĂŶƐǁĞƌ ŝƐ Ͳ ƚŚĞ DĂƉůĞ >ĞĂĨƐ ůŽƐƚ ϯϭ ŐĂŵĞƐ ƚŚŝƐ ƐĞĂƐŽŶ͘
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Activity 1
hƐŝŶŐ ƚŚĞ dŽƌŽŶƚŽ ^ƉŽƌƚƐ dĞĂŵ ^ƚĂƚƐ ƚĂďůĞ͕ ĂŶƐǁĞƌ ƚŚĞ ĨŽůůŽǁŝŶŐ ƋƵĞƐƚŝŽŶƐ

ϭ͘  ,Žǁ ŵĂŶǇ ŐĂŵĞƐ ĚŝĚ ƚŚĞ �ƌŐŽƐ ǁŝŶ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ 
Ϯ͘  ,Žǁ ŵĂŶǇ ŐĂŵĞƐ ĚŝĚ ƚŚĞ ZĂƉƚŽƌƐ ůŽƐĞ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

dŽƌŽŶƚŽ ^ƉŽƌƚƐ dĞĂŵ ^ƚĂƚƐ
dĞĂŵ ŶĂŵĞ tŝŶƐ >ŽƐƐĞƐ
�ůƵĞ :ĂǇƐ Ϯϱ ϭϯ
DĂƉůĞ >ĞĂĨƐ ϭϳ ϯϭ
�ƌŐŽƐ ϵ ϭϭ
ZĂƉƚŽƌƐ ϭϳ ϲ
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dĂďůĞƐ ĐĂŶ ĂůƐŽ ďĞ ƵƐĞĚ ͞ďĂĐŬǁĂƌĚƐ͘͟  zŽƵ ĐĂŶ ůŽŽŬ ĨŽƌ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ƚŚĞ ďŽĚǇ ŽĨ ƚŚĞ ƚĂďůĞ 
ĂŶĚ ƚƌĂĐĞ ďĂĐŬ ƚŽ ĨŝŶĚ ŵŽƌĞ ŝŶĨŽƌŵĂƚŝŽŶ͘

�ĐƚŝǀŝƚǇ WĂƐƐ &ĞĞ ^ĐŚĞĚƵůĞ
dǇƉĞ ŽĨ �ĐƚŝǀŝƚǇ WĂƐƐ tĞƐƚ WŽŝŶƚ �ĐƚŝǀŝƚǇ �ĞŶƚƌĞ DĂƌŬĞƚ ^ƚƌĞĞƚ �ĐƚŝǀŝƚǇ 

�ĞŶƚƌĞ
zŽƵƚŚ ;ϭϳ Θ hŶĚĞƌͿ ΨϮϮ͘ϱϲ ΨϮϱ͘ϳϴ
�ĚƵůƚƐ Ψϯϴ͘ϱϯ ΨϰϬ͘ϯϴ
^ĞŶŝŽƌ ;ϱϬнͿ ΨϮϳ͘ϲϲ ΨϯϬ͘ϯϴ
&ĂŵŝůǇ Ψϲϭ͘ϰϬ  Ψϳϰ͘ϯϰ

hƐŝŶŐ ƚŚĞ �ĐƚŝǀŝƚǇ WĂƐƐ &ĞĞ ^ĐŚĞĚƵůĞ͕ ǁŚŝĐŚ ŝƐ ƚŚĞ ĐŚĞĂƉĞƐƚ ĂĐƚŝǀŝƚǇ ƉĂƐƐ͍
,ĞƌĞ ĂƌĞ ƚŚĞ ƐƚĞƉƐ ƚŽ ĨŝŶĚ ƚŚĞ ĂŶƐǁĞƌ͘

ϭ͘ ZĞĐŽŐŶŝǌĞ ƚŚĂƚ ƚŚĞ ĚŽůůĂƌ ĂŵŽƵŶƚƐ ŝŶƐŝĚĞ ƚŚĞ ƚĂďůĞ ƌĞƉƌĞƐĞŶƚ ƚŚĞ ĐŽƐƚ ŽĨ ƚŚĞ �ĐƚŝǀŝƚǇ 
WĂƐƐĞƐ ĨŽƌ ĞĂĐŚ ĂĐƚŝǀŝƚǇ ĐĞŶƚƌĞ͘  dŚĞƌĞ ĂƌĞ ĚŝĨĨĞƌĞŶƚ ƉƌŝĐĞƐ ĚĞƉĞŶĚŝŶŐ ŽŶ ŚŽǁ ŽůĚ ǇŽƵ 
ĂƌĞ ĂŶĚ ǁŚŝĐŚ ĂĐƚŝǀŝƚǇ ĐĞŶƚƌĞ ǇŽƵ ǁĂŶƚ ƚŽ ƵƐĞ

Ϯ͘ >ŽĐĂƚĞ ƚŚĞ ƐŵĂůůĞƐƚ ŶƵŵďĞƌ ŝŶ ƚŚĞ ƚĂďůĞ ;ΨϮϮ͘ϱϲͿ ĂŶĚ ƚƌĂĐĞ ƵƉ ƚŚĞ ĐŽůƵŵŶ ƚŽ ĨŝŶĚ 
tĞƐƚ WŽŝŶƚ �ĐƚŝǀŝƚǇ �ĞŶƚƌĞ

ϯ͘ >ŽĐĂƚĞ ƚŚĞ ƐŵĂůůĞƐƚ ŶƵŵďĞƌ ĂŐĂŝŶ ĂŶĚ ƚƌĂĐĞ ůĞĨƚ ĂĐƌŽƐƐ ƚŚĞ ƌŽǁ ƚŽ zŽƵƚŚ  
;ϭϳ Θ hŶĚĞƌͿ

ϰ͘ dŚĞ ĂŶƐǁĞƌ Ͳ dŚĞ ĐŚĞĂƉĞƐƚ ĂĐƚŝǀŝƚǇ ƉĂƐƐ ŝƐ ƚŚĞ zŽƵƚŚ ƉĂƐƐ Ăƚ ƚŚĞ tĞƐƚ WŽŝŶƚ �ĞŶƚƌĞ
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Activity 2
hƐŝŶŐ ƚŚĞ �ĐƚŝǀŝƚǇ WĂƐƐ &ĞĞ ^ĐŚĞĚƵůĞ ĂŶƐǁĞƌ ƚŚĞ ĨŽůůŽǁŝŶŐ ƋƵĞƐƚŝŽŶƐ

ϭ͘  tŚŝĐŚ ĂĐƚŝǀŝƚǇ ƉĂƐƐ ŝƐ ŵŽƐƚ ĞǆƉĞŶƐŝǀĞ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
Ϯ͘ /Ĩ ǇŽƵ ŽŶůǇ ŚĂĚ ΨϰϬ͘ϬϬ ǁŚŝĐŚ ĂĚƵůƚ ƉĂƐƐ ĐŽƵůĚ ǇŽƵ ďƵǇ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
ϯ͘ tŚŝĐŚ ƉĂƐƐĞƐ ĐŽƐƚ ŵŽƌĞ ƚŚĂŶ Ψϯϱ͘ϬϬ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ

�ĐƚŝǀŝƚǇ WĂƐƐ &ĞĞ ^ĐŚĞĚƵůĞ
DŽŶƚŚůǇ &ĞĞƐ tĞƐƚ WŽŝŶƚ �ĐƚŝǀŝƚǇ �ĞŶƚƌĞ DĂƌŬĞƚ ^ƚƌĞĞƚ �ĐƚŝǀŝƚǇ 

�ĞŶƚƌĞ
zŽƵƚŚ ;ϭϳ Θ hŶĚĞƌͿ ΨϮϮ͘ϱϲ ΨϮϱ͘ϳϴ
�ĚƵůƚƐ Ψϯϴ͘ϱϯ ΨϰϬ͘ϯϴ
^ĞŶŝŽƌ ;ϱϬнͿ ΨϮϳ͘ϲϲ ΨϯϬ͘ϯϴ
&ĂŵŝůǇ Ψϲϭ͘ϰϬ Ψϳϰ͘ϯϰ
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Activity 3
dŚĞ �ƵůŬ �ĂƌŶ ŽƉĞŶƐ Ăƚ ϴ͗ϬϬ Ă͘ŵ͘ ĂŶĚ ĐůŽƐĞƐ Ăƚ ϴ͗ϬϬ Ɖ͘ŵ͘ dŚĞƌĞ ĂƌĞ ϯ ĚŝĨĨĞƌĞŶƚ ƐŚŝĨƚƐ ƚŚĂƚ ĂŶ 
ĞŵƉůŽǇĞĞ ĐĂŶ ǁŽƌŬ͘ 

•	 ϴ͗ϬϬ Ă͘ŵ͘ ƚŽ ϭϮ͗ϬϬ Ɖ͘ŵ͘ ;ŶŽŽŶͿ
•	 ϭϮ͗ϬϬ Ɖ͘ŵ͘ ƚŽ ϰ͗ϬϬ Ɖ͘ŵ͘
•	 ϰ͗ϬϬ Ɖ͘ŵ͘  ƚŽ ϴ͗ϬϬ Ɖ͘ŵ͘

^ŽŵĞƚŝŵĞƐ ĂŶ ĞŵƉůŽǇĞĞ ŚĂƐ ƚŽ ǁŽƌŬ Ă ĚŽƵďůĞ ƐŚŝĨƚ ƚŽ ĐŽǀĞƌ ĨŽƌ ĂŶŽƚŚĞƌ ĞŵƉůŽǇĞĞ ǁŚĞŶ 
ƚŚĞǇ ŚĂǀĞ Ă ĚĂǇ ŽĨĨ͘

 tĞĞŬůǇ �ŵƉůŽǇĞĞ ^ŚŝĨƚƐ
�ĂǇ DKE dh�^ t�� d,hZ &Z/ ^�d ^hE
EĂŵĞљ
'ĞŶĞ ϴͲϭϮ ϴͲϭϮ ϴͲϰ ϴͲϭϮ ϴͲϭϮ ϴͲϰ �ůŽƐĞĚ
<ĞůůǇ ϭϮͲϰ ϭϮͲϰ ŽĨĨ ϭϮͲϰ ϭϮͲϰ ϭϮͲϴ �ůŽƐĞĚ
�ŵŝƌĂ ϰͲϴ ϰͲϴ ϰͲϴ ϰͲϴ ϰͲϴ ŽĨĨ �ůŽƐĞĚ

hƐĞ ƚŚĞ ǁŽƌŬ ƐĐŚĞĚƵůĞ ĂďŽǀĞ ƚŽ ĂŶƐǁĞƌ ƚŚĞƐĞ ƋƵĞƐƚŝŽŶƐ
ϭ͘  tŚĂƚ ƚŝŵĞ ĚŽĞƐ <ĞůůǇ ǁŽƌŬ ŽŶ ^ĂƚƵƌĚĂǇ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
Ϯ͘ tŚŝĐŚ ŝƐ �ŵŝƌĂ͛Ɛ ĚĂǇ ŽĨĨ͍    ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
ϯ͘ tŚĞŶ ĚŽĞƐ 'ĞŶĞ ǁŽƌŬ ůŽŶŐĞƌ ƐŚŝĨƚƐ͍  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
ϰ͘ tŚŽ ŚĂƐ ƚŚĞ ĚĂǇ ŽĨĨ ŽŶ tĞĚŶĞƐĚĂǇ͍  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
ϱ͘ tŚŽ ƐƚĂƌƚƐ ǁŽƌŬ ĨŝƌƐƚ ŽŶ DŽŶĚĂǇ͍  ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
ϲ͘ tŚŽ ǁŽƌŬƐ ƚŚĞ ĞǀĞŶŝŶŐ ƐŚŝĨƚ ŽŶ ^ĂƚƵƌĚĂǇ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
ϳ͘ tŚŽ ĐŽǀĞƌĞĚ <ĞůůǇ͛Ɛ ŚŽƵƌƐ ŽŶ tĞĚŶĞƐĚĂǇ͍ ͺͺͺͺͺͺͺͺͺͺͺͺͺͺͺ
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Activity 4
�ŝǀŝƐŝŽŶ 
ĐŚĂƌƚ

ϯϬ ϰϬ ϱϬ ϲϬ ϳϬ

ϭ ϯϬ ϰϬ ϱϬ ϲϬ ϳϬ
Ϯ ϭϱ ϮϬ Ϯϱ ϯϬ ϯϱ
ϱ ϲ ϴ ϭϬ ϭϮ ϭϰ
ϭϬ ϯ ϰ ϱ ϲ ϳ

hƐŝŶŐ ƚŚŝƐ ĚŝǀŝƐŝŽŶ ĐŚĂƌƚ ĂŶƐǁĞƌ ƚŚĞ ƋƵĞƐƚŝŽŶƐ ďĞůŽǁ͘  �ǀĞŶ ŝĨ ǇŽƵ ŬŶŽǁ ƚŚĞ ĚŝǀŝƐŝŽŶ ĨĂĐƚƐ 
ĨƌŽŵ ŵĞŵŽƌǇ Žƌ ĐĂŶ ĨŝŐƵƌĞ ƚŚĞ ŵĂƚŚ ŽƵƚ ŝŶ ǇŽƵƌ ŚĞĂĚ͕ ƉƌĂĐƚŝĐĞ ƵƐŝŶŐ ƚŚĞ ƚĂďůĞ ƚŽ ĨŝŶĚ ƚŚĞ 
ĂŶƐǁĞƌ͘  ZĞŵĞŵďĞƌ͕ ƚŚŝƐ ŝƐ ŶŽƚ Ă ŵĂƚŚ ŵŽĚƵůĞ͕ ŝƚ ŝƐ Ă ŵŽĚƵůĞ ƚŽ ŚĞůƉ ǇŽƵ ůĞĂƌŶ ŚŽǁ ƚŽ ƵƐĞ 
ƚĂďůĞƐ͘

ϭ͘  ϳϬ р Ϯ с ͺͺͺͺͺͺͺͺͺͺ
Ϯ͘ ϰϬ р ϭϬ с ͺͺͺͺͺͺͺͺͺͺ
ϯ͘ ϯϬ р ϱ с ͺͺͺͺͺͺͺͺͺͺ
ϰ͘ ϳϬ р ϱ с ͺͺͺͺͺͺͺͺͺͺ
ϱ͘ ϲϬ р ϭϮ с ͺͺͺͺͺͺͺͺͺͺ
ϲ͘ ϰϬ р ϴ с ͺͺͺͺͺͺͺͺͺͺ
ϳ͘ ϳϬ р ϭϰ с   ͺͺͺͺͺͺͺͺͺͺ
ϴ͘ ϲϬ р ϯϬ с ͺͺͺͺͺͺͺͺͺͺ
ϵ͘ ϱϬ р ϱϬ с ͺͺͺͺͺͺͺͺͺͺ
ϭϬ͘ ϰϬ р ϴ с ͺͺͺͺͺͺͺͺͺͺ
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Answers

Activity 1
Using the Toronto Sports Team Stats table above answer the following questions

1.	 How many games did the Argos win? 9
2.	 How many games did the Raptors lose?  6

Activity 2
Using the Activity Pass Fee Schedule answer the following questions

1.	 Which activity pass is most expensive?   
A Market Street Activity Centre Family pass

2.	 If you only had $40.00 which adult pass could you buy?  
A West Point Activity Centre adult pass

3.	 Which passes cost more than $35.00? 
Adult and family passes at West Point and Market Street Activity Centre cost more 
than $35.00

Activity 3
Use the work schedule below to answer these questions

1.	 What time does Kelly work on Saturday?	 12-8
2.	 Which is Amira’s day off?				   Saturday
3.	 When does Gene work longer shifts?		  Wednesday and Saturday
4.	 Who has the day off on Wednesday?		  Kelly
5.	 Who starts work first on Monday?		  Gene
6.	 Who works the evening shift on Saturday?	 Kelly
7.	 Who covered Kelly’s hours on Wednesday?	 Gene
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Activity 4
hƐŝŶŐ ƚŚŝƐ ĚŝǀŝƐŝŽŶ ĐŚĂƌƚ ĂŶƐǁĞƌ ƚŚĞ ĨŽůůŽǁŝŶŐ ƋƵĞƐƚŝŽŶƐ
ϭ͘ ϳϬ р Ϯ с ϯϱ
Ϯ͘ ϰϬ р ϭϬ с ϰ
ϯ͘ ϯϬ р ϱ с ϲ
ϰ͘ ϳϬ р ϱ с ϭϰ
ϱ͘ ϲϬ р ϭϮ с ϱ
ϲ͘ ϰϬ р ϴ с ϱ
ϳ͘ ϳϬ р ϭϰ с ϱ
ϴ͘ ϲϬ р ϯϬ с Ϯ
ϵ͘ ϱϬ р ϱϬ с ϭ
ϭϬ͘ ϰϬ р ϴ с ϱ
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶƌĞĂĚ Ă ǁĞĞŬůǇ ďůŽŽĚ ƐƵŐĂƌ ůŽŐ ĂŶĚ ƌĞĐŽŐŶŝǌĞ  

ƉĂƚƚĞƌŶƐ ŽĨ ŚŝŐŚƐ ĂŶĚ ůŽǁƐ 
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶƌĞĂĚ ŝŶǀĞŶƚŽƌǇ ůŝƐƚƐ ƚŽ ĐŚĞĐŬ ĨŽƌ ůŽǁ ƐƚŽĐŬ 
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƌĞĂĚ Ă ŵƵůƚŝƉůŝĐĂƚŝŽŶ ƚĂďůĞ ƚŽ ĨŝŶĚ ƚŚĞ ĂŶƐǁĞƌ ƚŽ ϳyϵ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶƌĞǀŝĞǁŝŶŐ ŝŶƚĞƌŶĞƚ Žƌ ƉŚŽŶĞ ƵƐĂŐĞ ƚŽ ƚƌĂĐŬ ĞǆƉĞŶƐĞƐ 

Pre-requisites – hƐŝŶŐ Ă ƚĂďůĞ	 	 	 	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ
•	 WĂƉĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƌĞĂĚ ĂŶĚ ƵŶĚĞƌƐƚĂŶĚ 
ŚŽǁ ƚŽ ƵƐĞ Ă ǀĂƌŝĞƚǇ ŽĨ ƚĂďůĞƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ƵŶĚĞƌƐƚĂŶĚ ƚŚĂƚ

•	 ƚĂďůĞƐ ŚĂǀĞ Ă ǀĂƌŝĞƚǇ ŽĨ ŶĂŵĞƐ
•	 ƚŚĞƌĞ ŝƐ Ă ƐƉĞĐŝĨŝĐ ǁĂǇ ŽĨ ƌĞĂĚŝŶŐ ƚĂďůĞƐ ƵƐŝŶŐ ĐŽůƵŵŶƐ ĂŶĚ ƌŽǁƐ
•	 ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ Ă ƚĂďůĞ ĐĂŶ ďĞ ĂŶĂůǇǌĞĚ ƚŽ ĚĞƚĞƌŵŝŶĞ ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ
•	 ƉƌŝŽƌ ŬŶŽǁůĞĚŐĞ ĂŶĚ ŵĂŬŝŶŐ ŝŶĨĞƌĞŶĐĞƐ ŵĂǇ ďĞ ƌĞƋƵŝƌĞĚ ǁŚĞŶ ĂŶĂůǇǌŝŶŐ ĚĂƚĂ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Finding Patterns 
in a Table  
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OALCF Levels used in Finding Patterns in a Table

Primary OALCF 
Competencies

Performance Descriptors

C4.1 •	 identifies and compares quantities of items
•	 understands numerical order
•	 makes simple estimates
•	 interprets and represents values using whole numbers
•	 recognizes simple patterns

C4.2 •	 makes estimates
•	 recognizes patterns and begins to identify trends in data (e.g. 

population, crime, demographic, inventory, injury)
C4.3 •	 manages unfamiliar elements (e.g. context, content) to 

complete tasks
•	 begins to recognize bias in data and in displays, such as 

graphs
•	 finds integrates and analyzes data
•	 makes predictions using data; identifies trends

A2.1 •	 scans to locate specific details
•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels 

and signs
•	 requires support to identify sources and to evaluate and 

integrate information
A2.2 •	 makes connections between parts of documents

•	 makes low-level inferences
•	 begins to identify sources and evaluate information
•	 performs limited searches using one or two search criteria
•	 extracts information from tables and forms
•	 uses layout to locate information

A2.3 •	 integrates several pieces of information from documents
•	 compares or contrasts information between two or more 

documents
•	 uses layout to locate information
•	 makes inferences and draws conclusions from information 

displays
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Secondary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single 

text
•	 follows the sequence of events in straightforward 

chronological texts
•	 follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and 

integrate information
F If learner completes module as part of a group
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X

X

X

X

X

Essential Skills Levels used in Finding Patterns in a Table

Essential Skills  Level Essential Skills  Level
Reading Text 1-2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1-3

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 
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Practitioner Instructions

When presenting to a group of learners, information sheets can be converted to be used as 
a PowerPoint or on a smart board or they can be used as prompts for practitioner notes on 
a flip-chart or white board. 

When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as writing skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner. 
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Practitioner Activity Instructions

Activity 1 – Skill Builder
Have the learner look over the carbohydrate table for a few minutes.  Lead a discussion 
using the questions in Activity 1.  Possible patterns are included in the answer section of 
this module.

Note:  Encourage learners to use different coloured pens or highlighters to identify groups 
of numbers.  For example: highlight all zeros with yellow, all numbers that are very close to 
target numbers (15 grams for snack and 50 grams for meals) in green and all numbers that 
are far above or far below (+/- 10 grams) in pink.  Some learners may see patterns more 
easily when they have colour reinforcement.

Activity 2 – Skill Builder
Have the learner look over the weather chart and accident table for a few minutes.  Lead 
a discussion using the questions in Activity 2.  Possible patterns are included in the answer 
section of this module.

Note:  Encourage learners to transpose the information from the accident table to the 
weather report.  Some learners need to see the information together to see patterns.  
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Activity 2 – Task
Make your own calendar for the last 30 days. 
Provide the learner with a calendar template or show the learner how to make their own 
table with date headings and enough cells to capture the previous 30 days.

•	 Write into the calendar the days that your class was scheduled in one colour of 
pen.  Learners may need assistance remembering PD days or stat holidays.  

•	 In a different colour pen, write in the days that you were absent, late or left early.  
Learners may need assistance recalling their absences in the past 30 days.  You may 
need to refer to class stats for accurate information.

•	 In a third colour pen, write in any information you can remember about the last 
30 days (family birthdays, illness, work schedule, child or childcare issues, weather 
issues, anything at all.)  Learners may need to discuss these issues to accurately 
identify when these events happened.

Analyze the information in your calendar
•	 Do you see any patterns?
•	 What do you think was the cause of these patterns?

Patterns may include 
•	 Absence during bad weather
•	 Lateness on Monday mornings
•	 Leaving early at the end of the week
•	 Absence at the end of the month

Causes may include
•	 Childcare issues cause absence or lateness
•	 Absence due to illness or family illness
•	 Less funds at the end of the month –took extra work shifts

Learners may not be able to correlate their attendance patterns with external events 
independently.  You may need to point out patterns that the learner cannot see. 
There may be no patterns to see in the last 30 days.

Encourage learners to discuss how they may be able to change any patterns they do see.
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Analyzing Data
dĂďůĞƐ ĐĂŶ ďĞ ƵƐĞĚ ĨŽƌ ŵŽƌĞ ƚŚĂŶ ũƵƐƚ ĨŝŶĚŝŶŐ ŝŶĨŽƌŵĂƚŝŽŶ͘  dŚĞǇ ĐĂŶ ďĞ ƵƐĞĚ ƚŽ ĂŶĂůǇǌĞ 
ĚĂƚĂ͘  �ŶĂůǇǌŝŶŐ ĚĂƚĂ ŵĞĂŶƐ ǇŽƵ ĐĂŶ ůŽŽŬ Ăƚ Ă ůŽƚ ŽĨ ŝŶĨŽƌŵĂƚŝŽŶ ĂŶĚ ƐĞĞ ŝĨ ƚŚĞƌĞ ĂƌĞ 
ƉĂƚƚĞƌŶƐ ŝŶ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ͘  �ŶĂůǇǌŝŶŐ ĚĂƚĂ ŵĞĂŶƐ ǁĞ ĐĂŶ ĨŝŶĚ ƚŚĞ ĐĂƵƐĞ ŽĨ ƐŽŵĞƚŚŝŶŐ Žƌ 
ƚŚĞ ĞĨĨĞĐƚ ƚŚĂƚ ŽŶĞ ƚŚŝŶŐ ŚĂƐ ŽŶ ƐŽŵĞƚŚŝŶŐ ĞůƐĞ͘ 

^ŽŵĞƚŝŵĞƐ ǁĞ ŚĂǀĞ ƚŽ ƵƐĞ ƉƌŝŽƌ ŬŶŽǁůĞĚŐĞ ƚŽ ƐĞĞ ƉĂƚƚĞƌŶƐ͘  dŚŝƐ ŵĞĂŶƐ ƚŚĂƚ ǁĞ ƵƐĞ 
ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ŝƐ EKd ŝŶ ƚŚĞ ƚĂďůĞ͘  tĞ ƵƐĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǁĞ ŬŶŽǁ ĂůƌĞĂĚǇ ĞŝƚŚĞƌ ĨƌŽŵ 
ǁŽƌŬ ǁĞ͛ǀĞ ĂůƌĞĂĚǇ ĚŽŶĞ Žƌ ƚŚŝŶŐƐ ǁĞ͛ǀĞ ĂůƌĞĂĚǇ ůĞĂƌŶĞĚ͘   
^ŽŵĞƚŝŵĞƐ ǁĞ ŚĂǀĞ ƚŽ ŵĂŬĞ ĂŶ ĞĚƵĐĂƚĞĚ ŐƵĞƐƐ Žƌ ƌĞĂĚ ďĞƚǁĞĞŶ ƚŚĞ ůŝŶĞƐ͘  dŚŝƐ ŝƐ ĐĂůůĞĚ 
ŵĂŬŝŶŐ ĂŶ ŝŶĨĞƌĞŶĐĞ͘  dŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝƐ ŶŽƚ ŐŝǀĞŶ ƚŽ ƵƐ ĚŝƌĞĐƚůǇ ďƵƚ ǁĞ ƉƵƚ ƚŚĞ ƉŝĞĐĞƐ 
ƚŽŐĞƚŚĞƌ ůŝŬĞ Ă ƉƵǌǌůĞ͘

,ĞƌĞ ŝƐ Ă ƚĂďůĞ ƚŚĂƚ ƐŚŽǁƐ ƚŚĞ ƐĂůĞ ŽĨ ďŽƚƚůĞƐ ŽĨ ƐƵŶ ƐĐƌĞĞŶ ƚŚƌŽƵŐŚŽƵƚ ƚŚĞ ǇĞĂƌ ĂĐƌŽƐƐ 
KŶƚĂƌŝŽ͘  tŚĂƚ ƉĂƚƚĞƌŶƐ ĚŽ ǇŽƵ ƐĞĞ͍  tŚĂƚ ĚŽ ǇŽƵ ƚŚŝŶŬ ĐĂƵƐĞĚ ƚŚŝƐ ƉĂƚƚĞƌŶ͍

DŽŶƚŚ ^ĂůĞƐ ŝŶ ΨϭϬϬϬ DŽŶƚŚ ^ĂůĞƐ ŝŶ ΨϭϬϬϬ
:ĂŶƵĂƌǇ ϭ :ƵůǇ ϱ
&ĞďƌƵĂƌǇ Ϯ �ƵŐƵƐƚ ϰ
DĂƌĐŚ ϯ ^ĞƉƚĞŵďĞƌ Ϯ
�Ɖƌŝů ϭ KĐƚŽďĞƌ ϭ
DĂǇ ϭ EŽǀĞŵďĞƌ ϭ
:ƵŶĞ Ϯ �ĞĐĞŵďĞƌ ϭ

�ŶƐǁĞƌƐ ŵĂǇ ǀĂƌǇ͗  ŝŶĐƌĞĂƐĞ ŝŶ ƐĂůĞƐ ŝŶ ƐƵŵŵĞƌ ǁŚĞŶ ĐŚŝůĚƌĞŶ ĂƌĞ ŽƵƚ ŽĨ ƐĐŚŽŽů ĂŶĚ ĚƵƌŝŶŐ 
DĂƌĐŚ �ƌĞĂŬ ǁŚĞŶ ŵĂŶǇ ŐŽ ƐŽƵƚŚ ŽŶ ŚŽůŝĚĂǇ͘  dŚĞƌĞ ĂƌĞ ůŽǁĞƌ ƐĂůĞƐ ŝŶ ǁŝŶƚĞƌ ŵŽŶƚŚƐ 
ǁŚĞŶ ĚĂŶŐĞƌ ŽĨ ƐƵŶ ďƵƌŶ ŝƐ ůŽǁ͘
KŶĐĞ ǁĞ ŚĂǀĞ ĨŽƵŶĚ ƚŚĞ ƉĂƚƚĞƌŶƐ ĂŶĚ ĂŶĂůǇǌĞĚ ǁŚĂƚ ŵŝŐŚƚ ŚĂǀĞ ĐĂƵƐĞĚ ƚŚĞ ƉĂƚƚĞƌŶ͕ ǁĞ 
ĐĂŶ ŵĂŬĞ ĚĞĐŝƐŝŽŶƐ Žƌ ƐŽůǀĞ ƉƌŽďůĞŵƐ͘ 
tŚĂƚ ĚĞĐŝƐŝŽŶƐ ŵŝŐŚƚ Ă ƐƚŽƌĞ ŬĞĞƉĞƌ ŵĂŬĞ ďĂƐĞĚ ŽŶ ƚŚĞƐĞ ƉĂƚƚĞƌŶƐ ŝŶ ƚŚĞ ƐĂůĞƐ ŽĨ ƐƵŶ 
ƐĐƌĞĞŶ͍

•	 ,ĂǀĞ ŵŽƌĞ ƐƵŶƐĐƌĞĞŶ ŝŶ ƐƚŽĐŬ
•	 /ŶĐƌĞĂƐĞ ƉƌŝĐĞ
•	 DŽƌĞ ǀĂƌŝĞƚǇ 
•	 �ĚǀĞƌƚŝƐĞ ŵŽƌĞ
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Activity 1 – Skill Builder
� ƉĞƌƐŽŶ ůŝǀŝŶŐ ǁŝƚŚ ĚŝĂďĞƚĞƐ ŚĂƐ ƚŽ ŬĞĞƉ ƚƌĂĐŬ ŽĨ ŚŽǁ ŵĂŶǇ ĐĂƌďŽŚǇĚƌĂƚĞƐ ;ƐƚĂƌĐŚ ĂŶĚ 
ƐƵŐĂƌͿ ƚŚĞǇ ĞĂƚ ĞǀĞƌǇ ĚĂǇ ĂŶĚ Ăƚ ĞǀĞƌǇ ŵĞĂů͘   &ŽŽĚ ůŝŬĞ ƉŽƚĂƚŽĞƐ͕ ďƌĞĂĚƐ͕ ĐĞƌĞĂůƐ͕ ƐƵŐĂƌ͕ 
ƐŽĨƚ ĚƌŝŶŬƐ͕ ƐǁĞĞƚƐ͕ ĂŶĚ ĐŚŝƉƐ ĂƌĞ ǀĞƌǇ ŚŝŐŚ ŝŶ ĐĂƌďŽŚǇĚƌĂƚĞƐ͘  >ŝǌ ŝƐ ƐƵƉƉŽƐĞĚ ƚŽ ĞĂƚ ĂďŽƵƚ 
ϱϬ ŐƌĂŵƐ ŽĨ ĐĂƌďŽŚǇĚƌĂƚĞƐ Ăƚ ĞǀĞƌǇ ŵĞĂů ĂŶĚ ĂďŽƵƚ ϭϱ ŝŶ ĞǀĞƌǇ ƐŶĂĐŬ͘  ZĞŶĠ ŝƐ ƐƵƉƉŽƐĞĚ ƚŽ 
ĞĂƚ ϯ ŵĞĂůƐ ĂŶĚ ϯ ƐŶĂĐŬƐ ĞǀĞƌǇ ĚĂǇ͘

>ŽŽŬ Ăƚ ƚŚŝƐ ƉĂŐĞ ĨƌŽŵ >ŝǌ͛Ɛ ĐĂƌďŽŚǇĚƌĂƚĞ ůŽŐ ďŽŽŬ͘  >ŝǌ ŚĂƐ ǁƌŝƚƚĞŶ ŝŶ ƚŚĞ ĂŵŽƵŶƚ ŽĨ 
ĐĂƌďŽŚǇĚƌĂƚĞƐ ĨŽƌ ĞĂĐŚ ŵĞĂů͘  dŚĞ ĂŵŽƵŶƚƐ ĂƌĞ Ăůů ŝŶ ŐƌĂŵƐ͘ 

