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The ES Curriculum Framework is a subject-specific document which specifies student learning outcomes for what students are expected to
know and be able to do as they relate to the knowledge and skills of a particular subject area.

Curriculum/Subjects

• Safety (employees’ rights and responsibilities regarding safety, WCB, signs, tags, labels, WHMIS, equipment, preventing injuries, etc.)
• Workplace Culture (being on time, being able to learn new things and problem solve, workplace expectations)
• Quality/Technology (understand the importance of quality and use of technology in the workplace, how important it is to do things right,

on time, all the time)

Essential Skills

• Oral Communication (small talk, how to talk to your supervisor, co-workers, etc.)
• Numeracy (measurement, money math, etc.)
• Computer Use (applications such as “Word” and the Internet, use of equipment/technology)
• Document Use (read and comprehend materials such as graphs, charts and tables)
• Thinking Skills (think critically, solve problems and make decisions – problem solving scenarios)
• Working with Others (practice working in groups, as part of a team and work independently)
• Continuous Learning (upgrading and training, understanding the need for training)
• Reading (read and comprehend written materials – simples memos, emails, etc.)
• Writing (write simple notes, emails, copy instructions, etc.)

Learning Contexts

• Field trips to workplaces (real life applications)
• Scenarios/Case studies (problem solving, thinking skills)
• Job fairs (apply learning – real life applications)
• Exercises/Activities (build language skills and essential skills)
• Listening to presenters (expand learning/continuous learning)
• Strategy learning (continuous learning/working towards independence and towards becoming lifelong learners)
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• Group and individual learning (working with others/discuss what makes a good team player/co-worker – learn appropriate ways to work
in groups successfully)

• Computer use (technology literacy and lifelong learning)

Working Culture in Canada

• Discuss what culture means
• When presenting Canadian culture, ensure it is done in a non-prescriptive manner
• Compare and contrast the differences and similarities between students’ home countries and Canada (Ask students how things are done

in their countries and say how it is done/viewed in Canada.)
• Show students that culture is not about “right” and “wrong”. It is just the way people choose to do things in a society (e.g. regarding

time, hygiene and communication). That’s why it is so important to understand the norms in the Canadian workplaces
• Explain to students that they don’t need to change their own values, but learning about what the cultural expectations are can help

them succeed in the workplace
• Introduce the idea that different workplaces in Canada have their own cultures within the larger culture regarding time, hygiene and

communication
• Share that every workplace has legal standards against discrimination and harassment

Student Learning Outcomes

Identify some of the knowledge and essential skills that students are encouraged to learn in each subject area on completion of a certain
CLB or Phase level.

Using this Resource

It is important that when using this framework, teachers have to spiral back (based on their needs assessment) and review some of the
content in the previous CLB or Phase to ensure that new students will have covered the main points highlighted in the ES framework.
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Document Use Fill out a simple teacher-made timesheet with name, date,
signature, regular hours, total  hours and overtime.

Read a simple checklist. Understand the importance of
being punctual, keeping track of work hours

Understand:

• Teacher-made simplified maps, charts, grids and
tables

• Time and dates
• Simple schedules (e.g. work/volunteer schedule,

community support work schedule, daily schedule,
children’s school/after school schedule)

• Hours on a calendar
• Time-clock stub
• Absenteeism + tardiness (e.g. classroom register)
• Appointments on a calendar

Simple road/warning signs (e.g. Wet Floor, Hospital, NO
SMOKING, Danger, etc.)

Introduce basic WHMIS/hazard symbols (e.g.
flammable, reactive, poison/immediate toxic effects)

Read and fill out simplified forms (e.g. emergency
contact info)

First Aid Kit - review basic vocabulary in the kit (e.g.
band-aids, scissors, pins, ointment, gauze ) Match item
to word

Read and understand lists of supplies (e.g. coffee
supplies, school supplies, cleaning supplies, menu items)

Read coupons, checklists

Understand adverbs of frequency (e.g. daily, weekly,
monthly, bi-weekly, etc.)

Recognize words that tell how many, how much or when
on work orders (e.g. quantities and sizes for suppliers -
inches vs centimeters, Tbsp vs. tsp)

Numeracy Understand:
• Simple timesheets and work schedules

• How to add regular hours
• How to add overtime hours
• How to use a calculator
• Digital time 12:45, 12:30

Understand and say numbers (cardinal and ordinal basic
numbers)

Understand machine speeds (e.g. settings on a
dishwasher)

Learn language for:

• Money Math (e.g. Canadian bills and coins, give
simple change, read/check prices)

• Temperatures (e.g. weather, oven, body)
• Weight measurements (e.g. kg, grams, measuring

cups)
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

• 24 hour clock
• Weather forecast + temperatures
• A wind-chill chart
• That punctuality is affected by weather sometimes

(i.e. taking an earlier bus)
• Numbers to 100
• Coffee break and lunch break
• Shift time

Read sizes – S, M, L, XL,XXL (e.g. uniforms, coveralls,
hats)