'ƌĂŵƐ ŽĨ �ĂƌďŽŚǇĚƌĂƚĞƐ ƉĞƌ DĞĂů
DKE dh�^ t�� d,hZ &Z/ ^�d ^hE

�ƌĞĂŬĨĂƐƚ ϱϭ ϰϴ ϱϯ ϭϱ ϰϲ ϳϱ ϴϬ
^ŶĂĐŬ ϭϬ ϭϱ ϮϬ ϯϱ ϭϬ Ϭ Ϭ
>ƵŶĐŚ ϰϬ ϱϱ ϰϱ ϲϬ ϰϱ ϰϲ ϮϮ
^ŶĂĐŬ ϮϬ ϮϬ ϭϱ Ϭ Ϭ Ϭ ϳϱ
�ŝŶŶĞƌ ϱϯ ϲϬ ϰϴ ϴϬ ϴϬ ϳϬ ϴϬ
^ŶĂĐŬ ϭϬ ϭϮ ϭϱ Ϭ ϱϬ ϳϬ ϯϬ

tŚĂƚ ƉĂƚƚĞƌŶƐ ǇŽƵ ƐĞĞ͍
/Ɛ ƚŚĞƌĞ Ă ĚĂǇ ŽĨ ƚŚĞ ǁĞĞŬ ƚŚĂƚ >ŝǌ ŚĂƐ ĚŝĨĨŝĐƵůƚǇ ƐƚŝĐŬŝŶŐ ƚŽ ŚĞƌ ŶƵƚƌŝƚŝŽŶ ƉůĂŶ͍
�ƌĞ ƚŚĞƌĞ ƚŝŵĞƐ ŽĨ ĚĂǇ ǁŚĞƌĞ ƚŚĞƌĞ ŝƐ Ă ƉĂƚƚĞƌŶ ŽĨ ŚŝŐŚ ŶƵŵďĞƌƐ Žƌ ůŽǁ ŶƵŵďĞƌƐ͍
tŚǇ ĚŽ ǇŽƵ ƚŚŝŶŬ ƚŚĞƌĞ ŵŝŐŚƚ ďĞ ƉƌŽďůĞŵƐ ŽŶ ƚŚŽƐĞ ĚĂǇƐ Žƌ ƚŚŽƐĞ ƚŝŵĞƐ ŽĨ ĚĂǇ͍
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Integrating Data
^ŽŵĞƚŝŵĞƐ ǇŽƵ ŶĞĞĚ ƚŽ ůŽŽŬ Ăƚ ŝŶĨŽƌŵĂƚŝŽŶ Žƌ ĚĂƚĂ ĨƌŽŵ ƚǁŽ ƉĂƌƚƐ ŽĨ Ă ƚĂďůĞ Žƌ ĨƌŽŵ Ϯ 
ƚĂďůĞƐ ƚŽ ƌĞĂůůǇ ƵŶĚĞƌƐƚĂŶĚ ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ͘ tĞ ŚĂǀĞ ƚŽ ŝŶƚĞŐƌĂƚĞ Žƌ ďůĞŶĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ 
ƚŽ ĨŝŶĚ ĂŶ ĂŶƐǁĞƌ͘

/Ĩ ǁĞ ůŽŽŬ Ăƚ ƚŚĞ ŶĞǆƚ ƚǁŽ ƚĂďůĞƐ͕ Ă ǁĞĂƚŚĞƌ ƌĞƉŽƌƚ ĂŶĚ Ă ƐƵŵŵĂƌǇ ŽĨ ĂĐĐŝĚĞŶƚƐ͕ ǁĞ ĐĂŶ 
ĂŶĂůǇǌĞ ƚŚĞ ĚĂƚĂ͕ ŝŶƚĞŐƌĂƚĞ Žƌ ďůĞŶĚ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ĂŶĚ ŵĂŬĞ ƐŽŵĞ ĐŽŶŶĞĐƚŝŽŶƐ ďĞƚǁĞĞŶ 
ƉŽƐƐŝďůĞ ĐĂƵƐĞƐ ĂŶĚ ĞĨĨĞĐƚƐ͘

�ĞĐĞŵďĞƌ ϮϬϭϭ   <ŝŶŐƐƚŽŶ KŶƚĂƌŝŽ tĞĂƚŚĞƌ
SUN MON TUES WED THUR FRI SAT

1 2 3

4 5 6 7 8 9 10

11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31
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�ĞĐĞŵďĞƌ ϮϬϭϭ   <ŝŶŐƐƚŽŶ KŶƚĂƌŝŽ �ƵƚŽ �ŽůůŝƐŝŽŶƐ
�ĂƚĞƐ ,ŝŐŚǁĂǇ �ŽůůŝƐŝŽŶƐ ZĞŐŝŽŶĂůͬDƵŶŝĐŝƉĂů ZŽĂĚ 

�ŽůůŝƐŝŽŶƐ
�ĞĐ ϭͲϯ ϰ Ϯ
�ĞĐ ϰͲϭϬ ϱ ϰ
�ĞĐ ϭϭͲϭϳ ϭϮ Ϯϭ
�ĞĐ ϭϴͲϮϰ ϵ ϭϭ
�ĞĐ ϮϱͲϯϭ ϰ ϯϬ

,Žǁ ĚŽ ǁĞ ƵƐĞ ƚŚĞƐĞ ƚǁŽ ƚĂďůĞƐ͍
^ƚĂƌƚ ďǇ ůŽŽŬŝŶŐ ĨŽƌ ƉĂƚƚĞƌŶƐ Žƌ ŶƵŵďĞƌƐ ƚŚĂƚ ƐƚĂŶĚ ŽƵƚ͘ 
tŚĂƚ ĐŽŶŶĞĐƚŝŽŶƐ ĐĂŶ ǇŽƵ ŵĂŬĞ ďĞƚǁĞĞŶ ƚŚĞ ƚǁŽ ƚĂďůĞƐ͍
�Ž ǇŽƵ ŚĂǀĞ ĂŶǇ ƉƌŝŽƌ ŬŶŽǁůĞĚŐĞ ;ĞǆƚƌĂ ŝŶĨŽƌŵĂƚŝŽŶͿ ĂďŽƵƚ ƚŚŝƐ ƐŝƚƵĂƚŝŽŶ͍
�ĂŶ ǇŽƵ ƌĞĂĚ ďĞƚǁĞĞŶ ƚŚĞ ůŝŶĞƐ ;ŵĂŬĞ ŝŶĨĞƌĞŶĐĞƐͿ͍
tŚĂƚ ƉŽƐƐŝďůĞ ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ ƐƚĂƚĞŵĞŶƚƐ ĐĂŶ ǇŽƵ ŵĂŬĞ͍
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&ŽůůŽǁ ƚŚĞƐĞ ƐƚĞƉƐ
ϭ͘ dŚĞƌĞ ĂƌĞ ŵŽƌĞ ĐĂƌ ĂĐĐŝĚĞŶƚƐ ;ϭϮͿ ŽŶ ƚŚĞ ŚŝŐŚǁĂǇ ŽŶ ƚŚĞ ǁĞĞŬ ŽĨ �ĞĐĞŵďĞƌ ϭϭ͘  
Ϯ͘ tŚĂƚ ǁĂƐ ŚĂƉƉĞŶŝŶŐ ǁŝƚŚ ƚŚĞ ǁĞĂƚŚĞƌ ƚŚĂƚ ǁĞĞŬ͍  /ƚ ƐŶŽǁĞĚ ĨŽƌ ϰ ĚĂǇƐ ĂŶĚ ǁĂƐ 

ĐůŽƵĚǇ ŵŽƐƚ ŽĨ ƚŚĞ ǁĞĞŬ͘

 
The snow might have caused the increase in highway accidents.

ϭ͘   dŚĞƌĞ ǁĞƌĞ Ă ůŽƚ ŽĨ ĂĐĐŝĚĞŶƚƐ ŽŶ ƌĞŐŝŽŶĂů Žƌ ŵƵŶŝĐŝƉĂů ƌŽĂĚƐ ƚŚĞ ǁĞĞŬ ŽĨ �ĞĐĞŵďĞƌ 
Ϯϰ͘  tŚĂƚ ĐŽƵůĚ ŚĂǀĞ ĐĂƵƐĞĚ ƚŚŝƐ͍ 

Ϯ͘   tŚĂƚ ǁĂƐ ƚŚĞ ǁĞĂƚŚĞƌ ůŝŬĞ͍  dŚĞ ǁĞĂƚŚĞƌ ǁĂƐ ŵŽƐƚůǇ ĨĂŝƌ ƚŚĂƚ ǁĞĞŬ͘  tŚĂƚ ŽƚŚĞƌ 
ŝŶĨŽƌŵĂƚŝŽŶ ĚŽ ǁĞ ŬŶŽǁ ĂďŽƵƚ ƚŚĂƚ ǁĞĞŬ͍  

ϯ͘   /ƚ ŝƐ Ă ŵĂũŽƌ �ĂŶĂĚŝĂŶ ŚŽůŝĚĂǇ ƚŚĂƚ ǁĞĞŬ͘  � ůŽƚ ŽĨ ƉĞŽƉůĞ ĂƌĞ ŽŶ ƚŚĞ ƌŽĂĚƐ Ăƚ ƚŚĂƚ 
ƚŝŵĞ ŽĨ ǇĞĂƌ ĚŽŝŶŐ ƐŚŽƉƉŝŶŐ ĂŶĚ ǀŝƐŝƚŝŶŐ ĨƌŝĞŶĚƐ ĂŶĚ ƌĞůĂƚŝǀĞƐ͘  

  
More traffic on the roads might have caused more accidents that week even though the 

weather was okay.

ϭ͘ �ƌĞ ƚŚĞƌĞ ĂŶǇ ŽƚŚĞƌ ĨĂĐƚŽƌƐ ƚŚĂƚ ĐŽƵůĚ ĞǆƉůĂŝŶ ƚŚĞ ŶƵŵďĞƌƐ ŽĨ ĐĂƌ ĂĐĐŝĚĞŶƚƐ ƚŚĞ ǁĞĞŬ 
ŽĨ �ĞĐĞŵďĞƌ Ϯϱ͍  

Ϯ͘ WĞŽƉůĞ ĂƌĞ ĐĞůĞďƌĂƚŝŶŐ Ăƚ ƚŚĂƚ ƚŝŵĞ ŽĨ ǇĞĂƌ͘  dŚĞƌĞ ŵĂǇ ďĞ ŵŽƌĞ ƉĞŽƉůĞ ƐƚƌĞƐƐĞĚ͕ ŶŽƚ 
ƉĂǇŝŶŐ ĂƚƚĞŶƚŝŽŶ Žƌ ĚƌŝŶŬŝŶŐ ĂŶĚ ĚƌŝǀŝŶŐ Ăƚ ƚŚĂƚ ƚŝŵĞ ŽĨ ǇĞĂƌ͘

  
People being stressed, not paying attention, or drinking and driving might have caused 

more minor road accidents that week.
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Activity 2 – Skill Builder
dŚŝƐ ǁŽƌŬĞƌ ŝŶũƵƌǇ ƌĞƉŽƌƚ ůŽŐ ƐŚŽǁƐ ǁŚŝĐŚ ǁŽƌŬĞƌƐ ŚĂǀĞ ďĞĞŶ ŝŶũƵƌĞĚ Ăƚ ǁŽƌŬ͕ ǁŚĞƌĞ ŝƚ 
ŚĂƉƉĞŶĞĚ ĂŶĚ ǁŚĞŶ ƚŚĞǇ ůĂƐƚ ŚĂĚ ƐĂĨĞƚǇ ƚƌĂŝŶŝŶŐ͘

tŽƌŬĞƌ /ŶũƵƌǇ ZĞƉŽƌƚ ʹ �Ɛ ŽĨ �ĞĐĞŵďĞƌ ϮϬϭϭ 	 	
tŽƌŬĞƌ �ŐĞ /ŶũƵƌǇ tŽƌŬ ĂƌĞĂ ^ĂĨĞƚǇ ƚƌĂŝŶŝŶŐ 

ǁŝƚŚŝŶ ůĂƐƚ ϲ 
ŵŽŶƚŚƐ

^ĂĨĞƚǇ ƚƌĂŝŶŝŶŐ 
ǁŝƚŚŝŶ ůĂƐƚ ϭϴ 
ŵŽŶƚŚƐ

ϭ Ϯϴ ,ĂŶĚ WƌĞƐƐ ŵĂĐŚŝŶĞ EŽ zĞƐ
Ϯ ϭϵ EŽŶĞ tĂƌĞŚŽƵƐĞ zĞƐ zĞƐ
ϯ ϯϳ &ŝŶŐĞƌ WƌĞƐƐ ŵĂĐŚŝŶĞ EŽ zĞƐ
ϰ ϱϱ EŽŶĞ tĂƌĞŚŽƵƐĞ zĞƐ zĞƐ
ϱ ϯϭ EŽŶĞ WƌĞƐƐ ŵĂĐŚŝŶĞ zĞƐ zĞƐ
ϲ ϲϭ �ĂĐŬ tĂƌĞŚŽƵƐĞ zĞƐ zĞƐ
ϳ ϱϴ �ĂĐŬ tĂƌĞŚŽƵƐĞ EŽ zĞƐ
	
�ŝƐĐƵƐƐ ƚŚĞ ĨŽůůŽǁŝŶŐ ƋƵĞƐƚŝŽŶƐ͘

•	 �Ž ǇŽƵ ƐĞĞ ĂŶǇ ƉĂƚƚĞƌŶƐ Ăƚ Ăůů͍
•	 �Ž ǇŽƵ ƐĞĞ ĂŶǇ ƉĂƚƚĞƌŶƐ ƚŚĂƚ ƌĞůĂƚĞ ŝŶũƵƌǇ ƚŽ ĂŐĞ͍
•	 �Ž ǇŽƵ ƐĞĞ ĂŶǇ ƉĂƚƚĞƌŶƐ ƚŚĂƚ ƌĞůĂƚĞ ŝŶũƵƌǇ ƚŽ ǁŽƌŬ ĂƌĞĂ͍
•	 �Ž ǇŽƵ ƐĞĞ ĂŶǇ ƉĂƚƚĞƌŶƐ ƚŚĂƚ ƌĞůĂƚĞ ŝŶũƵƌǇ ƚŽ ƚƌĂŝŶŝŶŐ͍
•	 tŚĂƚ ĐĂƵƐĞ ĂŶĚ ĞĨĨĞĐƚ ƐƚĂƚĞŵĞŶƚƐ ĐĂŶ ǇŽƵ ŵĂŬĞ͍
•	 tŚĂƚ ĐŽƵůĚ ĂŶ ĞŵƉůŽǇĞƌ ĚŽ ƚŽ ĐŚĂŶŐĞ ƚŚĞ ĞĨĨĞĐƚƐ͍
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Activity 2 – Task
DĂŬĞ ǇŽƵƌ ŽǁŶ ĐĂůĞŶĚĂƌ ĨŽƌ ƚŚĞ ůĂƐƚ ϯϬ ĚĂǇƐ͘ 

•	 tƌŝƚĞ ŝŶƚŽ ƚŚĞ ĐĂůĞŶĚĂƌ ƚŚĞ ĚĂǇƐ ƚŚĂƚ ǇŽƵƌ ĐůĂƐƐ ǁĂƐ ƐĐŚĞĚƵůĞĚ ŝŶ ŽŶĞ ĐŽůŽƵƌ ŽĨ ƉĞŶ͘
•	 /Ŷ Ă ĚŝĨĨĞƌĞŶƚ ĐŽůŽƵƌ ƉĞŶ͕ ǁƌŝƚĞ ŝŶ ƚŚĞ ĚĂǇƐ ƚŚĂƚ ǇŽƵ ǁĞƌĞ ĂďƐĞŶƚ͕ ůĂƚĞ Žƌ ůĞĨƚ ĞĂƌůǇ͘
•	 /Ŷ Ă ƚŚŝƌĚ ĐŽůŽƵƌ ƉĞŶ͕ ǁƌŝƚĞ ŝŶ ĂŶǇ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ĐĂŶ ƌĞŵĞŵďĞƌ ĂďŽƵƚ ƚŚĞ ůĂƐƚ ϯϬ 

ĚĂǇƐ ;ĨĂŵŝůǇ ďŝƌƚŚĚĂǇƐ͕ ŝůůŶĞƐƐ͕ ǁŽƌŬ ƐĐŚĞĚƵůĞ͕ ǁĞĂƚŚĞƌ ŝƐƐƵĞƐ͕ ĂŶǇƚŚŝŶŐ Ăƚ Ăůů͘Ϳ

�ŶĂůǇǌĞ ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ŝŶ ǇŽƵƌ ĐĂůĞŶĚĂƌ
•	 �Ž ǇŽƵ ƐĞĞ ĂŶǇ ƉĂƚƚĞƌŶƐ͍
•	 tŚĂƚ ĚŽ ǇŽƵ ƚŚŝŶŬ ǁĂƐ ƚŚĞ ĐĂƵƐĞ ŽĨ ƚŚĞƐĞ ƉĂƚƚĞƌŶƐ͍
•	 tŚĂƚ ĂĐƚŝŽŶƐ ĐŽƵůĚ ǇŽƵ ƚĂŬĞ ƚŽ ĐŚĂŶŐĞ ĂŶǇ ŽĨ ƚŚĞƐĞ ƉĂƚƚĞƌŶƐ͍
•	

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
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Answers

Activity 1 – Skill Builder
Answers may vary
Key patterns should include

•	 High numbers on weekends
•	 Skipping snacks toward the end of the week
•	 Tend to over eat after skipping snacks
•	 Possibly eating junk food on the weekends

Activity 2 – Skill Builder
Answers may vary 

Key patterns should include
•	 More injuries when training is older than 6 months
•	 More hand injuries working on press
•	 More back injuries related to older age

Cause Effect Statements
•	 Older age might have caused back injuries 
•	 Less frequent safety training might have caused press machine injuries

Employer might 
•	 Increase amount of training on press equipment
•	 Increase training frequency
•	 Have more back safety training for all workers to prevent back injuries
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶƵƐĞ ĂĚĚŝƚŝŽŶ ĂŶĚ ƐƵďƚƌĂĐƚŝŽŶ ƚŽ ĐĂůĐƵůĂƚĞ ƚŚĞ  

ŶƵŵďĞƌ ŽĨ ĐĂƌďŽŚǇĚƌĂƚĞƐ ŝŶ Ă ƐĞƌǀŝŶŐ ŽĨ ĨŽŽĚ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶƵƐĞ ĂĚĚŝƚŝŽŶ ĂŶĚ ƐƵďƚƌĂĐƚŝŽŶ ƚŽ ŵĂŶĂŐĞ ŝŶǀĞŶƚŽƌǇ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƵƐĞ ĂĚĚŝƚŝŽŶ ĂŶĚ ƐƵďƚƌĂĐƚŝŽŶ ƚŽ ƐŽůǀĞ ǁŽƌĚ ƉƌŽďůĞŵƐ ĂŶĚ 

ƉƌĞƉĂƌĞ ĨŽƌ ƐĞĐŽŶĚĂƌǇ ƐĐŚŽŽů ŵĂƚŚ ĐƌĞĚŝƚƐ 
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶƵƐĞ ĂĚĚŝƚŝŽŶ ĂŶĚ ƐƵďƚƌĂĐƚŝŽŶ ƚŽ ƚŽƚĂů Ă ŐƌŽĐĞƌǇ ďŝůů ĂŶĚ 

ŵĂŬĞ ĐŚĂŶŐĞ

Pre-requisites – EŽŶĞ	 	 	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ͕ ƉĞŶĐŝůƐ ĂŶĚ ĐŽůŽƵƌĞĚ ƉĞŶƐ
•	 WĂƉĞƌ ĂŶĚ ŐƌĂƉŚ ƉĂƉĞƌ
•	 �ĂůĐƵůĂƚŽƌ ;ůĞĂƌŶĞƌƐ ŵĂǇ ƵƐĞ ƚŚĞ ĐĂůĐƵůĂƚŽƌ ŝŶ ƚŚĞŝƌ ĐĞůů ƉŚŽŶĞͿ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	  tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ 

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƵƐĞ ĂĚĚŝƚŝŽŶ ĂŶĚ 
ƐƵďƚƌĂĐƚŝŽŶ ŝŶ Ă ǀĂƌŝĞƚǇ ŽĨ ƐĞƚƚŝŶŐƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ďĞ ĂďůĞ ƚŽ

•	 ZĞĐŽŐŶŝǌĞ ǁŚĞŶ Ă ƉĂƌƚŝĐƵůĂƌ ŽƉĞƌĂƚŝŽŶ ƐŚŽƵůĚ ďĞ ƵƐĞĚ ŝŶ Ă ǁŽƌĚ ƉƌŽďůĞŵ
•	 hƐĞ ĂůƚĞƌŶĂƚĞ ŵĞƚŚŽĚƐ ǁŚĞŶ ŵĞŶƚĂů ŵĂƚŚ ƐŬŝůůƐ ĂƌĞ ǁĞĂŬ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲĚŝƌĞĐƚĞĚ 
ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ ŝŶĚŝǀŝĚƵĂů 
ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Using

Addition and Subtraction
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OALCF Levels Used in the  Addition and Subtraction Module

Primary OALCF 
Competencies

Performance Descriptors

C1.1 •	 adds, subtracts, multiplies and divides whole numbers and decimals
•	 recognizes values in number and word format
•	 understands numerical order
•	 identifies and performs required operation
•	 follows apparent steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a calculator, 

repeating a calculation, using the reverse operation)
C2.1 •	 understands chronological order

•	 understands and uses common date formats
•	 identifies and performs required operation
•	 represents dates and times using standard conventions
•	 follows apparent steps to reach solutions
•	 rounds to nearest minute or hour
•	 chooses appropriate units of measurement (e.g. hours, minutes, 

seconds)
•	 uses strategies to check accuracy (e.g. estimating, using a calculator, 

repeating a calculation, using the reverse operation)

C4.1 •	 adds, subtracts, multiplies and divides whole numbers and decimals
•	 recognizes values in number and word format
•	 identifies and compares quantities of items
•	 makes simple estimates
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Secondary 
OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological 

texts
•	 follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and integrate 

information
A2.1 •	 scans to locate specific details

•	 interprets brief text and common symbols
•	 locates specific details in simple documents, such as labels and signs
•	 requires support to identify sources and to evaluate and integrate 

information
A2.2 •	 makes connections between parts of documents

•	 makes low-level inferences
•	 begins to identify sources and evaluate information
•	 performs limited searches using one or two search criteria
•	 extracts information from tables and forms

E.1 •	 begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•	 begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•	 begins to monitor own learning
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to identify how skills and strategies can transfer to different 

contexts
F If learner completes module as part of a group
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Essential Skills used in the Addition and Subtraction Module

Essential Skills  Level Essential Skills  Level
Reading Text 1 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X

X

X

X

X

X



H-6     Using Addition and Subtraction   The Diabetes Essential Skills Kit



Using Addition and Subtraction     H-7   

   

Learning Modules

Practitioner Instructions

When presenting to a group of learners, information sheets can be converted to 
PowerPoint presentations or can be used as prompts for practitioner notes on a flip-chart 
or white board. 

When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as numeracy skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  Encourage the learner to use coloured pens when 
regrouping so work stands out.  Encourage the leaner to show all their work and write in 
words what they are thinking and doing while they complete the math computations.  
When adding long strings of numbers, some learners’ mental math skills may be a barrier.  
Encourage learners to use their fingers, scrap paper, “spot counting” or a calculator to 
do the mental math part.  The learners’ ability to solve word problems using addition 
and subtraction can improve even if their mental math skills are weak and if they have 
strategies for dealing with this barrier.

Learners who struggle with mental math addition may find that “spot counting” helps to 
make numbers concrete instead of abstract.

When learners have a visual image of the number they are counting, they do not lose track.  
Counting domino spots superimposed on top of a number on the page is less obvious than 
finger-counting and can be more accepted by learners who are embarrassed by finger-
counting.
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Practitioner Activity Instructions

Activity 1 – Skill Builder Instructions 
�ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ƚŚĞ ƐƉŽƚͲĐŽƵŶƚŝŶŐ ƚĞĐŚŶŝƋƵĞ ƚŽ ĂĚĚ ƵƉ ĐŽůƵŵŶƐ ŽĨ ŶƵŵďĞƌƐ͘

Activity 2 – Skill Builder Instructions
�ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ƚŚĞ ƐƉŽƚͲĐŽƵŶƚŝŶŐ ƚĞĐŚŶŝƋƵĞ ƚŽ ĂĚĚ ƵƉ ĐŽůƵŵŶƐ ŽĨ ŶƵŵďĞƌƐ͘

Activity 3 – Task Instructions
�ĚĚ ƵƉ ǇŽƵƌ ĐŽŶƚĂĐƚ ŚŽƵƌƐ ŝŶ ĐůĂƐƐ ĨŽƌ ƚŚĞ ůĂƐƚ ϲ ǁĞĞŬƐ

>ĞĂƌŶĞƌƐ ŵƵƐƚ
a. ZĞŵĞŵďĞƌ Žƌ ůŽĐĂƚĞ ƚŚĞŝƌ ĐŽŶƚĂĐƚ ŚŽƵƌƐ ŽŶ Ă ĐůĂƐƐ ƐŚĞĞƚ
b. �ĚĚ ƚŚĞ ĐŽŶƚĂĐƚ ŚŽƵƌƐ

Activity 5 – Task Instructions
�ĂůĐƵůĂƚĞ ƚŚĞ ĚŝĨĨĞƌĞŶĐĞ ŝŶ ŚŽǁ ŵƵĐŚ ǇŽƵ ǁŽƵůĚ ƐƉĞŶĚ ŽŶ ƚƌĂŶƐƉŽƌƚ ĐŽƐƚƐ ŝĨ ǇŽƵ ǁĂůŬĞĚ ƚŽ 
ƐĐŚŽŽů ϭ ĚĂǇ ƉĞƌ ǁĞĞŬ ĨŽƌ ϴ ǁĞĞŬƐ ;Žƌ Ϯ ŵŽŶƚŚƐͿ

>ĞĂƌŶĞƌƐ ŵƵƐƚ 
a. �ĂůĐƵůĂƚĞ Žƌ ĞƐƚŝŵĂƚĞ ƚŚĞŝƌ ĚĂŝůǇ ƚƌĂŶƐƉŽƌƚ ĐŽƐƚƐ 
b. �ĚĚ ƚŚĞ ĚĂŝůǇ ƚƌĂŶƐƉŽƌƚ ĐŽƐƚƐ ĨŽƌ ϴ ǁĞĞŬƐ ƚŽ ĨŝŶĚ ƚŚĞ ƚŽƚĂů
c. �ĂůĐƵůĂƚĞ ƚŚĞ ƚƌĂŶƐƉŽƌƚ ĐŽƐƚ ĨŽƌ ϴ ĚĂǇƐ
d. ^ƵďƚƌĂĐƚ ƚŚĞ ĐŽƐƚ ĨŽƌ ϴ ĚĂǇƐ ĨƌŽŵ ƚŚĞ ƚŽƚĂů ĐŽƐƚ ĨŽƌ ϴ ǁĞĞŬƐ ƚŽ ĨŝŶĚ ƚŚĞ ĚŝĨĨĞƌĞŶĐĞ ŝŶ 

ĐŽƐƚƐ

�ĚĚŝƚŝŽŶĂů ǁĞď ƌĞƐŽƵƌĐĞƐ ŽŶ ĂĚĚŝƚŝŽŶ ĂŶĚ ƐƵďƚƌĂĐƚŝŽŶ ĐĂŶ ďĞ ĨŽƵŶĚ Ăƚ 
ǁǁǁ͘ŬŚĂŶĂĐĂĚĞŵǇ͘ŽƌŐ  
ǁǁǁ͘ƐŬŝůůƐǁŽƌŬƐŚŽƉ͘ŽƌŐ
ŚƚƚƉ͗ͬͬǁǁǁ͘ƉƌŽũĞĐƚƌĞĂĚ͘ĐĂͬƉĚĨͬ�ĚĚŝŶŐdŽDǇ^ŬŝůůƐ͘ƉĚĨ
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Spot Counting When Adding

Sometimes we have to add long series or strings of numbers.  We might be adding
•	 The number of pieces of lumber delivered on 7 different shipments
•	 The price of 12 items on an invoice to check that the total is accurate
•	 The number of calories in 20 different foods that we have eaten today 
•	 The total number of marks we got on 17 quizzes throughout the year
•	 The number of kilometres we walked last month

We could use a calculator, the calculator in our cell phone or an Excel spread sheet to add 
up all these numbers.  If we don’t have these tools with us, we could also add them up with 
a pen and paper.

Adding long strings of numbers like this means we need to use our mental math skills but 
sometimes this is difficult.  We might 

•	 Have weak mental math skills
•	 Be easily distracted because of a loud work place
•	 Be tired or hungry and find it hard to concentrate

We can use finger-counting to help keep track of long lists of numbers while we add.  If we 
are not comfortable with finger-counting, we can use “spot counting” instead.
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You can lay the 
numbers out in a 

traditional addition 
format like this

25
13
43
31
34
66
52

If you used dominoes to “write” 
the addition question it would 

look like this. 

Spot counting
•	 Uses the mental image of domino spots 
•	 Is more private than finger-counting
•	 Makes numbers more “real” instead of theoretical or abstract

If you are asked to add 25 + 13 + 43 + 31 + 34 + 66 + 52
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ϱ н ϯ ŝƐ ϴ 

/ŵĂŐŝŶĞ Žƌ ĐŽƵŶƚ ϯ ƐƉŽƚƐ ŽŶ ƚŚĞ ŶĞǆƚ ƚŚƌĞĞ ĂŶĚ ĐŽƵŶƚ

ϵ͕ ϭϬ͕ ϭϭ

�ĚĚ ϭ ŝƐ ϭϮ 

;ĂĚĚ ϰ ƐƉŽƚƐ ƚŽ ƚŚĞ ϰͿ ϭϯ͕ ϭϰ͕ ϭϱ͕ ϭϲ 

;ĂĚĚ ϲ ƐƉŽƚƐ ƚŽ ƚŚĞ ϲͿ ϭϳ͕ ϭϴ͕ ϭϵ͕ ϮϬ͕ Ϯϭ͕ ϮϮ 

�ŶĚ Ϯ ŵŽƌĞ ŝƐ Ϯϰ

tƌŝƚĞ ƚŚĞ ϰ ŝŶ ƚŚĞ ŽŶĞƐ ĂŶƐǁĞƌ ƐƉĂĐĞ ĂŶĚ ĐĂƌƌǇ ƚŚĞ Ϯ 
ŝŶƚŽ ƚŚĞ ƚŽƉ ŽĨ ƚĞŶƐ ĐŽůƵŵŶ ĂŶĚ ƌĞƉĞĂƚ ƚŚĞ ƉƌŽĐĞƐƐ

Ϯ ĂŶĚ Ϯ ŝƐ ϰ ĂŶĚ ϭ ŝƐ ϱ ĂŶĚ ϰ ŝƐ ϵ

;ĂĚĚ ϯ ƐƉŽƚƐ ƚŽ ƚŚĞ ϯͿ ϭϬ͕ ϭϭ͕ ϭϮ 

;ĂĚĚ ϯ ƐƉŽƚƐ ƚŽ ƚŚĞ ϯͿ ϭϯ͕ ϭϰ͕ ϭϱ 

ϭϲ͕ ϭϳ͕ ϭϴ͕ ϭϵ ͕ϮϬ͕ Ϯϭ 

�ŶĚ ϱ ŝƐ Ϯϲ

tƌŝƚĞ Ϯϲ ŝŶƚŽ ƚŚĞ ĂŶƐǁĞƌ ďŽǆ ƵŶĚĞƌ ƚŚĞ ƚĞŶƐ ĂŶĚ 
ŚƵŶĚƌĞĚƐ ĐŽůƵŵŶ ĨŽƌ ƚŚĞ ĐŽƌƌĞĐƚ ĂŶƐǁĞƌ ŽĨ Ϯϲϰ͘

25
13
43
31
34
66
52

^ƚĂƌƚ ĂĚĚŝŶŐ Ăƚ ƚŚĞ ƚŽƉ ŽĨ ƚŚĞ ŽŶĞƐ ĐŽůƵŵŶ͘ tŚĞŶ ǇŽƵ ŐĞƚ Ă ƚŚĞ ƉŽŝŶƚ ǁŚĞƌĞ ǇŽƵ ĂƌĞ ŚĂǀŝŶŐ 
ĚŝĨĨŝĐƵůƚǇ ĂĚĚŝŶŐ ƚŚĞ ŶĞǆƚ ŶƵŵďĞƌ ƚŽ ƚŚĞ ůŝƐƚ͕ ŝŵĂŐŝŶĞ Žƌ ǁƌŝƚĞ ƚŚĞ ƐƉŽƚƐ ŽŶ ƚŽƉ ŽĨ ƚŚĞ 
ŶƵŵďĞƌ ĂŶĚ ĐŽƵŶƚ ƚŚĞ ƐƉŽƚƐ ŽƵƚ ůŽƵĚ Žƌ ŝŶ ǇŽƵƌ ŚĞĂĚ͘ 

>Ğƚ͛Ɛ ƚƌǇ ǁŝƚŚ ŽƵƌ ĞǆĂŵƉůĞ
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Activity 1 – Skill Builder
Practice spot counting by adding these numbers

22 14 12 651 565

41 25 31 533 343

66 36 34 256 545

43 41 44 544 141

56 52 56 611 222

61 63 61 352 363

24 31 35 166 661
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Spot Counting Using Larger Numbers
What if you have to add numbers like 79, 48, 77, 98 and 86?  
You can use the spot formation from 12-spot dominoes for the 
numbers 7, 8 and 9.

Activity 2 – Skill Builder
Use the same Spot Counting technique to add up these numbers

59 98 123 798 4560

28 65 456 645 6791

37 32 789 312 3691

46 78 963 285 9875

98 45 852 936 6985

18 12 741 714 4569

71 91 195 735 9587
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Using Addition to Solve Word Problems
tŽƌĚ ƉƌŽďůĞŵƐ ĂƌĞ Ă ŐŽŽĚ ǁĂǇ ƚŽ ƐĞĞ ŚŽǁ ĂĚĚŝƚŝŽŶ ŝƐ ƵƐĞĚ ŝŶ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ͘  zŽƵ ŵŝŐŚƚ 
ŚĂǀĞ ƚŽ

•	 dĂůůǇ ƵƉ ƚŚĞ ĂŵŽƵŶƚ ŽĨ ŵŽŶĞǇ ŝŶ ǇŽƵƌ ĐĂƐŚ ƌĞŐŝƐƚĞƌ Ăƚ ƚŚĞ ĞŶĚ ŽĨ ǇŽƵƌ ƐŚŝĨƚ
•	 �ŽƵŶƚ ƵƉ ƚŚĞ ŶƵŵďĞƌ ŽĨ ĐĂƌďŽŚǇĚƌĂƚĞƐ ŝŶ Ă ŵĞĂů
•	 <ĞĞƉ ƚƌĂĐŬ ŽĨ ĞǆƉĞŶƐĞƐ ĨŽƌ ƚŚĞ ǁĞĞŬ

zŽƵ ĐĂŶ ƚĞůů ƚŚĂƚ ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ ĂĚĚŝƚŝŽŶ ǁŚĞŶ ƐŽůǀŝŶŐ ƌĞĂůͲůŝĨĞ ŵĂƚŚ ƉƌŽďůĞŵƐ ŝĨ ǇŽƵ ƐĞĞ 
ĐĞƌƚĂŝŶ ǁŽƌĚƐ ĂŶĚ ƉŚƌĂƐĞƐ͘  dŚĞƐĞ ĂƌĞ ĐĂůůĞĚ ĂĚĚŝƚŝŽŶ ŬĞǇ ǁŽƌĚƐ 

•	 ƐƵŵ •	 ƌĂŝƐĞ
•	 ĂŶĚ •	 ďŽƚŚ
•	 ŝŶ Ăůů •	 ĐŽŵďŝŶĞĚ
•	 ƚŽƚĂů •	 Ăůů ƚŽŐĞƚŚĞƌ
•	 ƉĞƌŝŵĞƚĞƌ •	 ůĂƚĞƌ
•	 ŝŶĐƌĞĂƐĞ •	 ĂĚĚ
•	 ŵŽƌĞ •	 ƉůƵƐ
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Addition Word Problem Examples

Example 1
My friend’s rent has increased by $120 a month. She used to pay $650. How much is her 
rent now?
Key word –increased

650 +120 = 770
The rent is now $770.

Example 2
Today Helen and I each had a spinach salad ($3) and bottled water ($1) for lunch. How 
much did our lunch cost altogether?
Key word – and & altogether

3+3+1+1 = 8
Our lunches were $8 altogether.

Example 3
Jane ate 1200 calories every day during the week and 1500 calories on the weekend.  In 
total, how many calories did she eat?
Key word - in total

Mon + Tue + Wed +Thu + Fri + Sat +Sun =
1200 + 1200 + 1200 + 1200 + 1200 + 1500 + 1500 = 9000
During the whole week, Jane ate a total of 9000 calories.
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Activity 3 – Skill Builder
Use your pen and paper addition skills or a calculator to answer these word problems.  
Write out the math statement and give your answer in words.

1.	 Fred’s holiday was going to be from June 3rd to June 17th. He now has to change the 
dates to begin and end 10 days later. What are the new dates?

2.	 Ted brought 9 cokes to the party.  I already had 21.  How many did we have all 
together?

3.	 The health and safety workshop is 90 minutes on Monday and Wednesday and 
180 minutes on Tuesday and Thursday.  How many total minutes of training is the 
workshop?

4.	 Traffic is so bad these days that my drive to work has increased 35 minutes every 
day.  It used to take me 25 minutes to get to work.  How long does it take now?

5.	 Hannah, John, Rita, Simon and Akash each have 21, 18, 14, 11 and 7 years of 
experience in sales, respectively.  How many combined years of experience do they 
have?

6.	 Look at the table below and calculate the combined yearly contact hours for all 
departments.

Health and Safety 418
Maintenance 221
Reception 1014
Sales 4309
Customer Service 2997
Management 385
Administration 291

Total
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Activity 3 – Task

Task�ĚĚ ƵƉ ǇŽƵƌ ĐŽŶƚĂĐƚ ŚŽƵƌƐ ŝŶ ĐůĂƐƐ ĨŽƌ ƚŚĞ ůĂƐƚ ϲ ǁĞĞŬƐ
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Using Subtraction 
One of the biggest problems when subtracting is borrowing or regrouping.

Here’s an example

781
496
You can’t take 6 away from 1 so you have to borrow.

The question above tells us we have 
•	 7 hundreds
•	 8 tens
•	 1 ones

And we want to take away
•	 4 hundreds
•	 9 tens
•	 6 ones

We can think of this in terms of money.  Thinking in terms of money makes subtraction 
easier.
We have 

•	 7 hundred dollar bills
•	 8 ten dollar bills
•	 1 loonie

And we want to take away or subtract 
•	 4 hundred dollar bills
•	 9 ten dollar bills 
•	 6 loonies
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We start with the loonies and realize that we can’t take 6 loonies away from 1 loonie so we 
have to borrow or MAKE CHANGE from one of the tens.

If you convert one of the ten dollar bills into loonies that leaves us with 7 ten dollar bills 
and now we have 11 loonies. 

Now we can take 6 of those loonies away and we get 5 loonies.
We usually show this in regrouping by crossing out the 8 and writing 7.
We then write a 1 beside the 1 to make it look like 11.
Then we subtract.

What happens when we have to do the next column?

7 subtract 9 doesn’t work.
Convert one of the $100 bills to ten dollar bills.
We now have 6 hundred dollar bills and 17 ten dollar bills.
17 subtract 9 is 8.

What about the third column—the hundreds column?
6 – 4 = 2.

781
496

17
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Activity 4 – Skill Builder
Subtract the following numbers and show your work where you regrouped or borrowed

 963
-544

 741
-123

 987
-456

 951
-369

 852
-638

 357
-159

  222
        -189

  856
       -117

 483
-289

 777
-148



Using Addition and Subtraction     H-23   Learning Modules

Using Subtraction to solve word problems
/Ĩ ǇŽƵ ĂƌĞ Ɛƚŝůů ƉƌĂĐƚŝƐŝŶŐ ďŽƌƌŽǁŝŶŐ Žƌ ƌĞŐƌŽƵƉŝŶŐ ǇŽƵ ĐĂŶ ƵƐĞ Ă ĐĂůĐƵůĂƚŽƌ Žƌ ƚŚĞ ĐĂůĐƵůĂƚŽƌ 
ŝŶ ǇŽƵƌ ƉŚŽŶĞ ĨŽƌ ƚŚĞ ŶĞǆƚ ƉĂƌƚ͘  <ĞĞƉ ƉƌĂĐƚŝƐŝŶŐ ǇŽƵƌ ƐƵďƚƌĂĐƚŝŽŶ ƐŬŝůůƐ ƐŽ ǇŽƵ ĨĞĞů 
ĐŽŵĨŽƌƚĂďůĞ ĚŽŝŶŐ ŝƚ ǁŝƚŚŽƵƚ Ă ĐĂůĐƵůĂƚŽƌ͘

tŽƌĚ ƉƌŽďůĞŵƐ ĂƌĞ Ă ŐŽŽĚ ǁĂǇ ƚŽ ƐĞĞ ŚŽǁ ƐƵďƚƌĂĐƚŝŽŶ ŝƐ ƵƐĞĚ ŝŶ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ͘  zŽƵ ŵŝŐŚƚ 
ŚĂǀĞ ƚŽ

•	 &ŝŐƵƌĞ ŽƵƚ ŚŽǁ ŵƵĐŚ ŵŽŶĞǇ ǁŝůů ďĞ ŝŶ ǇŽƵƌ ďĂŶŬ ĂĐĐŽƵŶƚ ĂĨƚĞƌ ǇŽƵ ŚĂǀĞ ƉĂŝĚ ƐŽŵĞ 
ďŝůůƐ

•	 ^ƵďƚƌĂĐƚ ƚŚĞ ĂŵŽƵŶƚ ŽĨ ĨŝďƌĞ ĨƌŽŵ ĐĂƌďŽŚǇĚƌĂƚĞƐ ƚŽ ŐĞƚ ƚŚĞ ƚŽƚĂů ŶƵŵďĞƌ ŽĨ 
ĐĂƌďŽŚǇĚƌĂƚĞƐ ŝŶ Ă ŵĞĂů

•	 &ŝŐƵƌĞ ŽƵƚ ŚŽǁ ŵƵĐŚ ƚŝŵĞ ǇŽƵ ŚĂǀĞ ůĞĨƚ ĂĨƚĞƌ ŵĂŬŝŶŐ ƐĞǀĞƌĂů ĚĞůŝǀĞƌŝĞƐ
•	 �ƵǇ ŐƌŽĐĞƌŝĞƐ ĨƌŽŵ Ă ƐƚƌŝĐƚ ďƵĚŐĞƚ

zŽƵ ĐĂŶ ƚĞůů ƚŚĂƚ ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ ƐƵďƚƌĂĐƚŝŽŶ ǁŚĞŶ ƐŽůǀŝŶŐ ƌĞĂůͲůŝĨĞ ŵĂƚŚ ƉƌŽďůĞŵƐ ŝĨ ǇŽƵ 
ƐĞĞ ĐĞƌƚĂŝŶ ǁŽƌĚƐ ĂŶĚ ƉŚƌĂƐĞƐ͘  dŚĞƐĞ ĂƌĞ ĐĂůůĞĚ ƐƵďƚƌĂĐƚŝŽŶ ŬĞǇ ǁŽƌĚƐ  

•	 ĚŝĨĨĞƌĞŶĐĞ •	 ĚĞĐƌĞĂƐĞ
•	 ŚŽǁ ŵƵĐŚ ŵŽƌĞ •	 ĐŚĂŶŐĞ
•	 ƌĞŵĂŝŶ •	 ŵŽƌĞ ƚŚĂŶ
•	 ĞǆĐĞĞĚ •	 ůĞƐƐ ƚŚĂŶ
•	 ůĞĨƚ •	 ĚĞĚƵĐƚ
•	 ƌĞĚƵĐĞ
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Example 1
Mary had 25 deliveries on her list.  By the end of her shift she completed 17 of them.  How 
many were left?
Key word - left

25 -17 =8
Mary had 8 deliveries left.

Example 2
This week the average temperature was 24 degrees.  Next week it is supposed to be 9 
degrees.  What’s the difference in temperature?
Key word - difference

24 – 9 = 15
The difference in temperature from this week to next is 15 degrees.

Example 3
Rene drove his car 148 km for work last week.   Bill drove 293 km.  Sarah drove 486 km .
How much more did Sara drive than each of the men?  How much more did Bill drive than 
Rene?

Key word – how much more

486 – 293 = 193 	 Sara drove 193 km more than Bill
486 – 148 = 338 	 Sara drove 338 km more than Rene
293 – 148 = 145	 Bill drove 145 km more than Rene
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Activity 5 – Skill Builder
Use your pen and paper subtraction skills or a calculator to answer these word problems.  
Write out the math statement and give your answer in words.

1.	 There were 267 students at Lakeshore Middle School. On Tuesday, 127 of those 
students left for a field trip.  How many students were left at school on Tuesday?

2.	 The music store had stocked 500 copies of the new #1 album. They sold 258 copies 
that day.  How many copies remained at the end of the day?

3.	 Adam recorded 142 hours of television on his PVR. The unit holds a maximum of 160 
hours.  How many hours of TV can he still record?

4.	 A standard burnable CD holds 700MB of data.  I burned 372MB of photographs to 
the disc.  How much storage space is remaining on the disc?

5.	 My T1 general (income tax form) says I still have to pay the difference between what 
I owe in tax this year ($1700) and what I already paid on my pay cheques ($1263).  
How much money do I still have to pay?

6.	 I earn $475 a week (gross pay).  I have deductions for income tax, CPP and EI as well 
as union dues.  My net pay (take-home pay) is $348.  How much am I paying in total 
deductions?
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Activity 5 – Skill Builder-Continued
dŽ ĐĂůĐƵůĂƚĞ ƚŚĞ ĂŵŽƵŶƚ ŽĨ ĐĂƌďŽŚǇĚƌĂƚĞƐ ŝŶ Ă ƐĞƌǀŝŶŐ ƐƵďƚƌĂĐƚ ƚŚĞ ĨŝďƌĞ ĨƌŽŵ ƚŚĞ ƚŽƚĂů 
ĐĂƌďŽŚǇĚƌĂƚĞƐ͘

ϳ͘ >ŽŽŬ Ăƚ ƚŚĞƐĞ ůĂďĞůƐ͘ ,Žǁ ŵĂŶǇ ŐƌĂŵƐ ŽĨ ĐĂƌďŽŚǇĚƌĂƚĞ ĂƌĞ ŝŶ ĞĂĐŚ ƐĞƌǀŝŶŐ͍
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Activity 5 – Task

�ĂůĐƵůĂƚĞ ŚŽǁ ŵƵĐŚ ŵŽŶĞǇ ǇŽƵ ǁŽƵůĚ ƐĂǀĞ ŝŶ Ϯ ŵŽŶƚŚƐ ŽŶ ƚƌĂŶƐƉŽƌƚ ĐŽƐƚƐ ŝĨ ǇŽƵ ǁĂůŬĞĚ ƚŽ 
ƐĐŚŽŽů ϭ ĚĂǇ ƉĞƌ ǁĞĞŬ͘

/Ĩ ǇŽƵ ĂƌĞ ŶŽƚ ƐƵƌĞ ŽĨ ǇŽƵƌ ĞǆĂĐƚ ƚƌĂŶƐƉŽƌƚ ĐŽƐƚƐ ƉĞƌ ĚĂǇ͕ ŵĂŬĞ Ă ƌŽƵŐŚ ĞƐƚŝŵĂƚĞ͘

Task
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Answers

Activity 1 – Skill Builder
ϮϮ ϭϰ ϭϮ ϲϱϭ ϱϲϱ
ϰϭ Ϯϱ ϯϭ ϱϯϯ ϯϰϯ
ϲϲ ϯϲ ϯϰ Ϯϱϲ ϱϰϱ
ϰϯ ϰϭ ϰϰ ϱϰϰ ϭϰϭ
 ϱϲ ϱϮ ϱϲ ϲϭϭ ϮϮϮ
ϲϭ ϲϯ ϲϭ ϯϱϮ ϯϲϯ
Ϯϰ ϯϭ ϯϱ ϭϲϲ ϲϲϭ

ϯϭϯ ϮϲϮ Ϯϳϯ ϯϭϭϯ ϮϴϰϬ

Activity 2 – Skill Builder
ϱϵ ϵϴ ϭϮϯ ϳϵϴ ϰϱϲϬ
Ϯϴ ϲϱ ϰϱϲ ϲϰϱ ϲϳϵϭ
ϯϳ ϯϮ ϳϴϵ ϯϭϮ ϯϲϵϭ
ϰϲ ϳϴ ϵϲϯ Ϯϴϱ ϵϴϳϱ
ϵϴ ϰϱ ϴϱϮ ϵϯϲ ϲϵϴϱ
ϭϴ ϭϮ ϳϰϭ ϳϭϰ ϰϱϲϵ
ϳϭ ϵϭ ϭϵϱ ϳϯϱ ϵϱϴϳ

ϯϱϳ ϰϮϭ ϰϭϭϵ ϰϰϮϱ ϰϲϬϱϴ
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Activity 3 – Skill Builder
ϭ͘ ϯ н ϭϬ с ϭϯ ĂŶĚ ϭϳ н ϭϬ с Ϯϳ

 dŚĞ ŶĞǁ ĚĂƚĞƐ ĂƌĞ :ƵŶĞ ϭϯ ƚŽ ϮϳƚŚ

Ϯ͘ ϵ н Ϯϭ с ϯϬ
 dŚĞƌĞ ĂƌĞ ŶŽǁ ϯϬ ĐŽŬĞƐ

ϯ͘ ϵϬ н ϵϬ н ϭϴϬ н ϭϴϬ с ϱϰϬ
 dŚĞ ǁŽƌŬƐŚŽƉ ŝƐ Ă ƚŽƚĂů ŽĨ ϱϰϬ ŵŝŶƵƚĞƐ

ϰ͘ Ϯϱ н ϯϱ с ϲϬ
 /ƚ ŶŽǁ ƚĂŬĞƐ ϲϬ ŵŝŶƵƚĞƐ ƚŽ ŐĞƚ ƚŽ ǁŽƌŬ

ϱ͘ Ϯϭ н ϭϴ н ϭϰ н ϭϭ н ϳ с ϳϭ
 dŚĞǇ ŚĂǀĞ ϳϭ ǇĞĂƌƐ ŽĨ ĐŽŵďŝŶĞĚ ĞǆƉĞƌŝĞŶĐĞ

ϲ͘ dŚĞ ƚŽƚĂů ĐŽŶƚĂĐƚ ŚŽƵƌƐ ĂƌĞ ϵϲϯϱ

 

Activity 4 – Skill Builder

ϵϲϯ
ϱϰϰ
419

ϳϰϭ
ϭϮϯ
618

ϵϴϳ
ϰϱϲ
531

ϵϱϭ
ϯϲϵ
582

ϴϱϮ
ϲϯϴ
214

ϯϱϳ
ϭϱϵ
198

ϮϮϮ
ϭϴϵ
 33

ϴϱϲ
ϭϭϳ
739

ϰϴϯ
Ϯϴϵ
194

ϳϳϳ
ϭϰϴ
629

ϰϭϴ
ϮϮϭ

ϭϬϭϰ
ϰϯϬϵ
Ϯϵϵϳ

ϯϴϱ
Ϯϵϭ

ϵϲϯϱ
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Activity 5 – Skill Builder
1.	 267 – 127 = 140

	 There were 140 students left at school on Tuesday

2.	 500- 258 = 242
	 There were 242 copies remaining at the end of the day

3.	 160 – 142 = 18
	 Adam can record 18 more hours of TV

4.	 700 – 372 = 328
	 There is 328 MB of space remaining on the disc

5.	 1700 – 1263 = 437
	 I still have to pay $437 in taxes

6.	 475 – 348 = 127
	 I am paying $127 in total deductions

7.	 31 – 0 = 31
	 There are 31 grams of total carbohydrates in a 1 cup serving
	 There are 36 grams of carbohydrates in a ¾ cup serving.
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ƚŽ ĐĂůĐƵůĂƚĞ  

ƚŚĞ ƐĞƌǀŝŶŐ ƐŝǌĞƐ ĂŶĚ ƉĞƌĐĞŶƚ ŽĨ ĚĂŝůǇ ŝŶƚĂŬĞ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ƚŽ ĐĂůĐƵůĂƚĞ ƉĂŝŶƚ  

ĐŽǀĞƌĂŐĞ ĂƌĞĂ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ƚŽ ƉƌĞƉĂƌĞ ĨŽƌ ƐĞĐŽŶĚĂƌǇ 

ĐƌĞĚŝƚ ŵĂƚŚ ĐŽƵƌƐĞƐ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ƚŽ ĚĞƚĞƌŵŝŶĞ ƚŽƚĂů ĐŽƐƚ 

ǁŚĞŶ ƵƐŝŶŐ Ă ƉĂǇŵĞŶƚ ƉůĂŶ

Pre-requisites – �ĚĚŝƚŝŽŶ ĂŶĚ ^ƵďƚƌĂĐƚŝŽŶ   Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ͕  ƉĞŶĐŝůƐ ĂŶĚ ĐŽůŽƵƌĞĚ ƉĞŶƐ
•	 WĂƉĞƌ ĂŶĚ ŐƌĂƉŚ ƉĂƉĞƌ
•	 �ĂůĐƵůĂƚŽƌ ;ůĞĂƌŶĞƌƐ ŵĂǇ ƵƐĞ ƚŚĞ ĐĂůĐƵůĂƚŽƌ ŝŶ ƚŚĞŝƌ ĐĞůů ƉŚŽŶĞͿ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	 ǁŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ 

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ 
ĚŝǀŝƐŝŽŶ ŝŶ Ă ǀĂƌŝĞƚǇ ŽĨ ƐĞƚƚŝŶŐƐ͕ ƉĂƌƚŝĐƵůĂƌůǇ ĨŽƌ ĐĂůĐƵůĂƚŝŶŐ ƉĞƌĐĞŶƚ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ďĞ ĂďůĞ 
ƚŽ

•	 ZĞĐŽŐŶŝǌĞ ǁŚĞŶ Ă ƉĂƌƚŝĐƵůĂƌ ŽƉĞƌĂƚŝŽŶ ƐŚŽƵůĚ ďĞ ƵƐĞĚ ŝŶ Ă ǁŽƌĚ ƉƌŽďůĞŵ
•	 hƐĞ ĂůƚĞƌŶĂƚĞ ŵĞƚŚŽĚƐ ǁŚĞŶ ŵĞŶƚĂů ŵĂƚŚ ƐŬŝůůƐ ĂƌĞ ǁĞĂŬ
•	 hƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ƚŽ ƐŽůǀĞ ǁŽƌĚ ƉƌŽďůĞŵƐ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ ĂŶ ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă 
ƐĞůĨͲĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ 
ďǇ ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Multiplication  
and Division
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OALCF Levels used in the Multiplication and Division Module

Primary OALCF 
Competencies

Performance Descriptors

C1.1 •	 adds, subtracts, multiplies and divides whole numbers and 
decimals

•	 recognizes values in number and word format
•	 understands numerical order
•	 identifies and performs required operation
•	 follows apparent steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C1.2 •	 chooses and performs required operation(s); may make inferences 

to identify required operation(s)
•	 selects appropriate steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
•	 interprets and applies rates (e.g. $/kg, $/1)

C2.1 •	 understands chronological order
•	 understands and uses common date formats
•	 identifies and performs required operation
•	 represents dates and times using standard conventions
•	 follows apparent steps to reach solutions
•	 rounds to nearest minute or hour
•	 chooses appropriate units of measurement (e.g. hours, minutes, 

seconds)
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
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Primary OALCF 
Competencies

Performance Descriptors

C3.1 •	 recognizes values in number and word format
•	 measures distance, length, width, height, weight, liquid volume, 

angles and temperature
•	 uses common measuring tools, such as rulers, scales and 

thermometers
•	 understands numerical order
•	 makes simple estimates
•	 chooses appropriate units (e.g. metres, inches) and non-standard 

units (e.g. paces, cupfuls, scoops)
•	 identifies and performs required operation
•	 interprets and represents measures using whole numbers
•	 interprets and represents measures using symbols and 

abbreviations (e.g. inches as “, centimeters as cm, pounds as lbs, 
kilograms as kilos or kg)

•	 follows apparent steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C3.2 •	 calculates using numbers expressed as whole numbers

•	 makes estimates
•	 interprets and applies rates (e.g. km/hr) and ratios (e.g. map 

scales)
•	 chooses and performs required operation(s); may make inferences 

to identify required operation(s)
•	 selects appropriate steps to solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C3.3 •	 calculates using numbers expressed as whole numbers
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Secondary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological 

texts
•	 follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences

E.1 •	 begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•	 begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•	 begins to monitor own learning
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to identify how skills and strategies can transfer to different 

contexts
F If learner completes module as part of a group
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Essential Skills Used in the Multiplication and Division Module

Essential Skills  Level Essential Skills  Level
Reading Text 1 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X

X

X
X

X
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Practitioner Instructions

tŚĞŶ ƉƌĞƐĞŶƚŝŶŐ ƚŽ Ă ŐƌŽƵƉ ŽĨ ůĞĂƌŶĞƌƐ͕ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĐĂŶ ďĞ ĐŽŶǀĞƌƚĞĚ ƚŽ ŽǀĞƌŚĞĂĚƐ 
Žƌ ĐĂŶ ďĞ ƵƐĞĚ ĂƐ ƉƌŽŵƉƚƐ ĨŽƌ ƉƌĂĐƚŝƚŝŽŶĞƌ ŶŽƚĞƐ ŽŶ ĨůŝƉͲĐŚĂƌƚ Žƌ ǁŚŝƚĞ ďŽĂƌĚ͘ 
tŚĞŶ ĚĞůŝǀĞƌŝŶŐ ƚŚĞ ŵŽĚƵůĞ͕ ƉƌĂĐƚŝƚŝŽŶĞƌƐ ƐŚŽƵůĚ ĞŶĐŽƵƌĂŐĞ ĚŝƐĐƵƐƐŝŽŶ ƚŽ ŚĞůƉ ĞŶŚĂŶĐĞ 
ƐƉĞĂŬŝŶŐ ĂŶĚ ůŝƐƚĞŶŝŶŐ ƐŬŝůůƐ ĂƐ ǁĞůů ĂƐ ŶƵŵĞƌĂĐǇ ƐŬŝůůƐ͘  

�ĂĐŚ ůĞĂƌŶĞƌ ǁŝůů ƌĞĐĞŝǀĞ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĂŶĚ ĂĐƚŝǀŝƚǇ ƐŚĞĞƚƐ ĂŶĚ ĂƌĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ 
ƵŶĚĞƌůŝŶĞ͕ Žƌ ŚŝŐŚůŝŐŚƚ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ͘  �ĚĚŝƚŝŽŶĂů ƉĂƉĞƌ ƐŚŽƵůĚ ďĞ ƉƌŽǀŝĚĞĚ ĨŽƌ 
ůŽŶŐĞƌ ŶŽƚĞƐ͘

ZĞĂĚ ĞĂĐŚ ƉĂŐĞ ĂůŽƵĚ ǁŝƚŚ ƚŚĞ ůĞĂƌŶĞƌ͘  �ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƵƐĞ ĐŽůŽƵƌĞĚ ƉĞŶƐ ǁŚĞŶ 
ƌĞŐƌŽƵƉŝŶŐ ƐŽ ǁŽƌŬ ƐƚĂŶĚƐ ŽƵƚ͘  �ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂŶĞƌ ƚŽ ƐŚŽǁ Ăůů ƚŚĞŝƌ ǁŽƌŬ ĂŶĚ ǁƌŝƚĞ ŝŶ 
ǁŽƌĚƐ ǁŚĂƚ ƚŚĞǇ ĂƌĞ ƚŚŝŶŬŝŶŐ ĂŶĚ ĚŽŝŶŐ ǁŚŝůĞ ƚŚĞǇ ĐŽŵƉůĞƚĞ ƚŚĞ ŵĂƚŚ ĐŽŵƉƵƚĂƚŝŽŶƐ͘  
>ĞĂƌŶĞƌƐ ŵĂǇ ƐƚƌƵŐŐůĞ ƚŽ ƌĞŵĞŵďĞƌ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ĨĂĐƚƐ͘  >ĞĂƌŶĞƌƐ ƐŚŽƵůĚ ďĞ 
ĞŶĐŽƵƌĂŐĞĚ ƚŽ ƵƐĞ Ă ŵƵůƚŝƉůŝĐĂƚŝŽŶ ŐƌŝĚ Žƌ ƚŚĞŝƌ ĐĂůĐƵůĂƚŽƌ ƚŽ ƐƵƉƉŽƌƚ ƚŚĞŝƌ ŵĞŶƚĂů ŵĂƚŚ 
ƐŬŝůůƐ ďƵƚ ƐŚŽƵůĚ ďĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ ŽŶůǇ ƵƐĞ ƚŚĞ ĐĂůĐƵůĂƚŽƌ ĨŽƌ ƚŚŝƐ ƉƵƌƉŽƐĞ ǁŚŝůĞ ƚŚĞǇ 
ůĞĂƌŶ ƚŚĞ ĨƵŶĚĂŵĞŶƚĂůƐ ŽĨ ůŽŶŐ ĚŝǀŝƐŝŽŶ͕ ůŽŶŐ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ƉĞƌĐĞŶƚ͘ �ĚĚŝƚŝŽŶĂů ǁĞď 
ƌĞƐŽƵƌĐĞƐ ŽŶ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ĐĂŶ ďĞ ĨŽƵŶĚ Ăƚ 

•	 ǁǁǁ͘ŬŚĂŶĂĐĂĚĞŵǇ͘ŽƌŐ  
•	 ǁǁǁ͘ƐŬŝůůƐǁŽƌŬƐŚŽƉ͘ŽƌŐ
•	 ŚƚƚƉ͗ͬͬǁǁǁ͘ƉƌŽũĞĐƚƌĞĂĚ͘ĐĂͬƉĚĨͬ�ĚĚŝŶŐdŽDǇ^ŬŝůůƐ͘ƉĚĨ
•	 ǁǁǁ͘ďďĐ͘ĐŽ͘ƵŬͬƐŬŝůůƐǁŝƐĞ
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Long Multiplication Review
It is important to practice long multiplication skills.  You can often solve a single 
question faster than it takes you to find a calculator.  There are some simple steps 
that you use every time you multiply multi-digit numbers. Remember place value as 
you work through the problem.  

In the number 1486 there are 6 ones in the ones column, 8 tens in the tens column, 
4 hundreds in the hundreds column and 1 thousand in the thousands column 

thousands hundreds tens ones
1 4 8 6

Multiplication Steps
1.	  Multiply everything by the lower number in the ones column first
2.	 Write that answer below the line
3.	 Place a zero in the ones column on the next line
4.	 Multiply everything by the number in the tens column
5.	 Write that answer below the answer in step 2
6.	 Draw a line 
7.	 Add the two bottom lines together
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Example 1
Follow those steps for this question  48 x 21=

Th h t o

4 8

x 2 1

4 8

+ 9 6 0

1 0 0 8

1.	  1 x 8 = 8  	 write 8 in the ones column
2.	 1 x 4 = 4 	 write 4 in the tens column
3.	 Put a zero in the ones column because when you multiply by 2 you 

are really multiplying by 20
4.	 2 x 8 = 16	 write 6 in the tens column and carry 1
5.	 2 x 4 = 8 + 1 = 9	 write 9 in the hundreds column
6.	 Add the two lines 
7.	 8 + 0 = 8	 write 8 in the ones column
8.	 4 + 6 = 10	 write 0 in the tens column and carry 1
9.	 9 + 1 = 10      write 0 in the hundreds column and carry 1
10.	  1 + nothing	 write 1 in the thousands column
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Try these questions 

        65                               35                                 79
     x 24                            x 47                              x 35

Remember-only use your calculator to help with basic multiplication facts like 4 x 6 or for 
checking your final answer.  Do NOT use the calculator to solve the whole question.  Show your 
work for every stage including carrying etc.  

Three digit multiplication
What about when you have to multiply by 3 digits?
Follow the same steps

1.	  Multiply everything by the number in the ones column first
2.	  Write that answer below the line
3.	  Place a zero in the ones column on the next line
4.	  Multiply everything by the number in the tens column
5.	  Write that answer below the answer in step 2
6.	  Place a zero in the tens column on the next line
7.	  Multiply everything by the number in the hundreds column 
8.	  Write that answer under the answer from step 4
9.	  Draw a line 
10.	 Add the three bottom lines together
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Example 2

tth th h t o
2 4 8

x 2 2 1
2 4 8

4 9 6 0
+ 4 9 6 0 0

5 4 8 0 8

                   

1.	 1 x 8 = 8  		  write 8 in the ones column
2.	 1 x 4 = 4 		  write 4 in the tens column
3.	 1 x 2 = 2		  write 2 in the hundreds column
4.	 Put a zero in the ones column because when you multiply by 2 

you are really multiplying by 20
5.	 2 x 8 = 16	 write 6 in the tens column and carry 1
6.	 2 x 4 = 8 + 1 = 9	 write 9 in the hundreds column
7.	 2 x 2 = 4		  write 4 in the thousands column
8.	 Put a zero in the ones and a zero in the tens column because 

when you multiply by 2 again you are really multiplying by 200
9.	 2 x 8 = 16	 write 6 in the hundreds column and carry 1
10.	 2 x 4 = 8 + 1 = 9	 write 9 in the thousands column
11.	 2 x 2 = 4		  write 4 in the ten-thousands column
12.	 Add the three last lines together
13.	 8 + 0 +0 = 8	 write 8 in the ones column
14.	 4 + 6 + 0 = 10	 write 0 in the tens column and carry 1
15.	 2 +9 + 6 +1 = 18  write 8 in the hundreds column and carry 1
16.	 14 + 9 + 1 = 14	write 4 in the thousands column and carry 1
17.	 4 + 1 = 5		  write 5 in the ten-thousands column
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Try these questions 

        458                               186                                  2144
     x 192                            x 134                              x    329

Activity 1—Skill Builder
Remember-only use your calculator to help with basic multiplication facts like 4 x 6 or for 
checking your final answer.  Do NOT use the calculator to solve the whole question.  Show 
your work for every stage, including carrying etc.  