• Linear Measurement (metric, imperial)
• Liquid measurement (e.g. measuring cups)
• Recognize and learn language for fractions (1/2,

_)
• Counting and keeping track of supplies in stock

(e.g. case, box, dozen )

Understanding different payment methods  (e.g.cash, debit,
credit card, cheque) and calculating price totals

Understand that taxes are added on top of the basic price.
Teach the concept of GST=5%, PST=7% (e.g. show with a
loonie and pennies that a  $1.00 item will cost $1.12)

Oral
Communication

Workplace Communication Expectations:

• Ask questions /respond to personal questions
• Make “small talk” (e.g. weather, weekend)
• Make eye contact with employer/ supervisor/co-

workers
• Use and responding to basic greetings
• Apologize
• Reasons + excuses for being late or absent

Attract attention and request assistance/identify expressions
to attract attention and request assistance
(e.g. Excuse me, my drill is not working. My drill is broken.
I need a new one right away.)

Understand:

• That in an emergency, people must pronounce
numbers, street names, location in a building, clearly
and slowly

• Simple statements requesting clarification/repetition
(e.g. Please spell that. Please write it. Show me)

• And indicate problems in
understanding/communication (e.g. Sorry, I don’t
understand / Can you repeat please?)

Understand/Use qualifiers such as, too big, too small,
wide, narrow, too much, too little, too hot, too cold, too
high, too low, too thick, too thin

Understand imperative work-related phrases like: listen
again, watch me again
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

understanding/communication (e.g. Sorry, I don’t
understand / Can you repeat please?)

• That negative statements are sometimes needed (e.g. I
don’t remember. I’m not sure. I don’t know. It’s
uncomfortable. There is a problem.)

• And express ability/inability  (e.g. No, I/you can’t.)
• Vocabulary for hazards (e.g. doesn’t work, broken,

spill)
• Simple/basic warnings of danger

Workplace Communication Expectations:

• Ask questions when you don’t understand (e.g. Where
are the …? Which one is it? Can you help me? I need
your help for a minute. Can you show me again?).

• Follow and respond to simple instructions (two to five
word), requests and positive and negative commands

• Understand locational phrases (e.g. on the left, to the
right, on the top shelf, straight ahead, over there, right
here)



Essential Skills Curriculum Framework for EAL Literacy Learners
What Learners Need to Know to Be Able to Keep a Job in Manitoba

Winnipeg School Division - HRSDC Project            Essential Skills Curriculum Framework Ph 1, 2, 3
February 2009

6

CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Working with
Others

Work Expectations:

• Be on time
• Staying focused on the task
• Courtesy + respectfulness
• Breaks
• Importance of comprehensibility + pronunciation
• Clean workstation
• Be a team player (e.g. helping others or asking for

help from a coworker first)
• Finish tasks on time either independently or as part

of a group (checklist for assigned duties)
• Ask for help when needed (It is okay to ask for help.)

Workplace Expectation:

When someone gives you help, they demonstrate or do
something for you. Next, they watch you do it. They
watch you a couple of times and often give
encouragement. “That’s good. Good job!”

Understand:

• The need for personal protective equipment
• That if there is an injury, an interpreter would be

needed for the details to be explained in the accident
report

• Everyone is responsible for their own safety and the
safety of others

Work Expectations:

• The need to always report an injury
• Wear personal safety equipment (P.P.E. – masks,

gloves, etc.)
• Clean workstation
• Ask for unsafe equipment to be replaced

Expect that a trainer/instructor will watch the new worker
and stand alongside before leaving him/her to work
independently

Ask for help

Repeat for clarification - start with a few words and build
from there

Give help when needed

Expectations regarding borrowing  or /lending equipment:

• Understand that when you borrow something, you
must return it as soon as possible

• Equipment should be put back in its proper place
so that others can find it readily (e.g. A shadow
board at the worksite/in the classroom)
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Continuous
Learning

Understand:

• The importance of being flexible and willing to learn
new things

• The necessity of learning many jobs in a workplace
which is commonly called “cross training”

• The expectation that you will improve or act on the
information given (e.g. tardiness, long breaks or
absenteeism)

• That there are consequences for the above.
• What is acceptable or not regarding

tardiness/absenteeism
• The expectation that worker will focus on the new

task, study and retain new information
• About training/probation period for new workers

(e.g. What does this mean? How long is it? How
much does a worker get paid?)

Understand the importance of training to prevent injuries
(e.g. Show WCB videos – possibly without sound to get
message across. Watch in short segments, discuss, watch
over and over again)

Understand:

• The importance of training to improve
quality of products and services

Reading Recognize the format that memos and forms come in
at the workplace (e.g. to whom, from whom, what to
do with these documents and their content)

Recognize the clues that stress the important points of
a text. (e.g. pictures or visuals draw the eye and focus
attention. Important words/phrases are bolded,
underlined or written in a larger font.)

Follow short one-sentence written instructions

Read and understand key imperative words such as:

• Turn off/on
• Start/stop
• Open/close
• Shut off/down

Locate specific written information on texts (e.g for
whom, from whom, etc.)