 18
x 3

 84
x 7

     104
x 4

35
    x 30

271
     x 11

 

872
   x 206
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Using Multiplication to Solve Word Problems
tŽƌĚ ƉƌŽďůĞŵƐ ĂƌĞ Ă ŐŽŽĚ ǁĂǇ ƚŽ ƐĞĞ ŚŽǁ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ŝƐ ƵƐĞĚ ŝŶ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ͘  zŽƵ 
ŵŝŐŚƚ ŚĂǀĞ ƚŽ

•	 �ĂůĐƵůĂƚĞ ƚŚĞ ĂƌĞĂ ǇŽƵ ŶĞĞĚ ƚŽ ĐŽǀĞƌ ǁŝƚŚ ƉĂŝŶƚ Žƌ ĨůŽŽƌŝŶŐ
•	 �ĂůĐƵůĂƚĞ ƚŚĞ ŶƵŵďĞƌ ŽĨ ĐĂůŽƌŝĞƐ͕ ĐĂƌďŽŚǇĚƌĂƚĞƐ Žƌ ĨĂƚ ŝŶ ŵƵůƚŝƉůĞ ƐĞƌǀŝŶŐƐ
•	 <ĞĞƉ ƚƌĂĐŬ ŽĨ ƉƵƌĐŚĂƐĞƐ ŽĨ ŵƵůƚŝƉůĞ ŝƚĞŵƐ
•	 �ŽƵŶƚ ŚŽǁ ŵĂŶǇ ƉŝĞĐĞƐ ŽĨ ůƵŵďĞƌ ĂƌĞ ƐƚĂĐŬĞĚ ŽŶ Ă ƉĂůůĞƚ
•	 �ĂůĐƵůĂƚĞ ǁĞĞŬůǇ ƉĂǇ ďĂƐĞĚ ŽŶ ĂŶ ŚŽƵƌůǇ ƌĂƚĞ

zŽƵ ĐĂŶ ƚĞůů ƚŚĂƚ ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ǁŚĞŶ ƐŽůǀŝŶŐ ƌĞĂůͲůŝĨĞ ŵĂƚŚ ƉƌŽďůĞŵƐ ŝĨ ǇŽƵ 
ƐĞĞ ĐĞƌƚĂŝŶ ǁŽƌĚƐ ĂŶĚ ƉŚƌĂƐĞƐ͘  dŚĞƐĞ ĂƌĞ ĐĂůůĞĚ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ŬĞǇ ǁŽƌĚƐ͘  

•	 WƌŽĚƵĐƚ
•	 �ƌĞĂ
•	 ^Ž ŵĂŶǇ ƚŝŵĞƐ ĂƐ ŵƵĐŚ
•	 dǁŝĐĞ
•	 �Ǉ
•	 sŽůƵŵĞ
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Example 1
Six people bought tickets to the cinema at $8 per ticket. How much did they pay 
altogether?

•	 6 tickets, $8 per ticket
•	 6 x 8 = 48
•	 They paid $48 all together

Example 2
Terry’s living room is 13 feet by 20 feet.  What is the total area in square feet?

•	 13 x 20 = 260 square feet
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Activity 2 – Skill Builder
You can use your long multiplication skills to solve these word problems or you can use 
your calculator. Write out the math statement, solve and write your answers in words.

1.	 I want to buy 6 shrubs for my garden. How much will I pay if they are $15 per shrub?

2.	 How many apartments are in a building with 13 floors and 2 apartments per floor?

3.	 Ted bought 12 boxes of annual plants with 15 plants per box. How many plants is 
that altogether? Malika bought four times as many as Ted.  How many did she buy?

4.	 This spreadsheet has 3 columns and 2 rows.  How many cells (boxes) are there? 

5.	 Each of Toni’s inventory spreadsheets has 17 columns by 17 rows.  How many cells 
are there on Toni’s spreadsheets?  

6.	 I have seen a washing machine on sale for $399. If I pay monthly I will have to 
make 24 monthly payments of $28. How much will I end up paying for the washing 
machine?  Am I getting a deal?

7.	 My area rug measures 4 feet in length and 3 feet in width.  The area of the area rug 
(ever wonder why they call it an area rug?) is 12 square feet.  If I wanted to buy a 5 
by 7 area rug, what would the area be in square feet?

8.	 There are 120 calories and 9 grams of fat per 1 serving of creamy ranch salad 
dressing.  I like to put 3 servings of salad dressing in my mashed potatoes.  How 
many calories and how much fat come from the salad dressing?
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Activity 2 – Task
/Ĩ ƚĂŬŝŶŐ ƚŚĞ ďƵƐ ƚŽ ĐůĂƐƐ ĐŽƐƚƐ ΨϭϬ ƉĞƌ ĚĂǇ ;ƚŽ ĂŶĚ ĨƌŽŵ ĐůĂƐƐͿ ŚŽǁ ŵƵĐŚ ŵŽŶĞǇ ǁŽƵůĚ ǇŽƵ 
ƐƉĞŶĚ ŽŶ ďƵƐ ĨĂƌĞ ŝŶ ƚŚĞ ŵŽŶƚŚ ŽĨ DĂƌĐŚ͍  ZĞŵĞŵďĞƌ ƚŽ ŽŶůǇ ĐĂůĐƵůĂƚĞ ďƵƐ ĨĂƌĞ ďĂƐĞĚ ŽŶ 
ƚŚĞ ŶƵŵďĞƌ ŽĨ ĚĂǇƐ ƚŚĂƚ ǇŽƵ ĂƚƚĞŶĚ ĐůĂƐƐ͘

Task
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Long Division Review
�ĞĨŽƌĞ ǁĞ ƚĂĐŬůĞ ůŽŶŐ ĚŝǀŝƐŝŽŶ͕ ůĞƚ͛Ɛ ŐŽ ŽǀĞƌ ƚŚĞ ŶĂŵĞƐ ĂŶĚ ŵĞĂŶŝŶŐƐ ŽĨ ĞĂĐŚ ƉĂƌƚ ŽĨ Ă 
ĚŝǀŝƐŝŽŶ ƋƵĞƐƚŝŽŶ͘

•	 dŚĞ ŶƵŵďĞƌ ƚŚĂƚ ŝƐ ďĞŝŶŐ ƐƉůŝƚ ŝŶƚŽ ƉŝĞĐĞƐ ŐŽĞƐ ͞ŝŶƐŝĚĞ ƚŚĞ ďŽǆ͘͟  dŚŝƐ ŝƐ ƚŚĞ �ŝǀŝĚĞŶĚ
•	 dŚĞ ŶƵŵďĞƌ ŽĨ ƉĂƌƚƐ ǇŽƵ ĂƌĞ ƐƉůŝƚƚŝŶŐ ŝƚ ƵƉ ŝŶƚŽ ŐŽĞƐ ͞ŽƵƚƐŝĚĞ ƚŚĞ ďŽǆ͟ ͘ dŚŝƐ ŝƐ ƚŚĞ 

�ŝǀŝƐŽƌ
•	 dŚĞ ĂŶƐǁĞƌ ŐŽĞƐ ͞ŽŶ ƚŽƉ ŽĨ ƚŚĞ ďŽǆ͘͟  dŚŝƐ ŝƐ ƚŚĞ YƵŽƚŝĞŶƚ
•	 tŚĂƚ ŝƐ ůĞĨƚ ŽǀĞƌ ŝĨ ƚŚĞ �ŝǀŝĚĞŶĚ ĐĂŶ͛ƚ ďĞ ƐƉůŝƚ ĞǀĞŶůǇ ŝƐ ƚŚĞ ůĂƐƚ ŶƵŵďĞƌ Ăƚ ƚŚĞ 

ďŽƚƚŽŵ͘  dŚŝƐ ŝƐ ƚŚĞ ZĞŵĂŝŶĚĞƌ
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Example 1 

ϭϲ р ϯс 
tĞ ĐĂŶ ƚĞůů ďǇ ƚŚŝƐ ĐŚĂƌƚ ƚŚĂƚ 
ϭϲ рϯ с ϱ ǁŝƚŚ ŽŶĞ ůĞĨƚ ŽǀĞƌ

•	 ϭϲ ŝƐ ďĞŝŶŐ ƐƉůŝƚ ŝŶƚŽ ĞƋƵĂů ƉĂƌƚƐ ƐŽ ϭϲ ŝƐ ƚŚĞ ĚŝǀŝĚĞŶĚ
•	 tĞ ĂƌĞ ƐƉůŝƚƚŝŶŐ ƚŚĞ ŐƌŽƵƉ ŝŶƚŽ ϯ ƉĂƌƚƐ ƐŽ ϯ ŝƐ ƚŚĞ ĚŝǀŝƐŽƌ ;ƚŚĞ ŶƵŵďĞƌ ƚŚĂƚ ŝƐ ĚŽŝŶŐ 

ƚŚĞ ĚŝǀŝĚŝŶŐͿ
•	 ϱ ŝƐ ƚŚĞ ĂŶƐǁĞƌ Žƌ ƚŚĞ ƋƵŽƚŝĞŶƚ
•	 �ŶĚ ƚŚĞƌĞ ŝƐ ϭ ůĞĨƚ ŽǀĞƌ ƐŽ ƚŚĞ ƌĞŵĂŝŶĚĞƌ ŝƐ ϭ

ϭϲ ƐƋƵĂƌĞƐ ĚŝǀŝĚĞĚ ŝŶƚŽ ϯ ĚŝĨĨĞƌĞŶƚ ĐŽůŽƵƌƐ

ϱ ƐƋƵĂƌĞƐ ŽĨ ĞĂĐŚ ĐŽůŽƵƌ
�ŶĚ ϭ ƐƋƵĂƌĞ ůĞĨƚ ŽǀĞƌ
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Long Division Continued
Long division has a similar process to long multiplication.  You tackle each number 
separately and stack up your answers.

There’s a helpful mnemonic device or memory tip for long division.  It will help you 
remember the order of the steps you have to follow. It is “Does McDonalds Serve Burgers”
D—Does
M—McDonalds
S—Serve
B—Burgers
D—Division
M—Multiplication
S—Subtraction
B—Bring down ↓

Write DMSB at the corner of your work sheet or beside a division question and check off 
each step as you complete it.  
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Let’s use our example to show these steps  

16 ÷ 3= 
5

 3 1 6

5
 3 1 6

1 5

5
 3 1 6

1 5
1

Start by asking “how many times does 3 go into 1?”

It doesn’t so now ask “how many times does 3 go into 16?”

This is a division question- the D from your memory trick.     D

The answer is 5.

Write 5 over top of the 6 in the quotient space

Now ask what is 5 x 3 (the quotient times the divisor) ?

This is a multiplication question –the M from your memory 
trick  M

The answer is 15

Write the 15 under the 16

Now ask what is 16 subtract 15?  

This is the S from your memory trick  S

The answer is 1

Write 1 under the 5 

This question has nothing to BRING DOWN for the B part of 
your memory trick so you have a remainder of 1
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Example 2

ϴϰϲ р ϲ с	
ϭ ϰ ϭ

ϲ ϴ ϰ ϲ
ϲ љ љ
Ϯ ϰ љ
Ϯ ϰ љ

Ϭ ϲ
ϲ
Ϭ

^ƚĂƌƚ ďǇ ĂƐŬŝŶŐ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ĚŽĞƐ ϲ ŐŽ ŝŶƚŽ ϴ͍  ϭ  �

tƌŝƚĞ ϭ ĚŝƌĞĐƚůǇ ŽǀĞƌ ƚŚĞ ϴ͘

DƵůƚŝƉůǇ ϭ ǆ ϲ D

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ ϲ ĚŝƌĞĐƚůǇ ƵŶĚĞƌ ƚŚĞ ϴͲͲƚŚŝƐ ŝƐ ƚŚĞ  
ƐƚĂƌƚ ŽĨ ǇŽƵƌ ƌŽƵŐŚ ǁŽƌŬ  

^ƵďƚƌĂĐƚ ϲ ĨƌŽŵ ϴ ^

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ Ϯ ĚŝƌĞĐƚůǇ ƵŶĚĞƌ ƚŚĞ ϲ

�ƌŝŶŐ ĚŽǁŶ ƚŚĞ ϰ ƚŝůů ŝƚ ŝƐ ďĞƐŝĚĞ ƚŚĞ Ϯ   
 �

Z�W��d 

�ƐŬ ǇŽƵƌƐĞůĨ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ĚŽĞƐ ϲ ŐŽ ŝŶƚŽ Ϯϰ͍ ϰ �

tƌŝƚĞ ƚŚĞ ϰ ĚŝƌĞĐƚůǇ ŽǀĞƌ ƚŚĞ ϰ ŝŶ ƚŚĞ ĚŝǀŝĚĞŶĚ

DƵůƚŝƉůǇ ϰ ǆ ϲ D

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ Ϯϰ ĚŝƌĞĐƚůǇ ƵŶĚĞƌ ƚŚĞ Ϯϰ ŝŶ ƚŚĞ  
ƌŽƵŐŚ ǁŽƌŬ 

^ƵďƚƌĂĐƚ Ϯϰ ĨƌŽŵ Ϯϰ ^

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ Ϭ ďĞůŽǁ ƚŚĞ ϰ ŝŶ ƚŚĞ ƌŽƵŐŚ ǁŽƌŬ  

�ƌŝŶŐ ĚŽǁŶ ƚŚĞ ϲ �

Z�W��d

�ƐŬ ǇŽƵƌƐĞůĨ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ĚŽĞƐ ϲ ŐŽ ŝŶƚŽ ϲ͍  ϭ �

tƌŝƚĞ ƚŚĞ ϭ ĚŝƌĞĐƚůǇ ŽǀĞƌ ƚŚĞ ϲ ŝŶ ƚŚĞ ĚŝǀŝĚĞŶĚ

DƵůƚŝƉůǇ ϭ ǆ ϲ D

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ ϲ ĚŝƌĞĐƚůǇ ƵŶĚĞƌ ƚŚĞ ϲ ŝŶ ƚŚĞ  
ƌŽƵŐŚ ǁŽƌŬ

^ƵďƚƌĂĐƚ ϲ ĨƌŽŵ ϲ ^

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ Ϭ ďĞůŽǁ ƚŚĞ ϲ ŝŶ ƚŚĞ ƌŽƵŐŚ ǁŽƌŬ

dŚĞƌĞ ŝƐ ŶŽƚŚŝŶŐ ƚŽ �ƌŝŶŐ ĚŽǁŶ ƐŽ ƚŚĞ ƉƌŽĐĞƐƐ ƐƚŽƉƐ ŚĞƌĞ

ZĞŵĞŵďĞƌ ƚŚĞ ƐƚĞƉƐ 
ƵƐŝŶŐ ƚŚŝƐ ŵĞŵŽƌǇ ƚƌŝĐŬ
�ŽĞƐ ʹ�ͲͲ�ŝǀŝƐŝŽŶ
DĐ�ŽŶĂůĚƐͶDͲͲ
DƵůƚŝƉůŝĐĂƚŝŽŶ
^ĞƌǀĞͶ^ͲͲ^ƵďƚƌĂĐƚŝŽŶ
�ƵƌŐĞƌƐͶ�Ͷ�ƌŝŶŐ �ŽǁŶ

ZĞŵĞŵďĞƌ ůŽŶŐ ĚŝǀŝƐŝŽŶ 
ƚĞƌŵŝŶŽůŽŐǇ
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Example 3

ϭϴϳ р ϭϭ с
zŽƵ ĐĂŶ ƵƐĞ ƚŚĞ ƐĂŵĞ ƉƌŽĐĞƐƐ ĨŽƌ ĚŽƵďůĞ ĚŝŐŝƚ ĚŝǀŝƐŽƌƐ

^ƚĂƌƚ ďǇ ĂƐŬŝŶŐ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ĚŽĞƐ ϭϭ ŐŽ ŝŶƚŽ ϭ͍ EŽŶĞ

tƌŝƚĞ Ϭ ŝŶ ƚŚĞ ƐƉĂĐĞ ŽǀĞƌ ƚŚĞ ϭ ŝŶ ƚŚĞ ĚŝǀŝĚĞŶĚ Žƌ ůĞĂǀĞ 
ƚŚĞ ƐƉĂĐĞ ďůĂŶŬ

�ƐŬ ǇŽƵƌƐĞůĨ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ĚŽĞƐ ϭϭ ŐŽ ŝŶƚŽ ϭϴ͍ ϭ �

tƌŝƚĞ ϭ ĚŝƌĞĐƚůǇ ŽǀĞƌ ƚŚĞ ϴ ŝŶ ƚŚĞ ĚŝǀŝĚĞŶĚ

DƵůƚŝƉůǇ ϭ ǆ ϭϭ  
 D

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ ϭϭ ĚŝƌĞĐƚůǇ ƵŶĚĞƌ ƚŚĞ ϭϴͶƚŚŝƐ ŝƐ ƚŚĞ 
ƐƚĂƌƚ ŽĨ ǇŽƵƌ ƌŽƵŐŚ ǁŽƌŬ

^ƵďƚƌĂĐƚ ϭϭ ĨƌŽŵ ϭϴ ^

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ ϳ ĚŝƌĞĐƚůǇ ďĞůŽǁ ƚŚĞ ϭ ŝŶ ƚŚĞ ƌŽƵŐŚ ǁŽƌŬ

�ƌŝŶŐ ĚŽǁŶ ƚŚĞ ϳ �

Z�W��d

�ƐŬ ŚŽǁ ŵĂŶǇ ƚŝŵĞƐ ĚŽĞƐ ϭϭ ŐŽ ŝŶƚŽ ϳϳ͍  ϳ �

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ ϳ ĚŝƌĞĐƚůǇ ŽǀĞƌ ƚŚĞ ϳ ŝŶ ƚŚĞ ĚŝǀŝĚĞŶĚ

DƵůƚŝƉůǇ ϳ ǆ ϭϭ D

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ ϳϳ ĚŝƌĞĐƚůǇ ƵŶĚĞƌ ƚŚĞ ϳϳ ŝŶ ƚŚĞ ƌŽƵŐŚ 
ǁŽƌŬ

^ƵďƚƌĂĐƚ ϳϳ ĨƌŽŵ ϳϳ ^

tƌŝƚĞ ƚŚĞ ĂŶƐǁĞƌ Ϭ ďĞůŽǁ ƚŚĞ ƌŝŐŚƚ ŚĂŶĚ ϳ ŝŶ ƚŚĞ ƌŽƵŐŚ 
ǁŽƌŬ

dŚĞƌĞ ŝƐ ŶŽƚŚŝŶŐ ƚŽ �ƌŝŶŐ ĚŽǁŶ ƐŽ ƚŚĞ ƉƌŽĐĞƐƐ ƐƚŽƉƐ ŚĞƌĞ

ZĞŵĞŵďĞƌ ƚŚĞ ƐƚĞƉƐ 
ƵƐŝŶŐ ƚŚŝƐ ŵĞŵŽƌǇ ƚƌŝĐŬ
�ŽĞƐ ʹ�ͲͲ�ŝǀŝƐŝŽŶ
DĐ�ŽŶĂůĚƐͶDͲͲ
DƵůƚŝƉůŝĐĂƚŝŽŶ
^ĞƌǀĞͶ^ͲͲ^ƵďƚƌĂĐƚŝŽŶ
�ƵƌŐĞƌƐͶ�Ͷ�ƌŝŶŐ �ŽǁŶ

ZĞŵĞŵďĞƌ ůŽŶŐ ĚŝǀŝƐŝŽŶ 
ƚĞƌŵŝŶŽůŽŐǇ
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Activity 3 – Skill Builder
Solve these division questions by using long division

Remember to only use your calculator to help with basic division facts like 144 ÷ 24 or for 
checking your final answer.  Do NOT use the calculator to solve the whole question.  Show 
all your rough work  

          ______
6 ) 4632

            _____
9 ) 729

          ______
     11 ) 3467

           ______
15) 4862

          ______
     26 ) 8060

          ______
     44 ) 36212
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Using Division to Solve Word Problems
tŽƌĚ ƉƌŽďůĞŵƐ ĂƌĞ Ă ŐŽŽĚ ǁĂǇ ƚŽ ƐĞĞ ŚŽǁ ĚŝǀŝƐŝŽŶ ŝƐ ƵƐĞĚ ŝŶ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ͘  zŽƵ ŵŝŐŚƚ 
ŚĂǀĞ ƚŽ

•	 ^Ɖůŝƚ Ă ĐĞƌƚĂŝŶ ĂŵŽƵŶƚ ŽĨ ŵŽŶĞǇ ĞǀĞŶůǇ ďĞƚǁĞĞŶ ƉĞŽƉůĞ
•	 &ŝŐƵƌĞ ŽƵƚ ƚŚĞ ĂǀĞƌĂŐĞ ŶƵŵďĞƌ ŽĨ ĐĂƌďŽŚǇĚƌĂƚĞƐ ŝŶ Ă ǁĞĞŬůǇ ŵĞĂů ƉůĂŶ
•	 &ŝŶĚ ŽƵƚ ŚŽǁ ƚŽ ƐŚĂƌĞ ŝŶǀĞŶƚŽƌǇ ďĞƚǁĞĞŶ ƐŚĞůǀĞƐ

zŽƵ ĐĂŶ ƚĞůů ƚŚĂƚ ǇŽƵ ŚĂǀĞ ƚŽ ƵƐĞ ĚŝǀŝƐŝŽŶ ǁŚĞŶ ƐŽůǀŝŶŐ ƌĞĂůͲůŝĨĞ ŵĂƚŚ ƉƌŽďůĞŵƐ ŝĨ ǇŽƵ ƐĞĞ 
ĐĞƌƚĂŝŶ ǁŽƌĚƐ ĂŶĚ ƉŚƌĂƐĞƐ͘  dŚĞƐĞ ĂƌĞ ĐĂůůĞĚ ĚŝǀŝƐŝŽŶ ŬĞǇ ǁŽƌĚƐ

Example 1
&ŽƵƌ ŽĨ ƵƐ ǁĞŶƚ ĨŽƌ �ŚŝŶĞƐĞ ĨŽŽĚ͘  dŚĞ ďŝůů ĐĂŵĞ ƚŽ Ψϯϲ͘  ,Žǁ ŵƵĐŚ ĚŝĚ ǁĞ ĞĂĐŚ ŚĂǀĞ ƚŽ 
ƉĂǇ͍ 

Ψϯϲ ĨŽƌ ϰ ƉĞŽƉůĞ͘  ,Žǁ ŵƵĐŚ ĞĂĐŚ͍  ϯϲ р ϰ с ϵ

tĞ ĞĂĐŚ ŚĂĚ ƚŽ ƉĂǇ Ψϵ ĨŽƌ ƚŚĞ ĨŽŽĚ

•	 YƵŽƚŝĞŶƚ •	 ZĂƚŝŽ
•	 �ǀĞƌĂŐĞ •	 �ĂĐŚ
•	 ^ŚĂƌĞ •	 �ǀĞƌǇ
•	 ^Ɖůŝƚ •	 �ƋƵĂů ƉŝĞĐĞƐ
•	 �Ƶƚ •	 WĞƌ
•	 KƵƚ ŽĨ •	 WĞƌĐĞŶƚ
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Activity 4 – Skill Builder
You can use your long division skills to solve these word problems or you can use your 
calculator. Write out the math statement, solve and write your answers in words.

1.	 25 Kg of grain cost $100 and 5 kg of grain costs $25.  Is it cheaper to buy a 25 kg bag 
or five 5kg bags? 

2.	 Jim saves $5.00 per week.  How long will it take him to save $145.00 for a new Xbox 
game?

3.	 Jamil wants to make some shelves to fit in an alcove that is 3 feet wide.  How many 
shelves can he make out of an 8 foot plank of wood?

4.	 Karen needs to lose 10 kilograms.  If she manages to lose 2 kilos per week, how long 
will it take her to reach her target weight?

5.	 I brought 2 dozen small chocolate bars to share between 10 co-workers.  How many 
can each co-worker have?  Will there be any left over?

6.	 Greta drove 100 kilometers in 5 days.  How far did she go (on average) each day?

Activity 4 – Task
Your program has won $2500 for supplies for learners.  How much will each learner in you 
program get for supplies?
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Answers
Activity 1

Activity 2
1.	 I want to buy 6 shrubs for my garden. How much will I pay if they are $15 per shrub?      

6 x 15 = 90 

2.	 How many apartments are in a building with 13 floors and 2 apartments per floor?       
13 x 2 = 26

3.	 Ted bought 12 boxes of annual plants with 15 plants per box. How many plants is 
that altogether? Malika bought four times as many as Ted.  How many did she buy?                
12 x 15 = 180 Ted bought 180 plants.  180 x 4 = 720 Malika bought 720 plants

4.	 This spreadsheet has 3 columns and 2 rows.  How many cells (boxes) are there?                
3 x 2 = 6

5.	 Each of Toni’s inventory spreadsheets has 17 columns by 17 rows.  How many cells 
are there on Toni’s spreadsheets?  17 x 17 = 289

6.	 I have seen a washing machine on sale for $399. If I pay monthly I will have to 
make 24 monthly payments of $28. How much will I end up paying for the washing 
machine?  Am I getting a deal? 24 x 28 = 672. It is not a deal to pay monthly.  You 
end up spending $672

  18
x   3
  54

  84
x  7
588

104
x   4
416

    35
 x 30
1050

   271
x   11
2981

       872
x     206
179632
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7.	 My area rug measures 4 feet in length and 3 feet in width.  The area of the area rug 
(ever wonder why they call it an area rug?) is 12 square feet.  If I wanted to buy a 5 
by 7 area rug, what would the area be in square feet? 5 x 7 = 35 the new rug would 
be 35 square feet

8.	 There are 120 calories and 9 grams of fat per 1 serving creamy ranch salad dressing.  
I like to put 3 servings of salad dressing in my mashed potatoes.  How many calories 
and how much fat come from the salad dressing?  
120 x 3 = 360 calories  
9 x 3 = 27 grams of fat

Activity 3

         772   
6 ) 4632

        81  
9 ) 729

       315 R2          
11 ) 3467

     
        324  R2
15) 4862

      
              310  
     26 ) 8060

      
              823   
     44 ) 36212
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Activity 4
1.	 25 kg of grain costs $100 and 5kg of grain costs $25  .  Is it cheaper to buy a 25 kilo 

bag or five 5 kilo bags?  100 ÷ 25 = 4 ($4 per kilo when you buy a 25 kilo bag)  25 ÷ 5 
= 5 ($5 per kilo when you buy 5 kilo bags)( If you wanted 25 kg at the higher price it 
would cost $125 ) It is cheaper to buy the larger bag

2.	 Jim saves $5.00 per week.  How long will it take him to save $145.00 for a new Xbox 
game? 145 ÷ 5 = 29 weeks

3.	 Jamil wants to make some shelves to fit in an alcove that is 3 feet wide.  How many 
shelves can he make out of an 8 foot plank of wood? 8 ÷ 3 = 2 and 2 feet left over

4.	 Karen needs to lose 10 kilograms.  If she manages to lose 2 kilos per week, how long 
will it take her to reach her target weight? 10 ÷ 2 = 5 weeks

5.	 I brought 2 dozen small chocolate bars to share between 10 co-workers.  How many 
can each co-worker have?  Will there be any left over?  24 ÷ 10 = 2 remainder 4

6.	 Greta drove 100 kilometers in 5 days.  How far did she go (on average) each day?          
100 ÷ 5 = 20 Km per day on average
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶƵƐĞ ƚŚĞ ĨƌĂĐƚŝŽŶͲďĂƐĞĚ ͞ƉůĂƚĞ ŵĞƚŚŽĚ͟ ƚŽ ƉŽƌƚŝŽŶ ĨŽŽĚ
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶƵƐĞ ĨƌĂĐƚŝŽŶƐ ŽĨ ĂŶ ŝŶĐŚ ƚŽ ŵĞĂƐƵƌĞ ůƵŵďĞƌ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƵƐĞ ĨƌĂĐƚŝŽŶƐ ƚŽ ƵŶĚĞƌƐƚĂŶĚ ŵĂƌŬƐ ŽŶ Ă ƚĞƐƚ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶŵĞĂƐƵƌĞ ĨƌĂĐƚŝŽŶƐ ŽĨ Ă ĐƵƉ ǁŚĞŶ ďĂŬŝŶŐ

Pre-requisites - DƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ �ŝǀŝƐŝŽŶ DŽĚƵůĞ  Time - sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ͕  ƉĞŶĐŝůƐ ĂŶĚ ĐŽůŽƵƌĞĚ ƉĞŶƐ
•	 WĂƉĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ ͕ ƐŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ
•	 �ĂůĐƵůĂƚŽƌ 

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƵƐĞ ďĂƐŝĐ ĨƌĂĐƚŝŽŶƐ ŝŶ Ă 
ǀĂƌŝĞƚǇ ŽĨ ƐĞƚƚŝŶŐƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ƵŶĚĞƌƐƚĂŶĚ ĂŶĚ ďĞ ĂďůĞ ƚŽ

•	 ZĞĂĚ ĂŶĚ ǁƌŝƚĞ ĐŽŵŵŽŶůǇ ƵƐĞĚ ĨƌĂĐƚŝŽŶƐ ĂŶĚ ƉĞƌĐĞŶƚ
•	 �ŽŶǀĞƌƚ ĨƌĂĐƚŝŽŶƐ ƚŽ ĞƋƵŝǀĂůĞŶƚ ĨƌĂĐƚŝŽŶƐ ĂŶĚ ƉĞƌĐĞŶƚ
•	 ZĞĚƵĐĞ ĨƌĂĐƚŝŽŶƐ ƚŽ ůŽǁĞƐƚ ƚĞƌŵƐ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ ĂŶ ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă 
ƐĞůĨͲĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ 
ďǇ ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

Recognizing and Using

Fractions  
and Percent
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Learning Modules

OALCF Levels used in Using Fractions and Percent Module

Primary OALCF 
Competencies

Performance Descriptors

C1.1 •	 adds, subtracts, multiplies and divides whole numbers and 
fractions

•	 recognizes values in number and word format
•	 understands numerical order
•	 identifies and performs required operation
•	 follows apparent steps to reach solutions
•	 interprets and represents costs using monetary symbols and 

decimals
C1.2 •	 chooses and performs required operation(s); may make 

inferences to identify required operation(s)
•	 selects appropriate steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
•	 interprets and applies rates (e.g. $/kg, $/1)

C1.3 •	 calculates using numbers expressed as whole numbers, 
fractions 

•	 manages unfamiliar elements (e.g. context, content) to 
complete the task

•	 chooses and performs required operations; makes inferences 
to identify operations

•	 selects appropriate steps to reach solutions from among 
options

•	 identifies a variety of ways to complete the task
•	 makes estimates
•	 uses strategies to check accuracy
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Primary OALCF 
Competencies

Performance Descriptors

C3.1 •	 adds and subtracts whole number measurements
•	 recognizes values in number and word format
•	 measures distance, length, width, height
•	 uses common measuring tools, such as rulers, scales and 

thermometers
•	 understands numerical order
•	 makes simple estimates
•	 begins to interpret integers (e.g. temperature, elevation)
•	 chooses appropriate units (e.g. metres, inches) and non-

standard units (e.g. paces, cup-fulls, scoops)
•	 identifies and performs required operation
•	 interprets and represents measures using whole numbers, 

decimals and simple, common fractions (e.g. ½, ¼)
•	 interprets and represents measures using symbols and 

abbreviations (e.g. inches as “, centimeters as cm, pounds as 
lbs, kilograms as kilos or kg)

•	 follows apparent steps to reach solutions
•	 rounds to the nearest whole unit (e.g. kilos)
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C3.2 •	 calculates using numbers expressed as whole numbers, 

fractions and percentages
•	 makes estimates
•	 interprets and represents area using symbols and 

abbreviations (e.g. m2)
•	 interprets and applies rates (e.g. km/hr) and ratios (e.g. map 

scales)
•	 chooses and performs required operation(s); may make 

inferences to identify required operation(s)
•	 selects appropriate steps to solutions
•	 interprets, represents and converts measures using whole 

numbers, percentages and simple, common fractions  
(e.g. ½, ¼)

•	 uses strategies to check accuracy (e.g. estimating, using a 
calculator, repeating a calculation, using the reverse operation)
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Learning Modules

Primary OALCF 
Competencies

Performance Descriptors

C3.3 •	 calculates using numbers expressed as whole numbers, 
fractions, decimals, percentages

•	 manages unfamiliar elements (e.g. context, content) to 
complete tasks

•	 chooses and performs required operations; makes inferences 
to identify required operations

•	 selects appropriate steps to solutions from among options
•	 identifies a variety of ways to complete tasks
•	 interprets, represents and converts measures using whole 

numbers, percentages, and fractions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C4.1 •	 adds, subtracts, multiplies and divides whole numbers 

•	 recognizes values in number and word format
•	 identifies and compares quantities of items
•	 understands numerical order
•	 identifies and performs required operation
•	 makes simple estimates
•	 interprets and represents values using whole numbers, 

percentages and simple, common fractions (e.g. ½, ¼)
•	 follows apparent steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C4.2 •	 calculates using numbers expressed as whole numbers 

percentages and fractions
•	 makes estimates
•	 calculates averages (mean) and percentages
•	 interprets rates (e.g. crime rates) and ratios (e.g. shots-on-net 

to goals)
•	 chooses and performs required operation(s); may make 

inferences to identify required operation(s)
•	 selects appropriate steps to solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
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Secondary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single 

text
•	 follows the sequence of events in straightforward 

chronological texts
•	 follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and 

integrate information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences

E.1 •	 begins to use a limited number of learning strategies 
(e.g. follows instructions, takes literal notes, highlights or 
underlines key information, uses a calendar or agenda)

•	 begins to identify ways to remember information and 
reinforce learning (e.g. reviewing notes)

•	 begins to monitor own learning
•	 uses feedback to improve performance

F If learner completes module as part of a group



Recognizing and Using Fractions and Percent     J-7   

   

Learning Modules

Essential Skills used in Using Fractions and Percent Module

Essential Skills  Level Essential Skills  Level
Reading Text 1-2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1-3

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X

X

X

X

X

X
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Learning Modules

Practitioner Instructions

When presenting to a group of learners, information sheets can be converted to 
PowerPoints or can be used as prompts for practitioner notes on flip-chart or white board. 
When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as numeracy skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  Encourage the learner to use coloured pens to 
identify which part of the ratio refers to which thing it represents.  Encourage the leaner 
to show all their work and write in words what they are thinking and doing while they 
complete the math computations.  Each section of this module gives an example of how to 
combine math and writing to make the concepts more clear.

When reducing fractions to lowest terms or converting to percent,  some learners’ mental 
math skills may be a barrier.  Encourage learners to use a multiplication grid or calculator 
to do the mental math part.  The learners’ understanding of fractions and percent can 
improve even if their memory for multiplication and division facts is weak.
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Learning Modules

Practitioner Activity Instructions

Activity 1 – Skill Builder Instructions
Have learners write the fraction on the sheet.

Activity 2 – Skill Builder Instructions
Have the learners write the fraction on the sheet

Activity 2 – Task Instructions
If learners are struggling with completing these tasks, walk them through the following 
steps.

1.	 Think of the people in your family.  What fraction of your family are women?  What 
fraction are men?

	
	 Learners must 
	 a.	 list their family members
	 b.	 write the total number as the denominator
	 c.	 Count the number of women
	 d.	 Write that number as the numerator

2.	 There are 52 weeks in a year.  What fraction of this year have you been coming to 
class?  

	
	 Learners must 
	 a.	 Write 52 as the denominator
	 b.	 Count up the number of weeks they have been attending class
	 c.	 Write that number as the numerator

Activity 3 – Skill Builder Instructions
Have the learners use a separate sheet of paper to write an equivalent fraction for each 
question.

Activity 3 – Task Instructions
Learners must count the number of family members and multiply every ingredient by that 
number.

Activity 4 – Skill Builder Instructions
Have the learners use a separate sheet of paper to calculate fractions and show them in 
simplest form or lowest terms.
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Activity 4 – Task Instructions
tŚĂƚ ĨƌĂĐƚŝŽŶ ŽĨ ǇŽƵƌ ďŝƌƚŚĚĂǇƐ ŚĂǀĞ ďĞĞŶ ŽŶ Ă ǁĞĞŬĞŶĚ͍ ;'ŝǀĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ƐŝŵƉůĞƐƚ 
ĨŽƌŵͿ

>ĞĂƌŶĞƌƐ ŵƵƐƚ
Ă͘  hƐĞ ƚŚĞŝƌ ĂŐĞ ĂƐ ƚŚĞ ĚĞŶŽŵŝŶĂƚŽƌ
ď͘ hƐĞ Ă ĐĂůĞŶĚĂƌ ;ŽŶůŝŶĞ Žƌ ƚŚĞ ĐĂůĞŶĚĂƌ ŽŶ ƚŚĞŝƌ ƉŚŽŶĞͿ ƚŽ ĨŝŶĚ ŚŽǁ ŵĂŶǇ ŽĨ ƚŚĞŝƌ 

ďŝƌƚŚĚĂǇƐ ǁĞƌĞ ŽŶ Ă ^ĂƚƵƌĚĂǇ Žƌ ^ƵŶĚĂǇ͘
Đ͘ hƐĞ ƚŚŝƐ ŶƵŵďĞƌ ĂƐ ƚŚĞ ŶƵŵĞƌĂƚŽƌ
Ě͘ ZĞĚƵĐĞ ƚŽ ůŽǁĞƐƚ ƚĞƌŵƐ ǁŚĞƌĞ ƉŽƐƐŝďůĞ

Activity 5 – Skill Builder Instructions
�ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ƚŽ ĐŽŶǀĞƌƚ ĨƌĂĐƚŝŽŶƐ ƚŽ ƉĞƌĐĞŶƚ͘

Activity 6 – Skill Builder Instructions
�ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ůŽŶŐ ĚŝǀŝƐŝŽŶ Žƌ Ă ĐĂůĐƵůĂƚŽƌ ƚŽ ĐŽŶǀĞƌƚ ĨƌĂĐƚŝŽŶƐ ƚŽ ƉĞƌĐĞŶƚ͘

Activity 6 – Task Instructions
/Ŷ Ă Ϯϰ ŚŽƵƌ ĚĂǇ͕ ǁŚĂƚ ƉĞƌĐĞŶƚ ŽĨ ƚŚĞ ƚŝŵĞ ĚŽ ǇŽƵ ƐƉĞŶĚ ŝŶ ĐůĂƐƐ͍

>ĞĂƌŶĞƌƐ ŵƵƐƚ
Ă͘ �ƌĞĂƚĞ Ă ĨƌĂĐƚŝŽŶ ƵƐŝŶŐ Ϯϰ ĂƐ ƚŚĞ ĚĞŶŽŵŝŶĂƚŽƌ
ď͘ �ŽƵŶƚ ƵƉ ƚŚĞ ŶƵŵďĞƌ ŽĨ ŚŽƵƌƐ ƚŚĞǇ ƐƉĞŶĚ ŝŶ ĐůĂƐƐ ĂŶĚ ƵƐĞ ƚŚĂƚ ĂƐ ƚŚĞ ŶƵŵĞƌĂƚŽƌ
Đ͘ �ŝǀŝĚĞ ƚŚĞ ŶƵŵĞƌĂƚŽƌ ďǇ Ϯϰ 
Ě͘ DƵůƚŝƉůǇ ďǇ ϭϬϬй

/Ŷ ƚŚĞ ƉĂƐƚ ŵŽŶƚŚ͕ ǁŚĂƚ ƉĞƌĐĞŶƚ ŽĨ ĐůĂƐƐĞƐ ĚŝĚ ǇŽƵ ĂƚƚĞŶĚ͍

>ĞĂƌŶĞƌƐ ŵƵƐƚ
Ă͘ �ƌĞĂƚĞ Ă ĨƌĂĐƚŝŽŶ ƵƐŝŶŐ ƚŚĞ ŶƵŵďĞƌ ŽĨ ĚĂǇƐ ŝŶ ƚŚĞ ƉĂƐƚ ŵŽŶƚŚ ;ĞŐ ϯϬͿ ĂƐ ƚŚĞ 

ĚĞŶŽŵŝŶĂƚŽƌ
ď͘ �ŽƵŶƚ ƵƉ ƚŚĞ ŶƵŵďĞƌ ŽĨ ĚĂǇƐ ƚŚĞǇ ŚĂǀĞ ďĞĞŶ ƉƌĞƐĞŶƚ ŝŶ ĐůĂƐƐ ĂŶĚ ƵƐĞ ƚŚŝƐ ŶƵŵďĞƌ ĂƐ 

ƚŚĞ ŶƵŵĞƌĂƚŽƌ
Đ͘ �ŝǀŝĚĞ ƚŚĞ ŶƵŵĞƌĂƚŽƌ ďǇ ƚŚĞ ŶƵŵďĞƌ ŽĨ ĚĂǇƐ ŝŶ ƚŚĞ ŵŽŶƚŚ
Ě͘ DƵůƚŝƉůǇ ďǇ ϭϬϬй

�ĚĚŝƚŝŽŶĂů ǁĞď ůĞĐƚƵƌĞƐ ĂŶĚ ƉŽǁĞƌ ƉŽŝŶƚ ƉƌĞƐĞŶƚĂƚŝŽŶƐ ŽŶ ĨƌĂĐƚŝŽŶƐ ĂŶĚ ƉĞƌĐĞŶƚ ĐĂŶ ďĞ 
ĨŽƵŶĚ Ăƚ 

ͻ ǁǁǁ͘ŬŚĂŶĂĐĂĚĞŵǇ͘ŽƌŐ  
ͻ ǁǁǁ͘ƐŬŝůůƐǁŽƌŬƐŚŽƉ͘ŽƌŐ
ͻ ǁǁǁ͘ďďĐ͘ĐŽ͘ƵŬͬƐŬŝůůƐǁŝƐĞ
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What are Fractions?
&ƌĂĐƚŝŽŶƐ ĂƌĞ ĞƋƵĂů ƉĂƌƚƐ ŽĨ Ă ǁŚŽůĞ͘ �ĂĐŚ ĨƌĂĐƚŝŽŶ ƌĞƉƌĞƐĞŶƚƐ ĂŶ ĂŵŽƵŶƚ ŽĨ ƐŽŵĞƚŚŝŶŐ Žƌ Ă 
ƉŽƌƚŝŽŶ ŽĨ ƐŽŵĞƚŚŝŶŐ
&ƌĂĐƚŝŽŶƐ ĐĂŶ ďĞ ǁƌŝƚƚĞŶ ĂƐ 

� ĨƌĂĐƚŝŽŶ  

� ĚĞĐŝŵĂů  Ϭ͘ϱ  Žƌ Ϭ͘ϲϲ Žƌ Ϭ͘ϭ

� ƉĞƌĐĞŶƚ ϱϬй Žƌ ϲϲй Žƌ ϭϬй

Fractions
dŚĞƌĞ ĂƌĞ ĨƌĂĐƚŝŽŶƐ Ăůů ĂƌŽƵŶĚ ƵƐ͘  
 
 

DĞĂƐƵƌŝŶŐ ƐƉŽŽŶƐ ĂŶĚ ũƵŐƐ 
ĐŽŵĞ ŝŶ ĨƌĂĐƚŝŽŶƐ ŽĨ Ă ƐƉŽŽŶ 

ĂŶĚ ĨƌĂĐƚŝŽŶƐ ŽĨ Ă ĐƵƉ

tĞ ĐƵƚ ƉŝǌǌĂ ŝŶƚŽ ĨƌĂĐƚŝŽŶƐ 
ǁŚĞŶ ǁĞ ƐůŝĐĞ ŝƚ

 

tĞ ƵƐĞ ĨƌĂĐƚŝŽŶƐ ŽĨ ĂŶ 
ŝŶĐŚ ŽŶ ŝŵƉĞƌŝĂů ƚĂƉĞ 

ŵĞĂƐƵƌĞƐ 

tĞ ŵĞĂƐƵƌĞ ƚŝŵĞ ŝŶ ƋƵĂƌƚĞƌƐ 
ĂŶĚ ŚĂůǀĞƐ 
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Understanding fractions
Fractions are made up of 2 parts

•	 The denominator is the bottom number of the fraction.  It tells us the “name of the 
fraction” or the type of fraction. It tells you how many parts the whole has been 
divided into. It tells you the type of fraction you are using.  For example

• ?
4 quarters

• ?
3 thirds

• ?
100 hundredths

• 3
# three

• 2
# two

• 12
# twelve

•	 The numerator is the top number of the fraction. It tells us the NUMBER of pieces we 
are using.  For example
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Fractions of a Whole
tŚĞŶ ǇŽƵ ƉƵƚ ƚŚĞ ƉŝĞĐĞƐ ŽĨ ƚŚĞ ĨƌĂĐƚŝŽŶ ƚŽŐĞƚŚĞƌ ǇŽƵ ŐĞƚ Ăůů ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ǇŽƵ ŶĞĞĚ ƚŽ 
ĨŝŐƵƌĞ ŽƵƚ ŚŽǁ ŵĂŶǇ ƉŝĞĐĞƐ ƐŽŵĞƚŚŝŶŐ ŚĂƐ ďĞĞŶ ĐƵƚ ŝŶƚŽ ĂŶĚ ŚŽǁ ŵĂŶǇ ŽĨ ƚŚŽƐĞ ƉŝĞĐĞƐ 
ǇŽƵ ĂƌĞ ǁŽƌŬŝŶŐ ǁŝƚŚ͘

   ŵĞĂŶƐ ƚŚĞ ǁŚŽůĞ ŚĂƐ ďĞĞŶ ƐƉůŝƚ 
ŝŶƚŽ ϰ ƉŝĞĐĞƐ ĂŶĚ ǁĞ ĂƌĞ ƚĂůŬŝŶŐ 
ĂďŽƵƚ ϯ ŽĨ ƚŚŽƐĞ ƉŝĞĐĞƐ

    ŵĞĂŶƐ ƚŚĂƚ ƚŚĞ ǁŚŽůĞ ŚĂƐ ďĞĞŶ ƐƉůŝƚ 
ŝŶƚŽ ϯ ƉŝĞĐĞƐ ĂŶĚ ƚŚĂƚ ǁĞ ĂƌĞ ƚĂůŬŝŶŐ 
ĂďŽƵƚ  Ϯ ŽĨ ƚŚŽƐĞ ƉŝĞĐĞƐ 

 ŵĞĂŶƐ ƚŚĂƚ ƚŚĞ ǁŚŽůĞ ŚĂƐ ďĞĞŶ 
ĚŝǀŝĚĞĚ ŝŶƚŽ ϭϬϬ ƉŝĞĐĞƐ ĂŶĚ ƚŚĂƚ 
ǁĞ ĂƌĞ ƚĂůŬŝŶŐ ĂďŽƵƚ ϭϮ ŽĨ ƚŚŽƐĞ 
ƉŝĞĐĞƐ͘  

ϯ
ϰ

Ϯ
ϯ

ϭϮ
ϭϬϬ
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Fractions of a Group
zŽƵ ĐĂŶ ĂůƐŽ ĚŝǀŝĚĞ Ă ŐƌŽƵƉ ŽĨ ŽďũĞĐƚƐ ƵƉ ĂŶĚ ǁƌŝƚĞ ĞĂĐŚ ƉĂƌƚ ŽĨ ƚŚĞ ŐƌŽƵƉ ĂƐ Ă ĨƌĂĐƚŝŽŶ

dŚĞƌĞ ĂƌĞ ŶŝŶĞ ƐŚĂƉĞƐ ŝŶ ƚŚŝƐ ŐƌŽƵƉ͘  &ŝǀĞ ĂƌĞ 
ƐƵŶƐ ĂŶĚ ĨŽƵƌ ĂƌĞ ŵŽŽŶƐ͘ 

ϱ
ϵ ĂƌĞ ƐƵŶƐ ĂŶĚ ϰ

ϵ ĂƌĞ ŵŽŽŶƐ
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How do you read fractions?
You can read fractions in a few different ways.  

If we look at our examples 3
4 , 2

3 and 12
100

You can read them like this
•	 Three fourths or three quarters
•	 Two thirds
•	 Twelve one hundredths

Or you can read them like this
•	 Three over four
•	 Two over three
•	 Twelve over one hundred

Or you can read them like this
•	 Three out of four
•	 Two out of three
•	 Twelve out of one hundred
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Activity 1 – Skill Builder
^ŚŽǁ ĞĂĐŚ ƉĂƌƚ ŽĨ ƚŚĞ ĚŝĂŐƌĂŵ ĂƐ Ă ĨƌĂĐƚŝŽŶ͘  tĞ ŚĂǀĞ ĚŽŶĞ ƚŚĞ ĨŝƌƐƚ ŽŶĞ ĨŽƌ ǇŽƵ
ϭ

ϰ
ϵ ƐŚĂĚĞĚ ϱ

ϵ ǁŚŝƚĞ

Ϯ
 
 
 

 
 

 
 

     
     
     
     

 

 

ϯ

 
 
 

 
 

 
 

     
     
     
     

 

 

ϰ

ϱ

ϲ

ϳ
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ϴ

ϵ

ϭϬ
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Fraction Vocabulary
zŽƵ ĐĂŶ ƚĞůů ǁŚĞŶ ƐŽŵĞŽŶĞ ŝƐ ƚĂŬŝŶŐ ĂďŽƵƚ ĨƌĂĐƚŝŽŶƐ ŝĨ ƚŚĞǇ ƵƐĞ ǁŽƌĚƐ ůŝŬĞ ƋƵĂƌƚĞƌ͕ ŚĂůĨ͕ 
ƚŚŝƌĚ͕ ĨŝĨƚŚ͕ Žƌ ƚĞŶƚŚ͘  zŽƵ ĐĂŶ ĂůƐŽ ƚĞůů ƚŚĂƚ Ă ƐŝƚƵĂƚŝŽŶ ŝƐ ĚĞĂůŝŶŐ ǁŝƚŚ ĨƌĂĐƚŝŽŶƐ ǁŚĞŶ ǇŽƵ 
ŚĞĂƌ ǁŽƌĚƐ Žƌ ƉŚƌĂƐĞƐ ůŝŬĞ

•	 �ŝǀŝĚĞĚ ďǇ
•	 ^ŚĂƌĞ ĞƋƵĂůůǇ ďĞƚǁĞĞŶ
•	 KƵƚ ŽĨ 
•	 KĨ ƚŚĞ
•	 ^Ɖůŝƚ ŝŶƚŽ

Examples
ϭ͘    /Ĩ ϭ<Ő ŽĨ ƚŝůĞ ŐƌŽƵƚ ŝƐ ƐƉůŝƚ ďĞƚǁĞĞŶ ϰ ƌŽŽŵƐ͕ ŚŽǁ ŵƵĐŚ ŐƌŽƵƚ ǁŝůů ĞĂĐŚ ƌŽŽŵ ŚĂǀĞ͍  

 
We have 1 kg of grout and it is being split into 4 parts.   
Each room gets one part. 

�ĂĐŚ ƌŽŽŵ ŐĞƚƐ ϭ
ϰ ŽĨ Ă ŬŐ͘

Ϯ͘   KƵƚ ŽĨ ƚŚĞ ϵ ƉĞŽƉůĞ ŽŶ ƚŚĞ ĂĨƚĞƌŶŽŽŶ ƐŚŝĨƚ͕ Ϯ ĂƌĞ ŽĨĨ ƐŝĐŬ͘ 
 
There are 9 people in the group
2 of them are sick

Ϯ
ϵ

people are sick
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Activity 2 – Skill Builder
tƌŝƚĞ ƚŚĞ ĨƌĂĐƚŝŽŶ ĨŽƌ ĞĂĐŚ ƐĞŶƚĞŶĐĞ

ϭ͘ dǁŽ ŽƵƚ ŽĨ ĨŽƵƌ ƉĂƌƚƐ ŽĨ ǇŽƵƌ ŵĞĂů ƐŚŽƵůĚ ďĞ ǀĞŐĞƚĂďůĞƐ
Ϯ͘ ^ŝǆ ŽƵƚ ŽĨ ŵǇ ƐĞǀĞŶ ǁŽƌŬ ƐŚŝĨƚƐ ĂƌĞ Ăƚ ŶŝŐŚƚ
ϯ͘ tĞ ƐƉůŝƚ ƚŚĞ ϱ ƉŽƉƐŝĐůĞƐ ďĞƚǁĞĞŶ ƚŚĞ ϭϬ ĐŚŝůĚƌĞŶ
ϰ͘ ϱ ŽĨ ƚŚĞ ϮϬ ĚĞůŝǀĞƌŝĞƐ ǁĞƌĞ ůĂƚĞ
ϱ͘  KŶĞ ƚĞŶƚŚ ŽĨ ƚŚĞ ĨŽƌĞƐƚ ǁĂƐ ĚĞƐƚƌŽǇĞĚ ŝŶ ƚŚĞ ĨŝƌĞ
ϲ͘ tĞ ĚŝǀŝĚĞĚ ƚŚĞ ǁĂƌĞŚŽƵƐĞ ŝŶƚŽ ĨŽƵƌ ƉĂƌƚƐ ƐŽ ǁĞ ĐŽƵůĚ ƐŚĂƌĞ ƚŚĞ ĐůĞĂŶŝŶŐ
ϳ͘ KĨ ƚŚĞ ϭϮ ĐŚŝůĚƌĞŶ ŽŶ ƚŚĞ ďƵƐ͕ ŽŶůǇ ŽŶĞ ŚĂĚ Ă ďƵƐ ƉĂƐƐ
ϴ͘ / ŚĂǀĞ ŽŶůǇ ƵƐĞĚ ϯ ŽƵƚ ŽĨ ŵǇ ϭϰ ƐŝĐŬ ĚĂǇƐ ƚŚŝƐ ǇĞĂƌ
ϵ͘ &Žƌ Ϯ ŽĨ ŵǇ ϯ ǁĞĞŬƐ ŚŽůŝĚĂǇƐ͕ / Ăŵ ŐŽŝŶŐ ĂǁĂǇ
ϭϬ͘ ΨϮϱ ŽĨ ƚŚĞ ΨϯϬ ǁĂƐ ƐƉĞŶƚ ŽŶ ĨŽŽĚ

Activity 2 – Task 
tƌŝƚĞ ƚŚĞ ĨƌĂĐƚŝŽŶ ĨŽƌ ƚŚĞƐĞ ƚǁŽ ƋƵĞƐƚŝŽŶƐ͘  ^ŚŽǁ ŚŽǁ ǇŽƵ ŐŽƚ ǇŽƵƌ ĂŶƐǁĞƌ

ϭ͘ dŚŝŶŬ ŽĨ ƚŚĞ ƉĞŽƉůĞ ŝŶ ǇŽƵƌ ĨĂŵŝůǇ͘  tŚĂƚ ĨƌĂĐƚŝŽŶ ŽĨ ǇŽƵƌ ĨĂŵŝůǇ ĂƌĞ ǁŽŵĞŶ͍  tŚĂƚ 
ĨƌĂĐƚŝŽŶ ĂƌĞ ŵĞŶ͍

Ϯ͘ dŚĞƌĞ ĂƌĞ ϱϮ ǁĞĞŬƐ ŝŶ Ă ǇĞĂƌ͘  tŚĂƚ ĨƌĂĐƚŝŽŶ ŽĨ ƚŚŝƐ ǇĞĂƌ ŚĂǀĞ ǇŽƵ ďĞĞŶ ĐŽŵŝŶŐ ƚŽ 
ĐůĂƐƐ͍  

Task
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Equivalent Fractions
^ŽŵĞ ĨƌĂĐƚŝŽŶƐ ĂƌĞ ǁƌŝƚƚĞŶ ĚŝĨĨĞƌĞŶƚůǇ ďƵƚ ƚŚĞǇ ĂĐƚƵĂůůǇ ŵĞĂŶ ƚŚĞ ƐĂŵĞ ƚŚŝŶŐ͘

&Žƌ ĞǆĂŵƉůĞ͕ ŝĨ ǇŽƵ ŚĂǀĞ ƵƐĞĚ ϭ
Ϯ Ă ŐĂůůŽŶ ŽĨ ďůƵĞ ƉĂŝŶƚ ƚŽ ƉĂŝŶƚ ŽŶĞ ƌŽŽŵ ĂŶĚ Ϯ

ϰ ŽĨ Ă ŐĂůůŽŶ
ŽĨ ŐƌĞĞŶ ƉĂŝŶƚ ƚŽ ƉĂŝŶƚ ĂŶŽƚŚĞƌ ƌŽŽŵ͕ ǇŽƵ ŚĂǀĞ ƵƐĞĚ ĞǆĂĐƚůǇ ƚŚĞ ƐĂŵĞ ĂŵŽƵŶƚ ŽĨ ƉĂŝŶƚ ĨŽƌ 
ĞĂĐŚ ƌŽŽŵ͘ 

ϭ ǁŚŽůĞ

ϭ
Ϯ

ϭ
Ϯ

ϭ
ϰ

ϭ
ϰ

ϭ
ϰ

ϭ
ϰ

ϭ
ϴ

ϭ
ϴ

ϭ
ϴ

ϭ
ϴ

ϭ
ϴ

ϭ
ϴ

ϭ
ϴ

ϭ
ϴ

ϭ ǁŚŽůĞ

ϭ
ϯ

ϭ
ϯ

ϭ
ϯ

ϭ
ϲ

ϭ
ϲ

ϭ
ϲ

ϭ
ϲ

ϭ
ϲ

ϭ
ϲ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ
ϭϮ

ϭ ǁŚŽůĞ
ϭ
ϱ

ϭ
ϱ

ϭ
ϱ

ϭ
ϱ

ϭ
ϱ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

ϭ
ϭϬ

dŚĞ ĐŚĂƌƚƐ ďĞůŽǁ 
ƐŚŽǁ ƐŽŵĞ ĐŽŵŵŽŶ 
ĞƋƵŝǀĂůĞŶƚ ĨƌĂĐƚŝŽŶƐ͘

,Žǁ ŵĂŶǇ ĞŝŐŚƚŚƐ ĚŽĞƐ

ŝƚ ƚĂŬĞ ƚŽ ŵĂŬĞ ϭ
Ϯ ͍

It takes 4
8 to make 1

2

,Žǁ ŵĂŶǇ ƚǁĞůĨƚŚƐ ĐĂŶ

ǇŽƵ ŐĞƚ ŽƵƚ ŽĨ Ϯ
ϲ ͍

It takes 4
12 to make 2

6

,Žǁ ŵĂŶǇ ƚĞŶƚŚƐ ŵĂŬĞ

ƵƉ ϯ
ϱ ͍

6
10 make up 3

5
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Equivalent Fractions 

We know that from our example in the first chart that it takes 4
8 to make 1

2
How do we figure out equivalent fractions using just math instead of diagrams?

Start with 1
2

What do we have to do to 1
2 to make it 4

9 ?

We could multiply the top number (numerator) by 4 and the bottom number 
(denominator) by 4.  You must always multiply by the same number.
	

1 x 4
2 x 4 - 4

8
Or you can write it as

1
2 x 4

4 - 4
8
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Equivalent Fractions – More Examples

We know from the charts on page J-22 that you can get 4
12 out of 2

6
How can we show that using just math?

We know you can get 4
12 out of 2

6

What do we have to do to 2
6 to get 4

12 ?

2 x 2
6 x 2 - 4

12
Or

2
6 x 2

2 - 4
12

We know 6
10 is the same as 3

5

What do we have to do to 3
5 to get 6

10 ?

3 x 2
5 x 2 - 6

12
Or

3
5 x 2

2 - 6
10

We know from the charts on page J-22 that   6
10 is the same as 3

5
How can we show that using just math?
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Activity 3 – Skill Builder
Write each example as a fraction and make up 2 equivalent fractions by multiplying for 
each example.

Show each step of your work.
1.  Two fifths 6.  Two tenths
2.  4 over 7 7.  3 out of 4
3.  One quarter 8.  Eleven over twelve
4.  7 out of 9 9.  15 out of 30
5.  3 over 50 10.  Four ninths

Activity 3 – Skill builder
Find the equivalent fraction in each of these problems.

1.	 Martin can make the beds and clean 3 out of 5 hotel rooms in 2 hours. What fraction 
of rooms can he do in twice as much time? 

2.	 Helen can complete 7 of her 9 deliveries on 20 litres of gas.  What fraction of 
deliveries can she finish if she has 80 litres of gas? 
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Activity 3 – Task
/Ĩ ƚŚŝƐ ƌĞĐŝƉĞ ŵĂŬĞƐ ĞŶŽƵŐŚ ĨŽƌ ϭ ƉĞƌƐŽŶ ƚŽ ĞĂƚ Ă ďƌŽǁŶŝĞ Ă ĚĂǇ ĨŽƌ ϭ ǁĞĞŬ͕ ŝŶĐƌĞĂƐĞ ƚŚĞ 
ƌĞĐŝƉĞ ƚŽ ƐĞƌǀĞ ǇŽƵƌ ǁŚŽůĞ ĨĂŵŝůǇ ŽŶĞ ďƌŽǁŶŝĞ Ă ĚĂǇ ĨŽƌ Ă ǁĞĞŬ͘ 

ϭͬϮ ĐƵƉ ǀĞŐĞƚĂďůĞ Žŝů
ϭ ĐƵƉ ǁŚŝƚĞ ƐƵŐĂƌ
ϭ ƚĞĂƐƉŽŽŶ ǀĂŶŝůůĂ ĞǆƚƌĂĐƚ
Ϯ ĞŐŐƐ
ϭͬϮ ĐƵƉ ĂůůͲƉƵƌƉŽƐĞ ĨůŽƵƌ
ϭͬϯ ĐƵƉ ƵŶƐǁĞĞƚĞŶĞĚ ĐŽĐŽĂ ƉŽǁĚĞƌ
ϭͬϰ ƚĞĂƐƉŽŽŶ ďĂŬŝŶŐ ƉŽǁĚĞƌ
ϭͬϰ ƚĞĂƐƉŽŽŶ ƐĂůƚ
ϭͬϮ ĐƵƉ ĐŚŽƉƉĞĚ ǁĂůŶƵƚƐ ;ŽƉƚŝŽŶĂůͿ

Task
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Reducing Fractions to Lowest Terms

Some fractions use very large numbers. 25
100

100
1000

21
63

144
240

Fractions like these can be difficult to work with when it comes to using them in 
calculations.

You can make equivalent fractions that are easier to use by dividing.  This is 
sometimes called reducing the fraction to its simplest form or to lowest terms.   
To reduce a fraction to its simplest form you must divide the numerator and the 
denominator by the largest number possible.  Remember, you must divide each 
part of the fraction by the same number.

Example 1
Let’s start with an equivalent fraction we know.

We know 6
10 is the same as 3

5

What do we have to do to 6
10 to get 3

5 ?

Divide both numbers by 2
6 ÷ 2

10 ÷ 2 - 3
5

Or
6

10 ÷ 2
2 - 3

5
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Example 2
&ŽůůŽǁ ƚŚĞƐĞ ƐƚĞƉƐ ƚŽ ƌĞĚƵĐĞ ĨƌĂĐƚŝŽŶƐ ƚŽ ƐŝŵƉůĞƐƚ ĨŽƌŵ

ϭ͘ tƌŝƚĞ ƚŚĞ ĨƌĂĐƚŝŽŶ
Ϯ͘ �ƐŬ ǇŽƵƌƐĞůĨ ǁŚĂƚ ŝƐ ƚŚĞ ůĂƌŐĞƐƚ 

ŶƵŵďĞƌ ƚŚĂƚ ĚŝǀŝĚĞƐ ŝŶƚŽ 
ďŽƚŚ ƚŚĞ ŶƵŵĞƌĂƚŽƌ ĂŶĚ ƚŚĞ 
ĚĞŶŽŵŝŶĂƚŽƌ

ϯ͘ tƌŝƚĞ ƚŚĞ ĚŝǀŝƐŝŽŶ ƋƵĞƐƚŝŽŶ
ϰ͘ �Ž ƚŚĞ ŵĂƚŚ

Ϯϱ
ϭϬϬ

What’s the largest number that divides 
into 25 and 100?     25
  Ϯϱ   р  Ϯϱ
ϭϬϬ р  Ϯϱ Ͳ ϭ

ϰ

Example 3
ϭ͘ tƌŝƚĞ ƚŚĞ ĨƌĂĐƚŝŽŶ
Ϯ͘ �ƐŬ ǇŽƵƌƐĞůĨ ǁŚĂƚ ŝƐ ƚŚĞ ůĂƌŐĞƐƚ 

ŶƵŵďĞƌ ƚŚĂƚ ĚŝǀŝĚĞƐ ŝŶƚŽ 
ďŽƚŚ ƚŚĞ ŶƵŵĞƌĂƚŽƌ ĂŶĚ ƚŚĞ 
ĚĞŶŽŵŝŶĂƚŽƌ

ϯ͘ tƌŝƚĞ ƚŚĞ ĚŝǀŝƐŝŽŶ ƋƵĞƐƚŝŽŶ
ϰ͘ �Ž ƚŚĞ ŵĂƚŚ

ϭϬϬ
ϭϬϬϬ

What’s the largest number that 
divides into 100 and 1000?     100

  ϭϬϬ  р  ϭϬϬ
ϭϬϬϬ р  ϭϬϬ Ͳ ϭ

ϭϬ

Example 4      
ϭ͘  tƌŝƚĞ ƚŚĞ ĨƌĂĐƚŝŽŶ
Ϯ͘ �ƐŬ ǇŽƵƌƐĞůĨ ǁŚĂƚ ŝƐ ƚŚĞ ůĂƌŐĞƐƚ 

ŶƵŵďĞƌ ƚŚĂƚ ĚŝǀŝĚĞƐ ŝŶƚŽ 
ďŽƚŚ ƚŚĞ ŶƵŵĞƌĂƚŽƌ ĂŶĚ ƚŚĞ 
ĚĞŶŽŵŝŶĂƚŽƌ

ϯ͘ tƌŝƚĞ ƚŚĞ ĚŝǀŝƐŝŽŶ ƋƵĞƐƚŝŽŶ
ϰ͘ �Ž ƚŚĞ ŵĂƚŚ

Ϯϭ
ϲϯ

What’s the largest number that 
divides into 21 and 61?     21

 Ϯϭ  р  Ϯϭ
 ϲϯ  р  Ϯϭ Ͳ ϭ

ϰ

/Ĩ ƌĞĚƵĐŝŶŐ ůĂƌŐĞ ŶƵŵďĞƌƐ ŝƐ ĚŝĨĨŝĐƵůƚ͕ ǇŽƵ ĐĂŶ ƵƐĞ Ă ĐĂůĐƵůĂƚŽƌ ƚŽ ĚŽ ƚŚĞ ĚŝǀŝƐŝŽŶ 
ƉĂƌƚ Žƌ ǇŽƵ ĐĂŶ ƌĞĚƵĐĞ ƚŚĞ ĨƌĂĐƚŝŽŶ ŽǀĞƌ ĂŶĚ ŽǀĞƌ ĂŐĂŝŶ͘  dŽ ĨŝŶĚ ƚŚĞ ůĂƌŐĞƐƚ 
ŶƵŵďĞƌ ƚŚĂƚ ŐŽĞƐ ŝŶƚŽ ƚŚĞ ŶƵŵĞƌĂƚŽƌ ĂŶĚ ƚŚĞ ĚĞŶŽŵŝŶĂƚŽƌ͕ ŵƵůƚŝƉůǇ Ăůů ƚŚĞ 
ĚŝǀŝĚŝŶŐ ŶƵŵďĞƌƐ ǇŽƵ ŚĂǀĞ ƵƐĞĚ͘
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Example 5

ϭϰϰ
ϮϰϬ

What’s the largest number that divides into 144 and 240?    12
 ϭϰϰ р ϭϮ
ϮϰϬ р ϭϮ Ͳ ϭϮ

ϮϬ

ϭϮ
ϮϬ can be reduced even more

 ϭϮ 
ϮϬ р ϰ

ϰ Ͳ ϯ
ϱ

12 x 4 = 48
The largest number that goes into 144 and 240 is 48 

Example 6

ϮϮϰ
Ϯϱϲ

This might be a difficult fraction to reduce.  Do it in stages.

 Ϯϰϰ
Ϯϱϲ р Ϯ

Ϯ Ͳ ϭϭϮ
ϭϮϴ р Ϯ

Ϯ Ͳ ϱϲ
ϲϰ р Ϯ

Ϯ Ͳ Ϯϴ
ϯϮ р Ϯ

Ϯ Ͳ ϭϰ
ϭϲ р Ϯ

Ϯ Ͳ ϳ
ϴ

2 x 2 x 2 x 2 x 2  = 32

The largest number that goes into 224 and 256 is 32 
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Activity 4 – Skill Builder
Reduce the following fractions to lowest terms and show your work.

1.  6 
24 4. 140

200

2. 16
24 5.  45 

245

3. 45
72

Write the fraction for each sentence and reduce to lowest terms
1.	 20 of the 100 employees work evenings.
2.	 Of the 30 items in the flyer, 24 of them were on sale
3.	 15 of the 48 grams of carbohydrates in the meal came from sugar
4.	 The 3 cement trucks split their loads between 15 houses
5.	 28 out of 60 days this winter were snowy
6.	 12 of the 36 inches of wood were rotten
7.	 James inspects 100 pallets or skids in the warehouse.  4 of them have been damaged 

by water.
•	 Pallet A has 60 boxes on it.  40 of those boxes are ruined.
•	 Pallet B has 75 boxes on it.  25 of those boxes are damaged.
•	 Pallet C has 14 pieces of drywall on it.  The top 2 pieces are damaged.
•	 Pallet D has 30 bags of cement on it.  9 of them were so wet the bags split 

open.

James has to report the fraction of damaged pallets and the fraction of damaged inventory 
on those pallets to his manager in simplest form. 



Recognizing and Using Fractions and Percent     J-31   Learning Modules

Activity 4 – Task
tŚĂƚ ĨƌĂĐƚŝŽŶ ŽĨ ǇŽƵƌ ďŝƌƚŚĚĂǇƐ ŚĂƐ ďĞĞŶ ŽŶ Ă ǁĞĞŬĞŶĚ͍ ;'ŝǀĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ƐŝŵƉůĞƐƚ 
ĨŽƌŵͿ

Task
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Percent
Percent is a very specific fraction.  The word “Percent” tells us what kind of fraction it is.

“Per” means “out of”
•	 4 days per week means 4 days out of a week (or out of 7 days)

“Cent” means 100 
•	 A Century is 100 years
•	 There are 100 cents in a dollar

Per + cent = “out of 100”

We already know that if we see a fraction like 2/3 we can read this in words as “2 out of 3” 
or 3/18 can be read “three out of 18”.

If percent means “out of 100” that means that 
•	 3 percent means 3/100
•	 40 percent means 40/100
•	 99 percent means 99/100
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We can also write the word percent as the symbol    %
The % symbol actually looks like a fraction made up of the number 100 

Any time you see a fraction that has a denominator of 100, you can express this fraction as 
a percent.

•	 9/100 = 9 %
•	 40/100 = 40%
•	 21.5/100 = 21.5 %

If a fraction does not have 100 as a denominator, you can make an equivalent fraction that 
does have 100 as a denominator and then you can express the fraction as a percent.
 

Example 1
2 
4 X 25

25 - 50
100 - 50%

Example 2
1 

10 X 10
10 - 10

100 - 10%

Example 3
21 
25 X 4

4 - 84
100 - 84%
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Activity 5 – Skill Builder

Write these fractions as a percent

1.   3  
100 6.  7 

20

2.   5  
100 7. 21

50

3.  75 
100 8. 20

25

4.  81 
100 9. 1

4

5.   9  
 10 10. 2

5
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Using Division to Calculate Percent
You can also calculate the percent of a complicated fraction.  Even if you can’t make an 
equivalent fraction, you can find the percent by dividing and multiplying.

A fraction is also a division question.  Think of the division symbol.  

÷
The symbol looks a lot like a fraction.

Let’s use an easy example that we know to be true.
¼ = 25%

If we think of the fraction ¼ as a division question what does the math statement look like?
¼ = 1 ÷ 4

If you have good long division skills you might do this division question with long division 
and decimals.  Like this

.2 5
4 1 .0 0

8 ↓
2 0
2 0

0
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Kƌ ǇŽƵ ĐŽƵůĚ ƵƐĞ ǇŽƵƌ ĐĂůĐƵůĂƚŽƌ 
<ĞǇ ŝŶ
ϭ ͬ ϰ

Kƌ ϭ р ϰ   
�ĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐǇŵďŽů ĨŽƌ ĚŝǀŝĚĞ ŽŶ ǇŽƵƌ 
ĐĂůĐƵůĂƚŽƌ 

�ŝƚŚĞƌ ǁĂǇ ǇŽƵ ǁŝůů ƐĞĞ ƚŚĞ ĚĞĐŝŵĂů ŶƵŵďĞƌ 
Ϭ͘Ϯϱ Žƌ ͘Ϯϱ ĨŽƌ ǇŽƵƌ ĂŶƐǁĞƌ

EŽǁ ƚŽ ƌĞĂĚ ͘Ϯϱ ĂƐ Ă ƉĞƌĐĞŶƚ ǁĞ ŶĞĞĚ ƚŽ ŵƵůƚŝƉůǇ ŝƚ ďǇ ϭϬϬ͘

DŽǀĞ ƚŚĞ ĚĞĐŝŵĂů ƉŽŝŶƚ Ϯ ƐƉĂĐĞƐ ƚŽ ƚŚĞ ƌŝŐŚƚ ;ƚŚĞƌĞ ĂƌĞ Ϯ ǌĞƌŽĞƐ ŝŶ ϭϬϬͿ ŝĨ ǇŽƵ ĂƌĞ ĚŽŝŶŐ ƚŚĞ 
ǁŽƌŬ ŽŶ ƉĂƉĞƌ Žƌ ŵƵůƚŝƉůǇ ďǇ ϭϬϬ ŽŶ ǇŽƵƌ ĐĂůĐƵůĂƚŽƌ͘

dŚĞ ĂŶƐǁĞƌ ŽŶ ǇŽƵƌ ƐĐƌĞĞŶ Žƌ ŽŶ ǇŽƵƌ ƉĂƉĞƌ ǁŝůů ďĞ Ϯϱ͘
dŚŝƐ ŶƵŵďĞƌ ŝƐ ƌĞĂĚ ĂƐ Ϯϱ й

tĞ ŚĂǀĞ ũƵƐƚ ƉƌŽǀĞĚ ŚŽǁ Ь с Ϯϱй
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Using Division to Calculate Percent
Let’s try this process with more examples

Example 1
7/8
With your calculator
7 ÷ 8 = 0.875 
X 100 = 87.5 
Write it as a %
7/8 = 87.5 %

Example 2
7/9
7 ÷ 9 = 0.77777777777778
Or you can round it up to 
0.78
0.78X 100 = 78
7/9 = 78%

Example 3
746/ 999  
(Yes, you can make a percent from a fraction that has a denominator over 100. )
746 ÷ 999 = 0.746746746746
Or you can round it up to 
0.75
0.75 x 100 = 75%

Long division
.8 7 5

8 7 .0 0 0
6 4 ↓ ↓

6 0 ↓
5 6 ↓

4 0
4 0

5
.875 

Move decimal 2 spaces to the 
right and express as a percent

87.5 %
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Activity 6 – Skill Builder
�ǆƉƌĞƐƐ ĞĂĐŚ ĨƌĂĐƚŝŽŶ ĂƐ Ă ƉĞƌĐĞŶƚ͘  

zŽƵ ĐĂŶ ƵƐĞ Ă ĐĂůĐƵůĂƚŽƌ Žƌ ůŽŶŐ ĚŝǀŝƐŝŽŶ ĨŽƌ ƚŚĞƐĞ ƋƵĞƐƚŝŽŶƐ

ϭ͘ Ϯϭͬϴϲ ϲ͘ ϯϬϬͬϰϱϬ

Ϯ͘ ϭϴͬϯϬ ϳ͘ ϵϴͬϭϱϬ

ϯ͘ ϭϳͬϮϭ ϴ͘ Ϯͬϯ

ϰ͘ ϴϳͬϵϬ ϵ͘ ϰϳͬϱϱ

ϱ͘ ϭϰϳͬϮϬϲ ϭϬ͘ ϰϮϭͬϲϬϬ

Activity 6 – Skill Builder
hƐĞ ǁŚĂƚ ǇŽƵ ŚĂǀĞ ůĞĂƌŶĞĚ ĂďŽƵƚ ĚŝǀŝƐŝŽŶ͕ ĨƌĂĐƚŝŽŶƐ ĂŶĚ ƉĞƌĐĞŶƚ ƚŽ ĂŶƐǁĞƌ ƚŚĞƐĞ ǁŽƌĚ 
ƉƌŽďůĞŵƐ͘

ϭ͘ ϰ ŽƵƚ ŽĨ ƚŚĞ Ϯϴ ĚĞůŝǀĞƌŝĞƐ ǁĞƌĞ ůĂƚĞ ƚŽĚĂǇ͘  tŚĂƚ ƉĞƌĐĞŶƚ ŽĨ ĚĞůŝǀĞƌŝĞƐ ǁĞƌĞ ůĂƚĞ͍
Ϯ͘ ϯϬϬ ďŽǆĞƐ ŽŶ ƚŚĞ ƐŬŝĚ ǁĞƌĞ ĚĂŵĂŐĞĚ͘  dŚĞƌĞ ĂƌĞ ϰϴϮ ďŽǆĞƐ ŽŶ ĞǀĞƌǇ ƐŬŝĚ͘ tŚĂƚ 

ƉĞƌĐĞŶƚ ŽĨ ƚŚĞ ďŽǆĞƐ ǁĞƌĞ ĚĂŵĂŐĞĚ͍
ϯ͘ ^ŚĞůůǇ ŐŽƚ Ϯϴ ŽƵƚ ŽĨ ϯϬ ŽŶ ŚĞƌ ƚĞƐƚ͘  tŚĂƚ ǁĂƐ ŚĞƌ ƐĐŽƌĞ ŝŶ ƉĞƌĐĞŶƚ͍  
ϰ͘ ϳϴ ƉĞƌĐĞŶƚ ŽĨ ƚŚĞ ƐƚƵĚĞŶƚƐ ĚŝĚ ŶŽƚ ƉĂƐƐ ƚŚĞ ƚĞƐƚ͘  dŚĞƌĞ ĂƌĞ ϱϬ ƐƚƵĚĞŶƚƐ ŝŶ ĐůĂƐƐ͘  ,Žǁ 

ŵĂŶǇ ĚŝĚ ŶŽƚ ƉĂƐƐ͍
ϱ͘ :ŽĞ͛Ɛ ďůŽŽĚ ƐƵŐĂƌ ŝƐ ŽŶ ƚĂƌŐĞƚ ϳϱй ŽĨ ƚŚĞ ƚŝŵĞ͘  KƵƚ ŽĨ Ă ϯϬ ĚĂǇ ŵŽŶƚŚ͕ ŚŽǁ ŵĂŶǇ 

ĚĂǇƐ ŝƐ :ŽĞƐ ďůŽŽĚ ƐƵŐĂƌ ŽŶ ƚĂƌŐĞƚ͍

Activity 6 – Task
/Ŷ Ă Ϯϰ ŚŽƵƌ ĚĂǇ͕ ǁŚĂƚ ƉĞƌĐĞŶƚ ŽĨ ƚŚĞ ƚŝŵĞ ĚŽ ǇŽƵ ƐƉĞŶĚ ŝŶ ĐůĂƐƐ͍
/Ŷ ƚŚĞ ƉĂƐƚ ŵŽŶƚŚ͕ ǁŚĂƚ ƉĞƌĐĞŶƚ ŽĨ ĐůĂƐƐĞƐ ĚŝĚ ǇŽƵ ĂƚƚĞŶĚ͍ Task
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Answers

Activity 1 – Skill Builder

ϭ͘ ϰ 
ϵ ĂƌĞ ƐŚĂĚĞĚ ĂŶĚ ϱ 

ϵ ĂƌĞ ǁŚŝƚĞ

Ϯ͘ ϲ 
ϭϭ ĂƌĞ  ĂŶĚ ϱ 

ϵ ĂƌĞ

ϯ͘ ϭ 
ϱ ŝƐ ďůĂĐŬ ϭ 

ϱ ŝƐ ǁŚŝƚĞ ĂŶĚ ϯ 
ϱ ĂƌĞ ŐƌĞǇ

ϰ͘ ϯ 
ϳ ĂƌĞ ƐŚĂĚĞĚ ĂŶĚ ϰ 

ϳ ĂƌĞ ǁŚŝƚĞ

ϱ͘ ϰ 
ϴ ĂƌĞ ƐŚĂĚĞĚ ĂŶĚ ϰ 

ϴ ĂƌĞ ǁŚŝƚĞ 

ϲ͘  ϲ  
 ϮϬ ĂƌĞ ƐŚĂĚĞĚ ĂŶĚ ϭϰ 

ϮϬ ĂƌĞ ǁŚŝƚĞ 

ϳ͘ Ϯ 
ϲ ĂƌĞ ƐŚĂĚĞĚ ĂŶĚ Ϯ 

ϲ ĂƌĞ ǁŚŝƚĞ 

ϴ͘ ϰ 
ϰ ĂƌĞ ƐŚĂĚĞĚ

ϵ͘  ϱ  
 ϭϬ ĂƌĞ ƐŚĂĚĞĚ ĂŶĚ  ϱ  

 ϭϬ ĂƌĞ ǁŚŝƚĞ 

ϭϬ͘ ϯ 
ϵ ĂƌĞ ǁŚŝƚĞ ĂŶĚ  ϲ  

 ϵ ŚĂǀĞ ƚŚĞŝƌ ƉŽŝŶƚƐ ĚŽǁŶ ĂŶĚ  ϰ  
 ϵ ŚĂǀĞ ƚŚĞŝƌ ƉŽŝŶƚƐ ĚŽǁŶ

Activity 2 – Skill Builder
ϭ͘ Ϯͬϰ
Ϯ͘ ϲͬϳ
ϯ͘ ϱͬϭϬ
ϰ͘ ϱͬϮϬ
ϱ͘ ϭͬϭϬ
ϲ͘ ϭͬϰ
ϳ͘ ϭͬϭϮ
ϴ͘ ϯͬϭϰ
ϵ͘ Ϯͬϯ
ϭϬ͘ ϮϱͬϯϬ
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Activity 2 – Task  Answers will vary

Activity 3 – Skill Builder
Answers may vary 

1.	 Two fifths
2.	 4 over 7
3.	 One quarter
4.	 7 out of 9
5.	 3 over 50
6.	 Two tenths
7.	 3 out of 4
8.	 Eleven over twelve
9.	 15 out of 30
10.	 Four ninths

Activity 3 – Skill Builder (Word Problems)
1.	 Martin can clean 6/10 rooms in 4 hours
2.	 Helen can complete 28/36 deliveries if she has 80 litres of gas

Activity 3 Task – Brownie Recipe—Answers will vary

Activity 4 – Skill Builder
1.  1/4
2.  2/3
3.  5/8
4.  7/10
5.  3/16

1.  20/100  = 1/5
2.  24/30 = 4/5
3.  15/48 = 5/16
4.  3/15 = 1/5
5.  28/60 = 7/15
6.  12/36 = 1/3
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7.	 James inspects 100 pallets or skids in the warehouse.  4 of them have been damaged 
by water.  4/100 = 1/25
•	 Pallet A has 60 boxes on it.  40 of those boxes are ruined. 40/60 = 2/3
•	 Pallet B has 75 boxes on it.  25 of those boxes are damaged. 25/75 = 1/3
•	 Pallet C has 14 pieces of drywall on it.  The top 2 pieces are damaged. 2/14 = 1/7
•	 Pallet D has 30 bags of cement on it.  9 of them were so wet the bags split open. 

9/30 = 3/10

Activity 4 – Task—answers will vary

Activity 5 – Skill builder
1.	 30/100  = 30%
2.	 5/100 = 5%
3.	 75/100 = 75%
4.	 81/100= 81%
5.	 9/10 = 90 %
6.	 7/20 = 35%
7.	 21/50 = 42 %
8.	 20/25 = 80%
9.	 1/4 = 25 %
10.	 2/5 = 40%

Activity 6 – Skill Builder
1.	 21/86  = 24%
2.	 18/30 =  60 %
3.	 17/21 = 81%
4.	 87/90 = 97%
5.	 147/206 = 71%
6.	 300/450 = 66.7%
7.	 98/150 = 65.3%
8.	 2/3 = 66.7 %
9.	 47/55 = 85.5%
10.	421/600 = 70.2%
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Activity 6 – Skill Builder (Word Problems)
1.	 4 out of the 28 deliveries were late today.  What percent of deliveries were late?    

4÷28 x 100 =14%

2.	 300 boxes on the skid were damaged.  There are 482 boxes on every skid. What 
percent of the boxes were damaged? 300 / 482 x 100 = 62%

3.	� Shelly got 28 out of 30 on her test.  What was her score in percent?   
8 ÷ 30 x 100 = 93.3%

4.	 78 percent of the students did not pass the test.  There are 50 students in class.  How 
many did not pass?  

•	 78 % = 78/100 (like saying 78 out of 100 students)
o	 But we are only talking about 50 students 

•	 we need a fraction out of 50 that is equivalent to 78/100
o	 78/100 = ?/50  

•	 We have to divide 100 by 2 to get 50 so we have to divide 78 by the same 
number

•	 78 ÷2 = 39
•	 78/100 = 39 / 50

39 of the students did not pass the test.

5.	 Joe’s blood sugar is on target 22 days out of a 30 day month. What percent of the 
time is Joe’s blood sugar on target? 
 
22÷ 30 x 100 = 73.3 %

Activity 6 – Task—Answers will vary
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶĨŝŐƵƌŝŶŐ ŽƵƚ ŚŽǁ ŵƵĐŚ ƌĂƚŝŽ ŝŶƐƵůŝŶ ƚŽ ƚĂŬĞ Ăƚ ŵĞĂů ƚŝŵĞƐ 
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶĨŝŐƵƌŝŶŐ ŽƵƚ ŚŽǁ ŵƵĐŚ ǁĂƚĞƌ ƚŽ ŵŝǆ ǁŝƚŚ ĨůŽŽƌ ĐůĞĂŶĞƌ 

ĐŽŶĐĞŶƚƌĂƚĞ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƵƐŝŶŐ ďĂƐŝĐ ƌĂƚŝŽ ƚŽ ƉƌĞƉĂƌĞ ĨŽƌ ^ĞĐŽŶĚĂƌǇ �ƌĞĚŝƚ ŵĂƚŚ ĐůĂƐƐ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶĨŝŐƵƌŝŶŐ ŽƵƚ ŚŽǁ ƚŽ ŝŶĐƌĞĂƐĞ ƌĞĐŝƉĞƐ ĨŽƌ ŵŽƌĞ ƉĞŽƉůĞ

Pre-requisites – DƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ �ŝǀŝƐŝŽŶ DŽĚƵůĞ	 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ͕  ƉĞŶĐŝůƐ ĂŶĚ ĐŽůŽƵƌĞĚ ƉĞŶƐ
•	 WĂƉĞƌ
•	 &ůĞǆŝďůĞ ƚĂƉĞ ŵĞĂƐƵƌĞ ĂŶĚ ƌƵůĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ  Žƌ ƐŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ͕ ĐĂůĐƵůĂƚŽƌ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƵƐĞ ďĂƐŝĐ ƌĂƚŝŽ ĂŶĚ 
ƉƌŽƉŽƌƚŝŽŶ ŝŶ Ă ǀĂƌŝĞƚǇ ŽĨ ƐĞƚƚŝŶŐƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ƵŶĚĞƌƐƚĂŶĚ ĂŶĚ ďĞ ĂďůĞ ƚŽ

•	 tƌŝƚĞ ƌĂƚŝŽƐ ĂƐ Ă ĨƌĂĐƚŝŽŶ͕ ŝŶ ǁŽƌĚƐ ĂŶĚ ƵƐŝŶŐ Ă ĐŽůŽŶ
•	 ^ŚŽǁ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽƐ ĂŶĚ ĚŝƌĞĐƚ ƉƌŽƉŽƌƚŝŽŶƐ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ Ă ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă ƐĞůĨͲ
ĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ ďǇ 
ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

UsingUsing

Ration and Proportion 
Module 1   
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OALCF Levels used in Using Ratio and Proportion Module 1

Primary OALCF 
Competencies

Performance Descriptors

C1.1 •	 adds, subtracts, multiplies and divides whole numbers and 
decimals

•	 recognizes values in number and word format
•	 understands numerical order
•	 identifies and performs required operation
•	 follows apparent steps to reach solutions
•	 interprets and represents costs using monetary symbols and 

decimals
C1.2 •	 chooses and performs required operation(s); may make 

inferences to identify required operation(s)
•	 selects appropriate steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
•	 interprets and applies rates (e.g. $/kg, $/1)

C3.1 •	 adds and subtracts whole number measurements
•	 recognizes values in number and word format
•	 recognizes simple, common shapes (e.g. circle, square, 

rectangle, triangle)
•	 measures distance, length, width, height
•	 uses common measuring tools, such as rulers, scales and 

thermometers
•	 understands numerical order
•	 makes simple estimates
•	 chooses appropriate units (e.g. metres, inches) and non-

standard units (e.g. paces, cupfuls, scoops)
•	 identifies and performs required operation
•	 interprets and represents measures using whole numbers and 

simple, common fractions (e.g. ½, ¼)
•	 interprets and represents measures using symbols and 

abbreviations (e.g. inches as “, centimeters as cm, pounds as 
lbs, kilograms as kilos or kg)

•	 follows apparent steps to reach solutions
•	 rounds to the nearest whole unit (e.g. kilos)
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
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C4.1 •	 adds, subtracts, multiplies and divides whole numbers 
•	 recognizes values in number and word format
•	 identifies and compares quantities of items
•	 understands numerical order
•	 identifies and performs required operation
•	 makes simple estimates
•	 interprets and represents values using whole numbers, and 

simple, common fractions (e.g. ½, ¼)
•	 follows apparent steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using 

a calculator, repeating a calculation, using the reverse 
operation)

Secondary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single 

text
•	 follows the sequence of events in straightforward 

chronological texts
•	 �follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and 

integrate information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences

E.1 •	 begins to use a limited number of learning strategies 
(e.g. follows instructions, takes literal notes, highlights or 
underlines key information, uses a calendar or agenda)

•	 begins to identify ways to remember information and 
reinforce learning (e.g. reviewing notes)

•	 begins to monitor own learning
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to identify how skills and strategies can transfer to 

different contexts
F If learner completes module as part of a group
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Learning Modules

Essential Skills used in Ratio 1 Module

Essential Skills  Level Essential Skills  Level
Reading Text 1-2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1-2

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X

X

X

X

X

X

X
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Practitioner Instructions

When presenting to a group of learners, information sheets can be converted to overheads 
or can be used as prompts for practitioner notes on flip-chart or white board. 

When delivering the module, practitioners should encourage discussion to help enhance 
speaking and listening skills as well as numeracy skills.  

Each learner will receive information sheets and activity sheets and are encouraged to 
underline, or highlight important information.  Additional paper should be provided for 
longer notes.

Read each page aloud with the learner.  Encourage the learner to use coloured pens to 
identify which part of the ratio refers to which thing it represents.  (e.g. when writing 
a ratio apples to oranges learners can use the same colour pen to write apples and the 
number of apples in the ratio and a different colour for when writing oranges and the 
number of oranges in the ratio) 

Encourage the leaner to show all their work and write in words what they are thinking and 
doing while they complete the math computations.  Each section of this module gives an 
example of how to combine math and writing to make the concepts more clear.

When using a multiplication factor or when reducing ratios to lowest terms, some learners’ 
mental math skills may be a barrier.  Encourage learners to use a multiplication grid or 
calculator to do the mental math part.  The learners’ understanding of ratio can improve 
even if their memory for multiplication and division facts is weak.
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Learning Modules

Practitioner Activity Instructions

Activity 1 – Task Instructions
What’s the ratio of chairs to tables in your classroom?  
What other ratios can you see around you?

•	 Ratio of doors to windows
•	 Ratio of lights to light switches
•	 Ratio of computers to printers
•	 Length and width of surfaces
•	 Ratio of waist to hip

Encourage the learners to see the ratios around them.  Each time they identify a ratio, have 
the learner express the ratio in words and numbers.
For learners comfortable using tape measures, use metric and imperial flexible 
tape measures to find the ratios of length and widths of surfaces and waist to hip 
measurements.  Learners can also use a ruler as a “unit” of measure instead of using the 
graduations on the ruler (e.g.  The desk is 3 rulers high by 2 rulers wide.  The ratio is 3:2.) 

Activity 2 – Task Instructions
If learners are having difficulty with this task walk them through the following steps.
Learners must

a.	 Count the number of women and men in the class and write the ratio
b.	 Multiply both numbers in the ratio by 7 
c.	 Express the weekly ratio of men to women
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Activity 3 – Task Instructions
>ĞĂƌŶĞƌƐ ĐĂŶ ƵƐĞ ĞŝƚŚĞƌ ŵĞƚƌŝĐ Žƌ ŝŵƉĞƌŝĂů ƚĂƉĞ ŵĞĂƐƵƌĞƐ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞŝƌ ĐŽŵĨŽƌƚ ůĞǀĞů 
ǁŝƚŚ ƚŚĞƐĞ ƚŽŽůƐ͘  �ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ ƌŽƵŶĚ ŶƵŵďĞƌƐ ŝŶƐƚĞĂĚ ŽĨ ĚĞĐŝŵĂůƐ Žƌ ĨƌĂĐƚŝŽŶƐ 
ŝĨ ƚŚĞǇ ĂƌĞ ƵŶĐŽŵĨŽƌƚĂďůĞ ĚĞĂůŝŶŐ ǁŝƚŚ ƚŚĞƐĞ ŶƵŵĞƌĂĐǇ ĐŽŶĐĞƉƚƐ͘  ;>ĞĂƌŶĞƌƐ ĐĂŶ ĂůƐŽ ƵƐĞ Ă 
ƌƵůĞƌ ĂƐ Ă ƐŝŶŐůĞ ƵŶŝƚ ŽĨ ŵĞĂƐƵƌĞ ĂƐ ƚŚĞǇ ĚŝĚ ŝŶ dĂƐŬ ϭͿ
tŚĂƚ ŝƐ ƚŚĞ ŚĞŝŐŚƚ ƚŽ ǁŝĚƚŚ ƌĂƚŝŽ ŽĨ ǇŽƵƌ ĐůĂƐƐƌŽŽŵ ĚŽŽƌ ŝŶ ŝƚƐ ƐŝŵƉůĞƐƚ ĨŽƌŵ͍
>ĞĂƌŶĞƌƐ ŵƵƐƚ

Ă͘ DĞĂƐƵƌĞ ƚŚĞ ŚĞŝŐŚƚ ĂŶĚ ǁŝĚƚŚ ŽĨ ƚŚĞ ĚŽŽƌ ƵƐŝŶŐ Ă ƚĂƉĞ ŵĞĂƐƵƌĞ Žƌ ƌƵůĞƌ
ď͘ tƌŝƚĞ ƚŚĞ ƌĂƚŝŽ ŽĨ ŚĞŝŐŚƚ ƚŽ ǁŝĚƚŚ
Đ͘ �ǆƉƌĞƐƐ ƚŚĞ ƌĂƚŝŽ ŝŶ ŝƚƐ ƐŝŵƉůĞƐƚ ĨŽƌŵ ďǇ ĚŝǀŝĚŝŶŐ

�ĚĚŝƚŝŽŶĂů ǁĞď ůĞĐƚƵƌĞƐ ĂŶĚ ƉŽǁĞƌ ƉŽŝŶƚ ƉƌĞƐĞŶƚĂƚŝŽŶƐ ŽŶ ƉƌŽƉŽƌƚŝŽŶ ĂŶĚ ƌĂƚŝŽ ĐĂŶ ďĞ 
ĨŽƵŶĚ Ăƚ 
ͻ  ǁǁǁ͘ŬŚĂŶĂĐĂĚĞŵǇ͘ŽƌŐ  
ͻ  ǁǁǁ͘ƐŬŝůůƐǁŽƌŬƐŚŽƉ͘ŽƌŐ
ͻ  ǁǁǁ͘ďďĐ͘ĐŽ͘ƵŬͬƐŬŝůůƐǁŝƐĞ



Using Ration and Proportion Module 1     K-9   Learning Modules

What is Ratio?
� ƌĂƚŝŽ

•	 ƐŚŽǁƐ ƚŚĞ ƌĞůĂƚŝǀĞ ƐŝǌĞƐ ŽĨ ƚǁŽ Žƌ ŵŽƌĞ ǀĂůƵĞƐ
•	 ŝƐ Ă ƌĞůĂƚŝŽŶ ŝŶ ĚĞŐƌĞĞ Žƌ ŶƵŵďĞƌ ďĞƚǁĞĞŶ ƚǁŽ ƐŝŵŝůĂƌ ƚŚŝŶŐƐ
•	 ŝƐ Ă ƌĞůĂƚŝŽŶƐŚŝƉ ďĞƚǁĞĞŶ ƚǁŽ ŶƵŵďĞƌƐ ŽĨ ƚŚĞ ƐĂŵĞ ŬŝŶĚ

What does that mean?
� ƌĂƚŝŽ ŝƐ Ă ǁĂǇ ƚŽ ĐŽŵƉĂƌĞ ƚŚĞ ĂŵŽƵŶƚ ŽĨ ƚǁŽ Žƌ ŵŽƌĞ ƚŚŝŶŐƐ

ZĂƚŝŽƐ ĂƌĞ Ăůů ĂƌŽƵŶĚ ƵƐ͘  zŽƵ ŵŝŐŚƚ ŚĂǀĞ ƐĞĞŶ ƐŽŵĞ ŽĨ ƚŚĞƐĞ ƌĂƚŝŽƐ

^ƚĞƉƐ ƐŚŽƵůĚ  
ďĞ ďƵŝůƚ ǁŝƚŚ Ă  
ƌŝƐĞͲƚŽͲƌƵŶ ƌĂƚŝŽ  
ŽĨ ϳ͗ϭϭ ƚŽ ďĞ ƐĂĨĞ

zŽƵ ĐĂŶ ŵĂŬĞ 
Ă ŐƌĞĂƚ ƐĂůĂĚ 
ĚƌĞƐƐŝŶŐ ǁŝƚŚ 
Ă ϯ͗ϭ Žŝů ĂŶĚ 
ǀŝŶĞŐĂƌ ŵŝǆƚƵƌĞ

� ǁĂŝƐƚͲƚŽͲŚŝƉ ƌĂƚŝŽ 
ĐĂŶ ďĞ ŚĞůƉĨƵů  
ŝŶĨŽƌŵĂƚŝŽŶ ŝĨ ǇŽƵ 
ĂƌĞ ƚƌǇŝŶŐ ƚŽ ƐƚĂǇ Ĩŝƚ

zŽƵ ŚĂǀĞ ƚŽ ŵŝǆ 
ƉĂŝŶƚ ŝŶ Ă ƐƉĞĐŝĨŝĐ 
ƌĂƚŝŽ ƚŽ ŐĞƚ ƚŚĞ 
ĐŽůŽƵƌ ũƵƐƚ ƌŝŐŚƚ
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Example 1
>Ğƚ͛Ɛ ůŽŽŬ Ăƚ ƚŚĞ ĞǆĂŵƉůĞ ŽĨ ĨƌŽǌĞŶ ĐŽŶĐĞŶƚƌĂƚĞĚ ŽƌĂŶŐĞ ũƵŝĐĞ͘  dŚĞ ůĂďĞů ƐĂǇƐ ǁĞ ŚĂǀĞ ƚŽ 
ĂĚĚ ϯ ĐĂŶƐ ŽĨ ǁĂƚĞƌ ƚŽ ĞǀĞƌǇ ĐĂŶ ŽĨ ŽƌĂŶŐĞ ũƵŝĐĞ͘

tĞ ĐĂŶ ƐĂǇ ƚŚŝƐ ƌĂƚŝŽ ŝŶ Ă ĨĞǁ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ
•	 ϯ ƉĂƌƚƐ ǁĂƚĞƌ ƚŽ ϭ ƉĂƌƚ ũƵŝĐĞ  
•	 ϯ ƚŽ ϭ͕ ǁĂƚĞƌ ƚŽ ũƵŝĐĞ ŵŝǆ
•	 ϯ ƚŽ ϭ ƌĂƚŝŽ
•	 ϭ ƉĂƌƚ ũƵŝĐĞ ƚŽ ϯ ƉĂƌƚƐ ǁĂƚĞƌ
•	 ϭ ƚŽ ϯ͕ ũƵŝĐĞ ƚŽ ǁĂƚĞƌ ŵŝǆ
•	 ϭ ƚŽ ϯ ƌĂƚŝŽ

tĞ ĐĂŶ ƐŚŽǁ ƚŚĂƚ ŵĂƚŚĞŵĂƚŝĐĂůůǇ ŝŶ Ă ĨĞǁ ǁĂǇƐ͘  ZĞĂĚ ƚŚĞ ĐŽůŽŶ ďĞƚǁĞĞŶ ƚŚĞ ŶƵŵďĞƌƐ ĂƐ 
ƚŚĞ ǁŽƌĚ ͞ƚŽ͟ 

•	 ϯ ͗ ϭ   tĂƚĞƌ ͗ :ƵŝĐĞ
•	 ϭ ͗ ϯ   :ƵŝĐĞ ͗ tĂƚĞƌ

ZĂƚŝŽƐ ĐĂŶ ĂůƐŽ ďĞ ƐŚŽǁŶ ĂƐ ĨƌĂĐƚŝŽŶƐ
•	 ϯͬϭ   tĂƚĞƌͬ:ƵŝĐĞ
•	 ϭͬϯ   :ƵŝĐĞͬtĂƚĞƌ

Example 2
dŚĞƌĞ ĂƌĞ Ϯ ŚĂƉƉǇ ĨĂĐĞƐ ĂŶĚ ϱ ĐƌŽƐƐĞƐ ŝŶ ƚŚŝƐ ĞǆĂŵƉůĞ͘
tĞ ĐĂŶ ƐĂǇ ƚŚĂƚ ƚŚĞ ƌĂƚŝŽ ŽĨ ŚĂƉƉǇ ĨĂĐĞƐ ƚŽ ĐƌŽƐƐĞƐ ŝƐ

•	 dǁŽ ƚŽ ĨŝǀĞ   ;ŝŶ ǁŽƌĚƐͿ
•	 Ϯ ͗ ϱ   ;ƵƐŝŶŐ Ă ĐŽůŽŶͿ
•	 Ϯͬϱ   ;ĂƐ Ă ĨƌĂĐƚŝŽŶͿ

�ůů ϯ ĂŶƐǁĞƌƐ ŵĞĂŶ ƚŚĞ ƐĂŵĞ ƚŚŝŶŐ͘ 

Quick Tip  
/ƚ ŝƐ ŚĞůƉĨƵů ƚŽ ůĂďĞů ǇŽƵƌ ƌĂƚŝŽƐ ŝŶ ǁŽƌĚƐ ƐŽ 
ǇŽƵ ĚŽŶ͛ƚ ĨŽƌŐĞƚ ǁŚŝĐŚ ŶƵŵďĞƌ ƌĞƉƌĞƐĞŶƚƐ 
ǁŚŝĐŚ ƚŚŝŶŐ͘  zŽƵ ĐĂŶ ĐŽůŽƵƌ ĐŽĚĞ ƚŚĞ 
ŶƵŵďĞƌƐ ƐŽ ǇŽƵ ĚŽŶ͛ƚ ŵŝǆ ƚŚĞŵ ƵƉ͘
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Example 3

/Ĩ Ă ǁŝĚĞƐĐƌĞĞŶ ds ŝƐ ϭϲ 
ƵŶŝƚƐ ǁŝĚĞ ĂŶĚ ϵ ƵŶŝƚƐ 
ƚĂůů͕ ǁŚĂƚ ŝƐ ƚŚĞ ĂƐƉĞĐƚ 
ƌĂƚŝŽ ŽĨ Ă ǁŝĚĞƐĐƌĞĞŶ ds͍  
ϭϲ ͗ ϵ

/Ĩ Ă ƐƚĂŶĚĂƌĚ ds ƐĐƌĞĞŶ 
ŝƐ ϰ ƵŶŝƚƐ ǁŝĚĞ ĂŶĚ ϯ 
ƵŶŝƚƐ ƚĂůů͕ ƚŚĞ ĂƐƉĞĐƚ 
ƌĂƚŝŽ ŝƐ ϰ ͗ ϯ

Example 4

tŚĂƚ ŝƐ ƚŚĞ ƌĂƚŝŽ ŽŶ ƚŚŝƐ ŵĂƉ 
ƐĐĂůĞ͍

dŚĞƌĞ ĂƌĞ Ϯ ƌĂƚŝŽƐ ŚĞƌĞ͘
ϭ͗ Ϯϰ͕ ϬϬϬ
;ŝŶĐŚĞƐ ƚŽ ŝŶĐŚĞƐͿ

ϭ ͗ ϮϬϬϬ
;ŝŶĐŚĞƐ ƚŽ ĨĞĞƚͿ
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Activity 1 – Skill Builder
Write the ratios for the examples below.  Write the ratio using a colon, as a fraction and in words.  

1.	 My tuna casserole uses 2 cans of tuna and 3 cans of cream of chicken soup
2.	 Mix one tablespoon of plant food with 2 litres of water
3.	 There are 17 men on my shift and only 9 women
4.	 I take 3 calcium pills every day and 1 multi-vitamin
5.	 To clean the pool you need 1 bottle of chemical for 500 litres of water
6.	 Each table needs 17 screws  to put it together
7.	 My car gets 34 miles per gallon of gas
8.	 It took me 3 house to make 4 dozen cookies
9.	 Mary must take 1 unit of insulin for every 15 grams of carbohydrates
10.	The kit needs 70 short screws and 31 long screws

Activity 1 – Task
What’s the ratio of chairs to tables in your classroom?  
What other ratios can you see around you?

•	 Ratio of doors to windows
•	 Ratio of lights to light switches
•	 Ratio of computers to printers

What other ratios can you measure around you? Try using a tape measure to find the ratio 
of

•	 Ratio of height to width of the door, windows and desk
•	 Your waist to hip measurements
•	 Your height to leg length
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Equivalent Ratios
tĞ ƵƐĞ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽƐ Ăůů ƚŚĞ ƚŝŵĞ͘ tĞ ƵƐĞ ƚŚĞŵ ǁŚĞŶ ǁĞ

•	 �ŽƵďůĞ Ă ƌĞĐŝƉĞ
•	 Dŝǆ Ă ƋƵĂƌƚ ŽĨ ƚŝŶƚĞĚ ƉĂŝŶƚ ŝŶƐƚĞĂĚ ŽĨ Ă ŐĂůůŽŶ
•	 Dŝǆ Ă ƐŵĂůů ĂŵŽƵŶƚ ŽĨ ĐŽŶĐĞŶƚƌĂƚĞĚ ĐůĞĂŶĞƌ ƚŽ ĚŽ Ă ƐŵĂůů ĐůĞĂŶ ƵƉ ũŽď

Example 1
>Ğƚ͛Ɛ ŐŽ ďĂĐŬ ƚŽ ŽƵƌ ĐŽŶĐĞŶƚƌĂƚĞĚ ŽƌĂŶŐĞ ũƵŝĐĞ ĞǆĂŵƉůĞ͘

dŚĞ ůĂďĞů ƚŽůĚ ƵƐ ǁĞ ŚĂĚ ƚŽ ŵŝǆ ϭ ĐĂŶ ŽĨ ũƵŝĐĞ ǁŝƚŚ ϯ ĐĂŶƐ ŽĨ ǁĂƚĞƌ͘

tĞ ǁƌŽƚĞ ƚŚŝƐ ĂƐ Ă ƌĂƚŝŽ ŽĨ ϭ ͗ ϯ 

tŚĂƚ ŝĨ ǁĞ ǁĞƌĞ ŵĂŬŝŶŐ ũƵŝĐĞ ĨŽƌ Ă ĨŽŽƚďĂůů ƚŽƵƌŶĂŵĞŶƚ ĂŶĚ ŶĞĞĚĞĚ ϭϬϬ ƚŝŵĞƐ ƚŚĞ ĂŵŽƵŶƚ 
ŽĨ ũƵŝĐĞ͘ tĞ ǁĂŶƚ ƚŚĞ ũƵŝĐĞ ƚŽ ƚĂƐƚĞ ƚŚĞ ƐĂŵĞ ŝŶ ƚŚĞ ďŝŐ ďĂƚĐŚ ĂƐ ŝƚ ĚŝĚ ŝŶ ƚŚĞ ƐŵĂůů ďĂƚĐŚ ƐŽ 
ƚŚĞ ƌĞůĂƚŝŽŶƐŚŝƉ ďĞƚǁĞĞŶ ƚŚĞ ũƵŝĐĞ ĂŶĚ ƚŚĞ ǁĂƚĞƌ ŵƵƐƚ ƐƚĂǇ ƚŚĞ ƐĂŵĞ͘  dŚĞ ƌĂƚŝŽ ŵƵƐƚ Ɛƚŝůů 
ďĞ ϭ ͗ ϯ͘

,Žǁ ĐĂŶ ǁĞ ƐŚŽǁ ƚŚŝƐ ƵƐŝŶŐ ŵĂƚŚ͍ 



K-14     Using Ration and Proportion Module 1   The Diabetes Essential Skills Kit

/Ĩ ǁĞ ǁĂŶƚ ƚŽ ƚĂŬĞ Ă ϭ ͗ ϯ ƌĂƚŝŽ ŽĨ :ƵŝĐĞͲƚŽͲtĂƚĞƌ ĂŶĚ ŝŶĐƌĞĂƐĞ ƚŚĞ ĂŵŽƵŶƚ ϭϬϬ ƚŝŵĞƐ ĨŽƌ Ă 
ĨŽŽƚďĂůů ƚŽƵƌŶĂŵĞŶƚ͕ ǁĞ ĐĂŶ ĚŽ ƚŚĞ ŵĂƚŚ ůŝŬĞ ƚŚŝƐ

ϭ͘ tƌŝƚĞ ŽƌŝŐŝŶĂů ƌĂƚŝŽ ŽƵƚ
One can of  juice concentrate to 3 cans of 
water
1 : 3

Ϯ͘ �ĞĐŝĚĞ ǁŚĂƚ ǇŽƵƌ ŵƵůƚŝƉůŝĐĂƚŝŽŶ 
ĨĂĐƚŽƌ ŝƐ

Need 100 times more juice—multiplication 
factor is 100

ϯ͘ DƵůƚŝƉůǇ ƚŚĞ ďŽƚŚ ƉĂƌƚƐ ŽĨ ƚŚĞ ƌĂƚŝŽ  
ďǇ ƚŚĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĨĂĐƚŽƌ 1 x 100 = 100

ϰ͘ WƵƚ ƚŚĞ ƌĂƚŝŽ ďĂĐŬ ƚŽŐĞƚŚĞƌ͘   
DĂŬĞ ƐƵƌĞ ǇŽƵ ƉƵƚ ƚŚĞ ŶƵŵďĞƌƐ  
ďĂĐŬ ŝŶ ƚŚĞ ƌŝŐŚƚ ŽƌĚĞƌ͘

3 x 100 = 300

ϱ͘ tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ We would need 100 cans of juice 
concentrate and 300 cans of water
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Example 2
tŚĂƚ ĂďŽƵƚ ƚŚĞ ďĂŬŝŶŐ ĞǆĂŵƉůĞ ĨƌŽŵ ĂĐƚŝǀŝƚǇ ϭ͘  /ƚ ƚŽŽŬ ϯ ŚŽƵƌƐ ƚŽ ďĂŬĞ ϰ ĚŽǌĞŶ ĐŽŽŬŝĞƐ͘  
tŚĂƚ ŝĨ ǁĞ ŶĞĞĚ ϰ ƚŝŵĞƐ ƚŚĂƚ ĂŵŽƵŶƚ ŽĨ ĐŽŽŬŝĞƐ͍

ϭ͘ tƌŝƚĞ ŽƌŝŐŝŶĂů ƌĂƚŝŽ ŽƵƚ 3 hours to bake 4 dozen cookies

Ϯ͘ �ĞĐŝĚĞ ǁŚĂƚ ǇŽƵƌ ŵƵůƚŝƉůŝĐĂƚŝŽŶ 
ĨĂĐƚŽƌ ŝƐ The ratio is ϯ 

ϰ
ϯ͘ DƵůƚŝƉůǇ ƚŚĞ ďŽƚŚ ƉĂƌƚƐ ŽĨ ƚŚĞ 

ƌĂƚŝŽ  
ďǇ ƚŚĞ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĨĂĐƚŽƌ

 ϯ ǆ ϰ
ϰ ǆ ϰ с ϭϮ

ϭϲ

ϰ͘ WƵƚ ƚŚĞ ƌĂƚŝŽ ďĂĐŬ ƚŽŐĞƚŚĞƌ͘   
DĂŬĞ ƐƵƌĞ ǇŽƵ ƉƵƚ ƚŚĞ ŶƵŵďĞƌƐ  
ďĂĐŬ ŝŶ ƚŚĞ ƌŝŐŚƚ ŽƌĚĞƌ͘

The ratio is ϭϮ
ϭϲ

ϱ͘ tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ It will take 12 hours to bake 16 dozen 
cookies

dŚĞ ŶƵŵďĞƌƐ ĂƌĞ ĚŝĨĨĞƌĞŶƚ ďƵƚ ƚŚĞ ƌĞůĂƚŝŽŶƐŚŝƉ ďĞƚǁĞĞŶ ƚŚĞ ƚŝŵĞ ŝƚ ƚĂŬĞƐ ƚŽ ďĂŬĞ ƚŚĞ 
ĐŽŽŬŝĞƐ ĂŶĚ ƚŚĞ ŶƵŵďĞƌ ŽĨ ĐŽŽŬŝĞƐ ƐƚĂǇƐ ƚŚĞ ƐĂŵĞ͘  dŚĞ ƌĂƚŝŽ ŝƐ ĞƋƵŝǀĂůĞŶƚ Žƌ ĞƋƵĂů͘
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Example 3
/ ƚĂŬĞ ϯ ĐĂůĐŝƵŵ ƉŝůůƐ ĂŶĚ ϭ ŵƵůƚŝͲǀŝƚĂŵŝŶ ĞǀĞƌǇ ĚĂǇ͘  / Ăŵ ŐŽŝŶŐ ŽŶ ŚŽůŝĚĂǇ ĨŽƌ Ϯϭ ĚĂǇƐ͘  
tŚĂƚ͛Ɛ ƚŚĞ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽ ŽĨ ƉŝůůƐ / ŶĞĞĚ ƚŽ ƚĂŬĞ ǁŝƚŚ ŵĞ͍

tĞ͛ůů ĚŽ ƚŚĞ ŵĂƚŚ ĂƐ Ă ƌĂƚŝŽ ǁŝƚŚ Ă ĐŽůŽŶ ĂŶĚ ǁƌŝƚƚĞŶ ĂƐ Ă ĨƌĂĐƚŝŽŶ

3 calcium and 1 multi-vitamin

Ratio is 3: 1

Multiplication factor is 21

3 x 21 = 63

1 x 21 = 21

New ratio is 63 : 21

3 calcium and 1 multi-vitamin

Ratio is ϯ 
ϭ

Multiplication factor is 21

 ϯ ǆ Ϯϭ
ϭ ǆ Ϯϭ с ϲϯ

Ϯϭ

New ratio is ϲϯ 
Ϯϭ
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Activity 2 – Skill Builder
Change these ratios to an equivalent ratio using the multiplication factor that is given. 
Ratio					     Multiplication Factor

1.	 2/7				    7
2.	 13 : 29			   2	
3.	 4/11				   6
4.	 18/5				   3
5.	 6 : 13			   9
6.	 1 : 23			   8
7.	 7/30				   5
8.	 10 : 1			   4
9.	 7 : 2				    12
10.	 11 : 3			   9

11.	 �Sarah Is going on vacation for 9 days.  Every day she takes cholesterol and blood 
pressure pills in a ratio of 1 : 2.  What is the ratio of pills she needs for her entire 
vacation? 

12.	 �Mark uses 5 ml of cleaner for every 2 toilets.  What is the ratio if he cleans 10 
toilets?

Activity 2 – Task
What is the ratio of men to women in your classroom?  What would the weekly ratio be if 
the same students came to class for 7 days? Show your work
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Reducing Ratios to Lowest Terms
/ƚ ŝƐ ĐŽŵŵŽŶ ƉƌĂĐƚŝĐĞ ƚŽ ǁƌŝƚĞ ƌĂƚŝŽƐ ŝŶ ůŽǁĞƐƚ ƚĞƌŵƐ Žƌ ƐŝŵƉůĞƐƚ ĨŽƌŵ͘ dŚŝƐ ŵĞĂŶƐ ǁƌŝƚŝŶŐ 
ƚŚĞ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽ ǁŝƚŚ ƚŚĞ ƐŵĂůůĞƐƚ ƉŽƐƐŝďůĞ ŶƵŵďĞƌƐ ǁŝƚŚŽƵƚ ƵƐŝŶŐ ĚĞĐŝŵĂůƐ͘  /ƚ ŵĂŬĞƐ 
ƚŚĞ ƌĂƚŝŽ ĞĂƐŝĞƌ ƚŽ ƌĞĂĚ ĂŶĚ ŝƚ ŝƐ ŵƵĐŚ ĞĂƐŝĞƌ ƚŽ ĚŽ ĐĂůĐƵůĂƚŝŽŶƐ ǁŝƚŚ ƐŵĂůů ŶƵŵďĞƌƐ͘

,Žǁ ĚŽ ǁĞ ĐŚĂŶŐĞ ƌĂƚŝŽƐ ƚŽ ƚŚĞŝƌ ƐŝŵƉůĞƐƚ ĨŽƌŵ͍

>Ğƚ͛Ɛ ƵƐĞ ƐŽŵĞ ĞǆĂŵƉůĞƐ ƚŽ ĞǆƉůĂŝŶ͘

Example 1
zŽƵ ŚĂǀĞ ďĞĞŶ ĂƐŬĞĚ ƚŽ ƐĞƚ ƵƉ Ă ďĂŶƋƵĞƚ ŚĂůů ǁŝƚŚ ƚĂďůĞƐ ĂŶĚ ĐŚĂŝƌƐ͘ dŚĞƌĞ ĂƌĞ ϭϬ ƚĂďůĞƐ 
ĂŶĚ ϲϬ ĐŚĂŝƌƐ͘

dŚĞ ƌĂƚŝŽ ŽĨ ƚĂďůĞƐ ƚŽ ĐŚĂŝƌƐ ŝƐ ϭϬ ͗ ϲϬ͘

tĞ ŶĞĞĚ ƚŽ ŬŶŽǁ ƚŚĞ ƐŝŵƉůĞƐƚ ĨŽƌŵ ŽĨ ƚŚŝƐ ƌĂƚŝŽ ƚŽ ĨŝŶĚ ŽƵƚ ŚŽǁ ŵĂŶǇ ĐŚĂŝƌƐ ŐŽ ĂƌŽƵŶĚ 
ĞĂĐŚ ƚĂďůĞ͘

,Žǁ ĚŽ ǁĞ ĚŽ ƚŚĞ ŵĂƚŚ ƚŽ ĐŚĂŶŐĞ ƚŚĞ ƌĂƚŝŽ ŝŶƚŽ ŝƚƐ ƐŝŵƉůĞƐƚ ĨŽƌŵ͍

&ŽůůŽǁ ƚŚĞƐĞ ƐƚĞƉƐ͘

ϭ͘ tƌŝƚĞ ŽƌŝŐŝŶĂů ƌĂƚŝŽ ŽƵƚ 10 tables to 60 chairs or   10 : 60 

Ϯ͘ &ŝŐƵƌĞ ŽƵƚ ƚŚĞ ůĂƌŐĞƐƚ ŶƵŵďĞƌ 
ƚŚĂƚ ĚŝǀŝĚĞƐ ŝŶƚŽ ďŽƚŚ ƉĂƌƚƐ ŽĨ 
ƚŚĞ ƌĂƚŝŽ

Both numbers can be divided by 10

ϯ͘ �Ž ƚŚĞ ĚŝǀŝƐŝŽŶ 10 ÷10 = 1

ϰ͘ WƵƚ ƚŚĞ ƌĂƚŝŽ ďĂĐŬ ƚŽŐĞƚŚĞƌ͘   
DĂŬĞ ƐƵƌĞ ǇŽƵ ƉƵƚ ƚŚĞ ŶƵŵďĞƌƐ  
ďĂĐŬ ŝŶ ƚŚĞ ƌŝŐŚƚ ŽƌĚĞƌ͘

60 ÷ 10 = 6

ϱ͘ tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ The ratio in its simplest form is 1 : 6
For every 1 table there are 6 chairs
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Example 2
>Ğƚ͛Ɛ ƚƌǇ ŝƚ ĂŐĂŝŶ ƵƐŝŶŐ ƚŚĞ ƌĂƚŝŽ ŝŶ ĨƌĂĐƚŝŽŶ ĨŽƌŵ ƵƐŝŶŐ ϭϬϬ ĐŚĂŝƌƐ ĂŶĚ ϮϬ ƚĂďůĞƐ.

ϭ͘ tƌŝƚĞ ƚŚĞ ƌĂƚŝŽ ŽƵƚ 100 chairs and 20 tables =  ϭϬϬ 
ϮϬ

Ϯ͘ &ŝŐƵƌĞ ŽƵƚ ƚŚĞ ůĂƌŐĞƐƚ ŶƵŵďĞƌ ƚŚĂƚ 
ĚŝǀŝĚĞƐ ŝŶƚŽ ďŽƚŚ ƉĂƌƚƐ ŽĨ ƚŚĞ ƌĂƚŝŽ 20 goes into both numbers

ϯ͘ �Ž ƚŚĞ ĚŝǀŝƐŝŽŶ  ϭϬϬ
 ϮϬ р  ϮϬ

 ϮϬ с ϱ
ϭ

ϰ͘ WƵƚ ƚŚĞ ƌĂƚŝŽ ďĂĐŬ ƚŽŐĞƚŚĞƌ͘  DĂŬĞ 
ƐƵƌĞ ǇŽƵ ƉƵƚ ƚŚĞ ŶƵŵďĞƌƐ ďĂĐŬ ŝŶ ƚŚĞ 
ƌŝŐŚƚ ŽƌĚĞƌ͘  dŚŝƐ ŝƐ ƚŚĞ ƐŝŵƉůĞƐƚ ĨŽƌŵ

The ratio in simplest form is ϱ 
ϭ

ϱ͘ tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ For every 5 chairs there is one table
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Example 3
tŚĂƚ ĂďŽƵƚ ŝĨ ƚŚĞƌĞ ĂƌĞ Ϯϱ ƚĂďůĞƐ ĂŶĚ ϮϬϬ ĐŚĂŝƌƐ͍  tŚĂƚ͛Ɛ ƚŚĞ ƌĂƚŝŽ ŽĨ ƚĂďůĞƐ ƚŽ ĐŚĂŝƌƐ ŝŶ 
ƐŝŵƉůĞƐƚ ĨŽƌŵ͍

>Ğƚ͛Ɛ ĚŽ ďŽƚŚ ĨŽƌŵƐ ŽĨ ƚŚĞ ĐĂůĐƵůĂƚŝŽŶ ĨŽƌ ƚŚŝƐ ŽŶĞ

       &ƌĂĐƚŝŽŶ sĞƌƐŝŽŶ      ZĂƚŝŽ ǁŝƚŚ Ă ĐŽůŽŶ

     

25 tables and 200 chairs =   Ϯϱ  
ϮϬϬ 25 tables and 200 chairs =  

25 goes into both numbers 25 : 200

  Ϯϱ 
 ϮϬϬ р  Ϯϱ

 Ϯϱ с ϭ
ϴ Both numbers can be divided by 25

Or  Ϯϱ  р  Ϯϱ
ϮϬϬ р  Ϯϱ с  ϭ

 ϴ
25 ÷ 25 = 1
200 ÷ 25 = 8

The ratio in the simplest form is  ϭ
ϴ The ratio in simplest form is 1: 8

For every table there are 8 chairs For every table there are 8 chairs
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Activity 3 – Skill Builder
Change the ratios to lowest terms or simplest form.  
1.  10:100 6.  12/18
2.  4/20 7.  99/27
3.  11:55 8.  84:24
4.  33/55 9.  140 : 77
5.  21 : 7 10.  81 : 18

Show the ratio and reduce to simplest form.
11.	  2 in 500 people are left handed
12.	  Canada won 18 medals at the 2012 Olympics.  12 of them were bronze
13.	  The chance of having a bad reaction to medication is 3 in 300.
14.	  Mix 40 kilos of plaster with 2 litres of water to make plaster of Paris
15.	  Selina has to take 3 units of insulin for every 60 grams of carbohydrates 
16.	  My potato salad uses 6 eggs and 8 potatoes
17.	  100 litres of water drains out of a tub in 10 minutes
18.	  2 gallons of paint covers 700 square feet of wall surface
19.  82 out of 100 students got hired after their co-op placement
20.	  5 boxes of tiles covers 550 square metres of floor space

Activity 3 – Task
What is the height to width ratio of your classroom door in its simplest form?
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Answers

Activity 1 – Skill Builder
1.	  2 : 3	 2/3	 two to three
2.	  1 : 2	 1/2	 one to two
3.	  17 : 9	 17/9	 seventeen to nine
4.	  3 : 1	 3/1	 three to one
5.	  1 : 500	 1/500	 one to five hundred
6.	  1 : 17	 1/17	 one to seventeen
7.	  34 : 1	 34/1	 thirty-four to one
8.	  3 : 4	 3/4	 three to four
9.	  1 : 15	 1/15	 one to fifteen
10.	 70 : 31	 70/31	 seventeen to thirty-one

Activity 1 Task - Answers will vary

Activity 2 Skill Builder
1.  14/49 7.  35/150
2.  26 : 58 8.  99/27
3.  24/66 9.  84 : 24
4.  54/15 10.  99 : 27
5.  54 : 117 11.  9 : 18
6.  8 : 184	 12.  50 : 20

Activity 2 Task—Answers will vary	 	
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Activity 3
1. 1 : 10 6. 2/3
2. 1/5 7. 11/3
3. 1/5 8. 7 : 2
4. 3/5 9. 20/11
5. 3 : 1 10. 9 : 2

11.		 2 : 500 = 1 : 250
12.		 18/12 = 3/2
13.		 3/300 = 1/100
14.		 42 : 2 = 21 : 1
15.		 3 : 60 = 1 : 20
16.		 6 : 8 =  3/4
17.		 100/10 = 10/1
18.		 2 : 700 = 1:350
19.		 82 : 100 = 41 : 50
20.		 5/550 = 1/110

Activity 3 – Task – Answers will vary
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Supports the following type of tasks
•	 ^ĂŵƉůĞ �ŝĂďĞƚĞƐ ƚĂƐŬͶĨŝŐƵƌŝŶŐ ŽƵƚ ŚŽǁ ŵƵĐŚ ƌĂƚŝŽ ŝŶƐƵůŝŶ ƚŽ ƚĂŬĞ Ăƚ ŵĞĂů ƚŝŵĞƐ 
•	 ^ĂŵƉůĞ �ŵƉůŽǇŵĞŶƚ ƚĂƐŬͶĨŝŐƵƌŝŶŐ ŽƵƚ ŚŽǁ ŵƵĐŚ ǁĂƚĞƌ ƚŽ ŵŝǆ ǁŝƚŚ ĨůŽŽƌ ĐůĞĂŶĞƌ 

ĐŽŶĐĞŶƚƌĂƚĞ
•	 ^ĂŵƉůĞ �ĚƵĐĂƚŝŽŶ ƚĂƐŬͶƵƐŝŶŐ ďĂƐŝĐ ƌĂƚŝŽ ƚŽ ƉƌĞƉĂƌĞ ĨŽƌ ^ĞĐŽŶĚĂƌǇ �ƌĞĚŝƚ ŵĂƚŚ ĐůĂƐƐ
•	 ^ĂŵƉůĞ /ŶĚĞƉĞŶĚĞŶĐĞ ƚĂƐŬͶĨŝŐƵƌŝŶŐ ŽƵƚ ŚŽǁ ƚŽ ŝŶĐƌĞĂƐĞ ƌĞĐŝƉĞƐ ĨŽƌ ŵŽƌĞ ƉĞŽƉůĞ

Pre-requisites – hƐŝŶŐ ZĂƚŝŽ ĂŶĚ WƌŽƉŽƌƚŝŽŶ DŽĚƵůĞ ϭ 	 Time – sĂƌŝĂďůĞ

Materials required
•	 WĞŶƐ͕  ƉĞŶĐŝůƐ ĂŶĚ ĐŽůŽƵƌĞĚ ƉĞŶƐ
•	 WĂƉĞƌ
•	 KƉƚŝŽŶĂů >�� ƉƌŽũĞĐƚŽƌ Žƌ ^ŵĂƌƚ ďŽĂƌĚ
•	 tŚŝƚĞ ďŽĂƌĚ͕ Žƌ  ĨůŝƉ ĐŚĂƌƚ ƉĂƉĞƌ͕ ĐĂůĐƵůĂƚŽƌ

Objectives
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĨŽĐƵƐ ŽŶ ĚĞǀĞůŽƉŝŶŐ ƚŚĞ ƐŬŝůůƐ ŶĞĞĚĞĚ ƚŽ ƵƐĞ ďĂƐŝĐ ƌĂƚŝŽ ĂŶĚ 
ƉƌŽƉŽƌƚŝŽŶ ŝŶ Ă ǀĂƌŝĞƚǇ ŽĨ ƐĞƚƚŝŶŐƐ͘  dŚĞ ůĞĂƌŶĞƌ ǁŝůů ƵŶĚĞƌƐƚĂŶĚ ĂŶĚ ďĞ ĂďůĞ ƚŽ

•	 ^ŚŽǁ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽƐ ĂŶĚ ĚŝƌĞĐƚ ƉƌŽƉŽƌƚŝŽŶƐ ĨŽƌ ϯ ƉĂƌƚ ƌĂƚŝŽƐ
•	 ^ŽůǀĞ ĨŽƌ ƚŚĞ ƵŶŬŶŽǁŶ ŝŶ Ă ƉƌŽƉŽƌƚŝŽŶ

Format
dŚĞ ĂĐƚŝǀŝƚŝĞƐ ŝŶ ƚŚŝƐ ŵŽĚƵůĞ ĐĂŶ ďĞ ĚĞůŝǀĞƌĞĚ ĂƐ ĂŶ ƉƌĂĐƚŝƚŝŽŶĞƌ ĨĂĐŝůŝƚĂƚĞĚ ůĞƐƐŽŶ Žƌ ĂƐ Ă 
ƐĞůĨͲĚŝƌĞĐƚĞĚ ůĞƐƐŽŶ ĚĞƉĞŶĚŝŶŐ ŽŶ ƚŚĞ ƐŬŝůůƐ ŽĨ ƚŚĞ ůĞĂƌŶĞƌ͘  dŚĞ ĂĐƚŝǀŝƚŝĞƐ ĐĂŶ ďĞ ǁŽƌŬĞĚ ŽŶ 
ďǇ ŝŶĚŝǀŝĚƵĂů ůĞĂƌŶĞƌƐ͕ ŝŶ ƉĂŝƌƐ Žƌ ĂƐ Ă ƐŵĂůů ŐƌŽƵƉ͘

UsingUsing

Ration and Proportion 
Module 2   
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OALCF Levels used in Ratio and Proportion Module 2

Primary OALCF 
Competencies

Performance Descriptors

C1.1 •	 adds, subtracts, multiplies and divides whole numbers and 
decimals

•	 recognizes values in number and word format
•	 understands numerical order
•	 identifies and performs required operation
•	 follows apparent steps to reach solutions
•	 interprets and represents costs using monetary symbols and 

decimals
C1.2 •	 chooses and performs required operation(s); may make inferences 

to identify required operation(s)
•	 selects appropriate steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
•	 interprets and applies rates (e.g. $/kg, $/1)

C1.3 •	 calculates using numbers expressed as whole numbers, fractions
•	 manages unfamiliar elements (e.g. context, content) to complete 

the task
•	 chooses and performs required operations; makes inferences to 

identify operations
•	 selects appropriate steps to reach solutions from among options
•	 identifies a variety of ways to complete the task
•	 makes estimates
•	 uses strategies to check accuracy
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Primary OALCF 
Competencies

Performance Descriptors

C3.1 •	 adds and subtracts whole number measurements
•	 recognizes values in number and word format
•	 measures distance, length, width, height
•	 uses common measuring tools, such as rulers, scales and 

thermometers
•	 understands numerical order
•	 makes simple estimates
•	 begins to interpret integers (e.g. temperature, elevation)
•	 chooses appropriate units (e.g. metres, inches) and non-standard 

units (e.g. paces, cupfuls, scoops)
•	 identifies and performs required operation
•	 interprets and represents measures using whole numbers, 

decimals and simple, common fractions (e.g. ½, ¼)
•	 interprets and represents measures using symbols and 

abbreviations (e.g. inches as “, centimeters as cm, pounds as lbs, 
kilograms as kilos or kg)

•	 follows apparent steps to reach solutions
•	 rounds to the nearest whole unit (e.g. kilos)
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C3.2 •	 calculates using numbers expressed as whole numbers, fractions

•	 makes estimates
•	 understands and uses ratio and proportion
•	 interprets and represents area using symbols and abbreviations 

(e.g. m2)
•	 interprets and applies rates (e.g. km/hr) and ratios (e.g. map 

scales)
•	 chooses and performs required operation(s); may make inferences 

to identify required operation(s)
•	 selects appropriate steps to solutions
•	 interprets, represents and converts measures using whole 

numbers, ratios and simple, common fractions (e.g. ½, ¼)
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
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Learning Modules

Primary OALCF 
Competencies

Performance Descriptors

C4.1 •	 adds, subtracts, multiplies and divides whole numbers 
•	 recognizes values in number and word format
•	 identifies and compares quantities of items
•	 understands numerical order
•	 identifies and performs required operation
•	 makes simple estimates
•	 interprets and represents values using whole numbers, and simple, 

common fractions (e.g. ½, ¼)
•	 follows apparent steps to reach solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
C4.2 •	 calculates using numbers expressed as whole numbers and 

fractions
•	 understands and uses ratio and proportion
•	 makes estimates
•	 interprets rates (e.g. crime rates) and ratios (e.g. shots-on-net to 

goals)
•	 chooses and performs required operation(s); may make inferences 

to identify required operation(s)
•	 selects appropriate steps to solutions
•	 uses strategies to check accuracy (e.g. estimating, using a 

calculator, repeating a calculation, using the reverse operation)
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Secondary OALCF 
Competencies

Performance Descriptors

A1.1 •	 reads short texts to locate a single piece of information
•	 decodes words and makes meaning of sentences in a single text
•	 follows the sequence of events in straightforward chronological 

texts
•	 follows simple, straightforward instructional texts
•	 requires support to identify sources and to evaluate and integrate 

information
A1.2 •	 scans text to locate information

•	 locates multiple pieces of information in simple texts
•	 makes low-level inferences

E.1 •	 begins to use a limited number of learning strategies (e.g. follows 
instructions, takes literal notes, highlights or underlines key 
information, uses a calendar or agenda)

•	 begins to identify ways to remember information and reinforce 
learning (e.g. reviewing notes)

•	 begins to monitor own learning
•	 uses feedback to improve performance

E.2 •	 uses a limited number of learning strategies (e.g. takes notes, 
organizes learning materials)

•	 sequences activities in multi-step tasks
•	 monitors own learning
•	 begins to identify how skills and strategies can transfer to different 

contexts
F If learner completes module as part of a group
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Learning Modules

Essential Skills used in Ratio and Proportion Module 2

Essential Skills  Level Essential Skills  Level
Reading Text 1-2 Numeracy  

r Money math

r Scheduling and budgeting

r Measurement and  calculation

r Data Analysis

r Numerical estimation

1-3

Document Use
 

1-2

Writing

Oral 
Communication

r  Thinking Skills
r Problem solving

r Decision making

r Critical thinking

r Job task planning and organization

r Significant use of memory

r 

Working With 
others

r

Computer Use r 

Continuous 
Learning

r 

X

X

X

X

X

X

X

X

X
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Practitioner Instructions

tŚĞŶ ƉƌĞƐĞŶƚŝŶŐ ƚŽ Ă ŐƌŽƵƉ ŽĨ ůĞĂƌŶĞƌƐ͕ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĐĂŶ ďĞ ĐŽŶǀĞƌƚĞĚ ĨŽƌ ƵƐĞ  
ǁŝƚŚ WŽǁĞƌWŽŝŶƚ Žƌ ƐŵĂƌƚ ďŽĂƌĚƐ Žƌ ƚŚĞǇ ĐĂŶ ďĞ ƵƐĞĚ ĂƐ ƉƌŽŵƉƚƐ ĨŽƌ ƉƌĂĐƚŝƚŝŽŶĞƌ ŶŽƚĞƐ ŽŶ 
ĨůŝƉͲĐŚĂƌƚ Žƌ ǁŚŝƚĞ ďŽĂƌĚ͘ 

tŚĞŶ ĚĞůŝǀĞƌŝŶŐ ƚŚĞ ŵŽĚƵůĞ͕ ƉƌĂĐƚŝƚŝŽŶĞƌƐ ƐŚŽƵůĚ ĞŶĐŽƵƌĂŐĞ ĚŝƐĐƵƐƐŝŽŶ ƚŽ ŚĞůƉ ĞŶŚĂŶĐĞ 
ƐƉĞĂŬŝŶŐ ĂŶĚ ůŝƐƚĞŶŝŶŐ ƐŬŝůůƐ ĂƐ ǁĞůů ĂƐ ŶƵŵĞƌĂĐǇ ƐŬŝůůƐ͘  

�ĂĐŚ ůĞĂƌŶĞƌ ǁŝůů ƌĞĐĞŝǀĞ ŝŶĨŽƌŵĂƚŝŽŶ ƐŚĞĞƚƐ ĂŶĚ ĂĐƚŝǀŝƚǇ ƐŚĞĞƚƐ ĂŶĚ ĂƌĞ ĞŶĐŽƵƌĂŐĞĚ ƚŽ 
ƵŶĚĞƌůŝŶĞ͕ Žƌ ŚŝŐŚůŝŐŚƚ ŝŵƉŽƌƚĂŶƚ ŝŶĨŽƌŵĂƚŝŽŶ ĂƐ ƚŚĞ ƉƌĂĐƚŝƚŝŽŶĞƌ ŐŽĞƐ ƚŚƌŽƵŐŚ ƚŚĞ ŵĂƚĞƌŝĂů͘  
�ĚĚŝƚŝŽŶĂů ƉĂƉĞƌ ƐŚŽƵůĚ ďĞ ƉƌŽǀŝĚĞĚ ĨŽƌ ůŽŶŐĞƌ ŶŽƚĞƐ͘

ZĞĂĚ ĞĂĐŚ ƉĂŐĞ ĂůŽƵĚ ǁŝƚŚ ƚŚĞ ůĞĂƌŶĞƌ͘  �ŶĐŽƵƌĂŐĞ ƚŚĞ ůĞĂƌŶĞƌ ƚŽ ƵƐĞ ĐŽůŽƵƌĞĚ ƉĞŶƐ ƚŽ 
ŝĚĞŶƚŝĨǇ ǁŚŝĐŚ ŶƵŵďĞƌ ŽĨ ƚŚĞ ƌĂƚŝŽ ƌĞĨĞƌƐ ƚŽ ǁŚŝĐŚ ƚŚŝŶŐ ŝƚ ƌĞƉƌĞƐĞŶƚƐ͘  �ŶĐŽƵƌĂŐĞ ƚŚĞ 
ůĞĂŶĞƌ ƚŽ ƐŚŽǁ Ăůů ƚŚĞŝƌ ǁŽƌŬ ĂŶĚ ǁƌŝƚĞ ŝŶ ǁŽƌĚƐ ǁŚĂƚ ƚŚĞǇ ĂƌĞ ƚŚŝŶŬŝŶŐ ĂŶĚ ĚŽŝŶŐ ǁŚŝůĞ 
ƚŚĞǇ ĐŽŵƉůĞƚĞ ƚŚĞ ŵĂƚŚ ĐŽŵƉƵƚĂƚŝŽŶƐ͘  �ĂĐŚ ƐĞĐƚŝŽŶ ŽĨ ƚŚŝƐ ŵŽĚƵůĞ ŐŝǀĞƐ ĂŶ ĞǆĂŵƉůĞ ŽĨ 
ŚŽǁ ƚŽ ĐŽŵďŝŶĞ ŵĂƚŚ ĂŶĚ ǁƌŝƚŝŶŐ ƚŽ ŵĂŬĞ ƚŚĞ ĐŽŶĐĞƉƚƐ ŵŽƌĞ ĐůĞĂƌ͘ 

tŚĞŶ ƵƐŝŶŐ Ă ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĨĂĐƚŽƌ Žƌ ǁŚĞŶ ƌĞĚƵĐŝŶŐ ƌĂƚŝŽƐ ƚŽ ůŽǁĞƐƚ ƚĞƌŵƐ͕ ƐŽŵĞ ůĞĂƌŶĞƌƐ͛ 
ŵĞŶƚĂů ŵĂƚŚ ƐŬŝůůƐ ŵĂǇ ďĞ Ă ďĂƌƌŝĞƌ͘  �ŶĐŽƵƌĂŐĞ ůĞĂƌŶĞƌƐ ƚŽ ƵƐĞ Ă ŵƵůƚŝƉůŝĐĂƚŝŽŶ ŐƌŝĚ Žƌ 
ĐĂůĐƵůĂƚŽƌ ƚŽ ĚŽ ƚŚĞ ŵĞŶƚĂů ŵĂƚŚ ƉĂƌƚ͘  dŚĞ ůĞĂƌŶĞƌƐ͛ ƵŶĚĞƌƐƚĂŶĚŝŶŐ ŽĨ ƌĂƚŝŽ ĐĂŶ ŝŵƉƌŽǀĞ 
ĞǀĞŶ ŝĨ ƚŚĞŝƌ ŵĞŵŽƌǇ ĨŽƌ ŵƵůƚŝƉůŝĐĂƚŝŽŶ ĂŶĚ ĚŝǀŝƐŝŽŶ ĨĂĐƚƐ ŝƐ ǁĞĂŬ͘

Additional web lectures and PowerPoint presentations on proportion and ratio can be 
found at 
ͻ  ǁǁǁ͘ŬŚĂŶĂĐĂĚĞŵǇ͘ŽƌŐ  
ͻ  ǁǁǁ͘ƐŬŝůůƐǁŽƌŬƐŚŽƉ͘ŽƌŐ
ͻ  ǁǁǁ͘ďďĐ͘ĐŽ͘ƵŬͬƐŬŝůůƐǁŝƐĞ
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Ratio and Proportion Review
tĞ ŚĂǀĞ ůĞĂƌŶĞĚ ƚŚĂƚ ƌĂƚŝŽ

•	 ŝƐ ƚŚĞ ƌĞůĂƚŝŽŶƐŚŝƉ ďĞƚǁĞĞŶ ƚǁŽ ƚŚŝŶŐƐ ;ĂƉƉůĞƐ ƚŽ ŽƌĂŶŐĞƐͿ
•	 ĐĂŶ ďĞ ǁƌŝƚƚĞŶ ŝŶ ĚŝĨĨĞƌĞŶƚ ǁĂǇƐ  ;ϯ͗Ϯ Žƌ ϯͬϮ Žƌ ƚŚƌĞĞ ƚŽ ƚǁŽͿ
•	 ĐĂŶ ďĞ ǁƌŝƚƚĞŶ ĂƐ ĂŶ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽ ;ϯ ͗ Ϯ ŝƐ ƚŚĞ ƐĂŵĞ ĂƐ ϲ ͗ ϰͿ
•	 ŝƐ ƵƐƵĂůůǇ ǁƌŝƚƚĞŶ ŝŶ ŝƚƐ ƐŝŵƉůĞƐƚ ĨŽƌŵ ;ϭϬϬ ͗ ϭϬ ƐŚŽƵůĚ ďĞ ƌĞĚƵĐĞĚ ƚŽ ϭϬ ͗ ϭͿ

ZĂƚŝŽ ĐĂŶ ĂůƐŽ ƐŚŽǁ ƚŚĞ ƌĞůĂƚŝŽŶƐŚŝƉ ďĞƚǁĞĞŶ ŵŽƌĞ ƚŚĂŶ ƚǁŽ ƚŚŝŶŐƐ͘ 

Example 1
� ƉĂŝŶƚ ƐƚŽƌĞ ŵŝǆĞƐ ƉĂŝŶƚ ĨƌŽŵ Ă ƌĞĐŝƉĞ Žƌ ĨŽƌŵƵůĂ ƐŽ ǇŽƵ ŐĞƚ ƚŚĞ ƉĞƌĨĞĐƚ ĐŽůŽƵƌ͘
/ŶƚŽ ƚŚĞ ŐĂůůŽŶ ŽĨ ƉĂŝŶƚ ďĂƐĞ͕ ƚŚĞ ƐĂůĞƐ ƉĞƌƐŽŶ ŵŝǆĞƐ ϮϬ ŵů ŽĨ zĞůůŽǁ KǆŝĚĞ ƚŝŶƚ͕ ϯϬ ŵů �ůĂĐŬ 
ƚŝŶƚ ĂŶĚ ϭϱ ŵů ŽĨ �ƵƌŶƚ hŵďĞƌ ƚŝŶƚ͘ tŚĂƚ ŝƐ ƚŚĞ ƌĂƚŝŽ ŽĨ ǇĞůůŽǁ ƚŽ ďůĂĐŬ ƚŽ ďƵƌŶƚ ƵŵďĞƌ ƚŝŶƚƐ 
ŝŶ ŝƚƐ ƐŝŵƉůĞƐƚ ĨŽƌŵ͍ 

zŽƵ ĐĂŶ ƵƐĞ ĞǆĂĐƚůǇ ƚŚĞ ƐĂŵĞ ƉƌŽĐĞƐƐ ƚŚĂƚ ǁĞ ƵƐĞĚ ĨŽƌ ƚǁŽ ƉĂƌƚ ƌĂƚŝŽƐ͘

ϭ͘ tƌŝƚĞ ƚŚĞ ƌĂƚŝŽ ŽƵƚ 20 : 30 : 15

Ϯ͘ &ŝŐƵƌĞ ŽƵƚ ƚŚĞ ůĂƌŐĞƐƚ ŶƵŵďĞƌ 
ƚŚĂƚ ĚŝǀŝĚĞƐ ŝŶƚŽ Ăůů ƚŚƌĞĞ ƉĂƌƚƐ ŽĨ 
ƚŚĞ ƌĂƚŝŽ

What is the largest number that divides 
into all three parts of the ratio?   5
20  р  ϱ Ͳ ϰ
30  р  ϱ Ͳ ϲ

ϯ͘ �Ž ƚŚĞ ĚŝǀŝƐŝŽŶ 15  р  ϱ Ͳ ϯ
ϰ͘ WƵƚ ƚŚĞ ƌĂƚŝŽ ďĂĐŬ ƚŽŐĞƚŚĞƌ͘ 

DĂŬĞ ƐƵƌĞ ǇŽƵ ƉƵƚ ƚŚĞ ŶƵŵďĞƌƐ 
ďĂĐŬ ŝŶ ƚŚĞ ƌŝŐŚƚ ŽƌĚĞƌ͘

4 : 6 : 3

ϱ͘ tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ The ratio of yellow to black to burnt 
umber in its simplest form is 4 : 6 : 3
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Learning Modules

Activity 1 – Skill Builder
Write the 3 part ratio for each question and reduce to simplest form.

1.	 Canada won 20 medals at the 2012 Olympics.  12 of them were bronze, 8 were gold
2.	 A balanced meal for a family of 4 includes 4 servings of protein, 4 servings of 

carbohydrates and 8 servings of vegetables
3.	 Mix 40 kilos of plaster with 2 litres of water and 1 kilo of coloured sand to make 

stucco paste
4.	 Marcus has to take 2 pills and 2 units of insulin for every 60 grams of carbohydrates 
5.	 My potato salad uses 5 eggs and 10 potatoes and 15 small pickles
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Finding the Unknown Proportion
/Ĩ ǇŽƵ ŬŶŽǁ Ă ƌĂƚŝŽ ĂŶĚ ǇŽƵ ĐĂŶ ĨŝŶĚ ĂŶ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽ Žƌ ƉƌŽƉŽƌƚŝŽŶ͕ ǇŽƵ ĐĂŶ ƐŽůǀĞ Ăůů 
ƐŽƌƚƐ ŽĨ ƉƌĂĐƚŝĐĂů ƉƌŽďůĞŵƐ͘

Example 2
dŚĞ ůĂďĞů ŽŶ Ă ƉŽŽů ĐůĞĂŶŝŶŐ ĐŽŶĐĞŶƚƌĂƚĞƐ ƐĂǇƐ ƚŚĂƚ ǇŽƵ ŚĂǀĞ ƚŽ ŵŝǆ ƚŚĞ ĐŽŶĐĞŶƚƌĂƚĞ ǁŝƚŚ 
ǁĂƚĞƌ ŝŶ Ă ϭ ͗ ϭϬϬϬ ƌĂƚŝŽ͘

dŚĞ ŽǁŶĞƌ͛Ɛ ƉŽŽů ŚŽůĚƐ ϰϬϬϬ ůŝƚƌĞƐ͘  tŚĂƚ ĂŵŽƵŶƚ ŽĨ ƉŽŽů ĐůĞĂŶŝŶŐ ĐŽŶĐĞŶƚƌĂƚĞ ŚĂƐ ƚŽ ďĞ 
ĂĚĚĞĚ ƚŽ ƚŚĞ ǁĂƚĞƌ͍

&ŽůůŽǁ ƚŚĞƐĞ ƐƚĞƉƐ ƚŽ ĨŝŶĚ ƚŚĞ ĂŶƐǁĞƌ͘
ϭ͘ >ĂďĞů ƚŚĞ ƉĂƌƚƐ ŽĨ ƚŚĞ ƌĂƚŝŽ Cleaner  to  water

Ϯ͘ tƌŝƚĞ ĞĂĐŚ ƌĂƚŝŽ ƉĂƌƚ ŝŶƚŽ ƚŚĞ ĐŽƌƌĞĐƚ 
ĐŽůƵŵŶ 1  :  1000 

ϯ͘ WƵƚ ƚŚĞ ƚŚŝƌĚ ŶƵŵďĞƌ ŝŶ ƚŚĞ ĐŽƌƌĞĐƚ 
ĐŽůƵŵŶ  ?  :  4000

ϰ͘ �ŝǀŝĚĞ ƚŚĞ ƚǁŽ ŶƵŵďĞƌƐ ƚŚĂƚ ĂƌĞ ŝŶ 
ƚŚĞ ƐĂŵĞ ĐŽůƵŵŶ 4000 р 1000 = 4

ϱ͘ DƵůƚŝƉůǇ ƚŚĞ ĂŶƐǁĞƌ ďǇ ƚŚĞ ŶƵŵďĞƌ 
ƚŚĂƚ ŝƐ ŝŶ ƚŚĞ ŽƚŚĞƌ ĐŽůƵŵŶ 4 x 1 = 4

ϲ͘  dŚŝƐ ĂŶƐǁĞƌ ǁŝůů ďĞ ƚŚĞ ƵŶŬŶŽǁŶ 
ƉƌŽƉŽƌƚŝŽŶ ƚŚĂƚ ǇŽƵ ĂƌĞ ůŽŽŬŝŶŐ ĨŽƌ

ϳ͘  tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ You must add 4 litres of pool cleaner 
concentrate to the pool water
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zŽƵ ĐĂŶ ĂůƐŽ ƐŽůǀĞ ƚŚŝƐ ƉƌŽďůĞŵ ƵƐŝŶŐ ƌĂƚŝŽƐ ŝŶ ĨƌĂĐƚŝŽŶ ĨŽƌŵ

ϭ͘  tƌŝƚĞ ƚŚĞ ƌĂƚŝŽ ĂƐ Ă ĨƌĂĐƚŝŽŶ ĂŶĚ ƉƵƚ 
ĂŶ ĞƋƵĂůƐ ƐŝŐŶ ĂĨƚĞƌ ŝƚ

   ϭ    
ϭϬϬϬ с

Ϯ͘  ^ƚĂƌƚ ǁƌŝƚŝŶŐ ĂŶ ĞƋƵŝǀĂůĞŶƚ ƌĂƚŝŽ ƵƐŝŶŐ 
ƚŚĞ ŝŶĨŽƌŵĂƚŝŽŶ ƚŚĂƚ ǇŽƵ ŬŶŽǁ

   ϭ    
ϭϬϬϬ с    ͍    

ϰϬϬϬ
ϯ͘  �ƐŬ ǇŽƵƌƐĞůĨ ǁŚĂƚ ǇŽƵ ŚĂĚ ƚŽ ŵƵůƚŝƉůǇ 

ƚŚĞ ĨŝƌƐƚ ƉĂƌƚ ŽĨ ƚŚĞ ŽƌŝŐŝŶĂů ƌĂƚŝŽ ďǇ 
ƚŽ ŐĞƚ ƚŚĞ ŬŶŽǁŶ ŝŶĨŽƌŵĂƚŝŽŶ

Had to multiply 1000 X 4 to get 4000

ϰ͘  EŽǁ ŵƵůƚŝƉůǇ ƚŚĞ ƐĞĐŽŶĚ ƉĂƌƚ ŽĨ ƚŚĞ 
ƌĂƚŝŽ ďǇ ƚŚĂƚ ŶƵŵďĞƌ

  ϭ  ǆ  ϰ  
 ϭϬϬϬ ǆ ϰ с    ϰ       

  ϰϬϬϬ
ϱ͘  zŽƵƌ ĂŶƐǁĞƌ ǁŝůů ďĞ ƚŚĞ ƵŶŬŶŽǁŶ 

ƉƌŽƉŽƌƚŝŽŶ Žƌ ƚŚĞ ŶƵŵďĞƌ ǇŽƵ ĂƌĞ 
ůŽŽŬŝŶŐ ĨŽƌ

Mystery number or unknown 
proportion is 4

ϲ͘  tƌŝƚĞ ǇŽƵƌ ĂŶƐǁĞƌ ŝŶ ǁŽƌĚƐ You must add 4 litres of pool cleaner 
to the pool water
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Example 3
DŽŚĂŵŵĞĚ ŝƐ ƉƵƚƚŝŶŐ ĚŽǁŶ ĨůŽŽƌ ƚŝůĞƐ͘  dŚĞ ƚŝůĞ ĐĞŵĞŶƚ ĐĂŶ ƐĂǇƐ ŚĞ ĐĂŶ ĐŽǀĞƌ ϯϬ ƐƋƵĂƌĞ 
ĨĞĞƚ ǁŝƚŚ ϱϬ ŵů ŽĨ ĐĞŵĞŶƚ͘  DŽŚĂŵŵĞĚ ŚĂƐ ƚŽ ƚŝůĞ Ă ĨůŽŽƌ ƚŚĂƚ ŝƐ ϭϱϬ ƐƋƵĂƌĞ ĨĞĞƚ͘  ,Žǁ 
ŵƵĐŚ ĐĞŵĞŶƚ ĚŽĞƐ ŚĞ ŶĞĞĚ͍

>Ğƚ͛Ɛ ƚƌǇ ďŽƚŚ ǁĂǇƐ ƚŽ ƐŽůǀĞ ƚŚŝƐ ƉƌŽďůĞŵ͘

Floor to cement

30  :  50

150

150 ÷ 30 = 5

5 x 50 = 250

Mohammed needs 250 ml  
of tile cement  

Original ratio is ϯϬ 
ϱϬ

ϯϬ
ϱϬ с ϭϱϬ

͍

Had to multiply 30 X 5 to get 150

 ϯϬ ǆ ϱ
ϱϬ ǆ ϱ с ϭϱϬ

ϮϱϬ

Mohammed needs 250 ml of tile 
cement
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Example 4
� ĚĂǇĐĂƌĞ ĐĞŶƚƌĞ ƵƐĞƐ ϯ ůŝƚƌĞƐ ŽĨ ŵŝůŬ ĨŽƌ ϳ ďŽǁůƐ ŽĨ ĐĞƌĞĂů͘
,Žǁ ŵĂŶǇ ďŽǁůƐ ŽĨ ĐĞƌĞĂů ĐŽƵůĚ ǇŽƵ ŵĂŬĞ ŝĨ ǇŽƵ ŚĂĚ

ϭ͘ ϭϮ ůŝƚƌĞƐ ŽĨ ŵŝůŬ
Ϯ͘ Ϯϭ ůŝƚƌĞƐ ŽĨ ŵŝůŬ
ϯ͘ ϱϳ ůŝƚƌĞƐ ŽĨ ŵŝůŬ
ϰ͘ ϵϵ  ůŝƚƌĞƐ ŽĨ ŵŝůŬ

Milk to bowls of cereal

3  :  7

12

12 ÷ 3 = 4

4 x 7 = 28

You could make 28 bowls of cereal 

Original ratio is ϯ 
ϳ

ϯ
ϳ с Ϯϭ

͍

Had to multiply 3 x 7 to get 12

 ϯ ǆ ϳ
ϳ ǆ ϳ с ϭϮ

ϰϵ

You could make 49 bowls of cereal

Milk to bowls of cereal

3  :  7

57

57 ÷ 3 = 19

19 x 7 = 133

You could make 133 bowls of cereal 

Original ratio is ϯ 
ϳ

ϯ
ϳ с ϵϵ

͍

Had to multiply 3 x 33 to get 99

 ϯ ǆ ϯϯ
ϳ ǆ ϯϯ с ϵϵ

ϰϵ

You could make 49 bowls of cereal
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Activity 2 – Skill Builder
Solve these ratio and proportion word problems.  Try using the column method and the 
fraction method.

1.	 Chain saw fuel is a mix of 1 part oil and 50 parts gas
a.	 How much oil would you need if you were mixing with 100 litres of gas?  
b.	 How much gas would you need if you used 3 litres of oil?

2.	 It costs $24 for 8 bags of oranges 
a.	 How much does it cost for 2 bags of oranges?
b.	 How many bags of oranges could you buy with $120?

3.	 Suzanne has to take 3 units of insulin for every 35 grams of carbohydrates she eats
a.	 How many units of insulin does she have to take if she eats 70 grams of 

carbohydrates?
b.	 How many grams of carbohydrates does she have to eat if she has taken 9 

units of insulin?

4.	 It takes $8 worth of gas for me to drive 25 Kilometres
a.	 How far can I drive on $56 worth of gas?
b.	 How much will it cost to drive 500 Km?

5.	 It takes 45 minutes to make 5 deliveries
a.	 How long will it take to make 15 deliveries?
b.	 How many deliveries can I make in 9 minutes?
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Activity 2 – Task
tŚĂƚ ŝƐ ƚŚĞ ƌĂƚŝŽ ŽĨ ǁŽŵĞŶ ƚŽ ŵĞŶ ŝŶ ǇŽƵƌ ĐůĂƐƐƌŽŽŵ͍

/Ĩ ǇŽƵ ŚĂĚ ϰϬϬ ŵĞŶ͕ ŚŽǁ ŵĂŶǇ ǁŽŵĞŶ ǁŽƵůĚ ǇŽƵ ŶĞĞĚ ƚŽ ŬĞĞƉ ƚŚĞ ƐĂŵĞ ƌĂƚŝŽ ĂƐ ǇŽƵƌ 
ĐůĂƐƐƌŽŽŵ ƌĂƚŝŽ͍

^ŚŽǁ Ăůů ŽĨ ǇŽƵƌ ǁŽƌŬ͘
Task
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Answers

Activity 1
1.	 20 : 12 : 8 = 10 : 6 : 4 and 5 : 3 : 2
2.	 4 : 4 : 8 = 1 : 1: 2
3.	 40 : 2 : 1 – This is the simplest form
4.	 2 : 2 : 60 = 1 : 1 : 30
5.	 5 : 10 : 15 = 1 : 2 : 3

Activity 2
1.	 Chain saw fuel is a mix of 1 part oil and 50 parts gas 

a.	 How much oil would you need if you were mixing with 100 litres of gas?   
2 litres of oil

b.	 How much gas would you need if you used 3 litres of oil?  
150 litres of gas

2.	 It costs $24 for 8 bags of oranges 
a.	 How much does it cost for 2 bags of oranges? $6
b.	 How many bags of oranges could you buy with $120? 40 bags

3.	 Suzanne has to take 3 units of insulin for every 35 grams of carbohydrates she eats
a.	 How many units of insulin does she have to take if she eats 70 grams of 

carbohydrates? 6 units of insulin
b.	 How many grams of carbohydrates does she have to eat if she has taken 9 units of 

insulin? 105 grams of carbohydrates

4.	 It takes $8 worth of gas for me to drive 25 Kilometres.
a.	 How far can I drive on $56 worth of gas?  175 Km
b.	 How much will it cost to drive 500 Km? $160

5.	 It takes 45 minutes to make 5 deliveries
a.	 How long will it take to make 15 deliveries? 135 minutes 
b.	 How many deliveries can I make in 9 minutes? 1 delivery
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Thinking Through Reading Modules 1-3
 ͞^ŬŝŵŵŝŶŐ ĂŶĚ ^ĐĂŶŶŝŶŐ ʹ ZĞĂĚŝŶŐ ĂŶĚ ^ƚƵĚǇ ^ŬŝůůƐ >Ăď͟  
;Ŷ͘Ě͘Ϳ Anne Arundel Community College

ZĞƚƌŝĞǀĞĚ ĨƌŽŵ ŚƚƚƉ͗ͬͬǁǁǁ͘ĂĂĐĐ͘ĞĚƵͬƚƵƚŽƌŝŶŐͬĨŝůĞͬƐŬŝŵŵŝŶŐ͘ƉĚĨ

WƌŝǀĂĐǇ ƉŽůŝĐǇ͘ ;ϮϬϭϯ͕ &ĞďƌƵĂƌǇ ϮϳͿ͘ /Ŷ Wikipedia, The Free Encyclopedia. 
ZĞƚƌŝĞǀĞĚ ϭϰ͗Ϭϳ͕ �Ɖƌŝů Ϯϰ͕ ϮϬϭϯ͕ ĨƌŽŵ 
ŚƚƚƉ͗ͬͬĞŶ͘ǁŝŬŝƉĞĚŝĂ͘ŽƌŐͬǁͬŝŶĚĞǆ͘ƉŚƉ͍ƚŝƚůĞсWƌŝǀĂĐǇͺƉŽůŝĐǇΘŽůĚŝĚсϱϰϬϵϱϲϮϮϬ

Websites Used in the Learning Modules
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ŚƚƚƉ͗ͬͬƚĞǆƚͲƚŽͲƐƉĞĞĐŚ͘ŝŵƚƌĂŶƐůĂƚŽƌ͘ŶĞƚͬ
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