Recognize words that tell how many, how much or when
on work orders
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

a text. (e.g. pictures or visuals draw the eye and focus
attention. Important words/phrases are bolded,
underlined or written in a larger font.)

Workers are expected to be aware of new notices,
signs, memos that are posted. Workers need to learn
where the new notices will be. (e.g. NOTICE board in
the cafeteria by the coffee machine.)

Read simple instructions carefully to complete a task

Ask for help, if unsure of text

Understand that text comes in a variety of formats and
includes a variety of pictorial styles (text should be
common, familiar and relevant to learners’ lives)

Workers need to understand body parts, in case of injury
and in regard to safety equipment. (e.g. You need goggles.)

Read rules for the workplace (e.g. Start work at 9:00.
Coffee Break is at 10:45, Wear safety gear.)
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Writing Understand:

• The expectation that forms will be filled clearly,
comprehensibly and on-time

• The spacing on a form (e.g. one letter per box)
• The instructions on a form (e.g. Print clearly, Capital

Letters)
• That it’s ok to ask for help or clarification
• The benefits of working through a draft copy when

needed
• That fine motor skills improve with practice
• The importance of copying accurately and legibly
• That a lot of writing is copying information and

transfer of info

Fill out a short document (e.g. cleaning supplies needed
with boxes for quantity # . Include name of worker and
date of request.)

Copy/write a simple list:

• Tools needed for the job
• Safety items needed for the job
• What to do before closing at end of shift (e.g. unplug

the machine)
• What to do when opening

Copy:

• Names of products
• Safety rules in a notebook

Know where to find the model/code/ID number for
products or equipment

Type/fill out a simple short document using “Word”

Use computer to copy lists

Fill in and print off a short request form for supplies

Copy information from  simple work schedule or memo
onto a calendar

Use the yellow pages (e.g. copy  name, address, phone
number)

Copy names and addresses correctly



Essential Skills Curriculum Framework for EAL Literacy Learners
What Learners Need to Know to Be Able to Keep a Job in Manitoba

Winnipeg School Division - HRSDC Project            Essential Skills Curriculum Framework Ph 1, 2, 3
February 2009

10

CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

• To do lists
• Instructions
• Complete  a checklist

Categorize lists of words, do bar graphs

Computer Use Understand:

• The importance of computer/technology in Canadian
culture (e.g. computers are used in almost all
workplaces)

• That workers might have to access information on a
computer at work

• That  keyboarding is important/necessary for many
jobs. (e.g. dictations, following instructions, doing
lower/small + uppercase/capital letters)

• That forms are sometimes filled out on-line

Learn about safety signs on the Internet ( e.g.
Buildasign.com)

Workers might have to understand how to:

• Work on a Word document
• Order online by clicking in boxes
• Navigate (point and click) a website to find basic

info (e.g. address, phone number, email, etc.) on
the Internet about jobs, a service, store, etc.

• Use a security system (Learners sometimes lose
their jobs when they don’t arm the alarms.)

Thinking Skills Understand cross-cultural factors:

• Food and eating habits
• Repect for restrctions (e.g. peanut allergies, scented

products)
• Cleaning up properly
• Personal hygiene, habits and appearance

Discuss:

• Safe and unsafe work practices with pictures (e.g.
students match the pictures to the words “safe” and
“unsafe”)

• How to ensure safety when working alone (eg. use
picture with person holding a garbage bag and a picture
of a back alley – Do they go there alone – yes or no?)

Introduce the concept of quality (e.g. Using pictures – ask
students “Is this good or bad quality/service?”)

Understand good vs. bad service/work ethic:

• Uniform vs messy clothing
• Use of safety equiptment
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CLB Ph1  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

• Cultural values of the Canadian workplace (e.g.
recycling)

• Workplace hierarchies
• Multi-tasking (e.g. Some cultures emphasize one

task at a time – such as Germany.)
• Problem solve on the job. (e.g. Do I ask a supervisor,

a colleague or do I try to do it alone?)
• Deal with personal issues (e.g. punctuality,

budgeting)

of a back alley – Do they go there alone – yes or no?)
• Entanglement policy  (e.g. Don’t wear loose clothing

when working with machines)

Problem solve regarding:

• Poor working conditions (e.g. too cold/hot, dirty,
noisy)

• Whom to turn to if necessary (e.g. cut finger, machine
broken, mistake on paycheque, salary too small, laid
off)

• Rude supervisor/colleague
• On the job fatigue
• Working long hours/overtime
• Someone else at work having a problem (Do you report

it? To whom?)
• Emergency vs non-emergency (Act on  it today,

tomorrow or now?)

• Punch in times
• Polite/rude employee

CLB Ph2  Student Learning Outcomes
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Document Use Fill out a variety of simple timesheets with name, date,
signature, regular hours, overtime hours and total hours

Understand:

• The importance of being punctual, and keeping
track of work hours (use a calendar to document
regular and overtime hours) and your paycheque

• Work schedules/shifts
• Paycheques and pay stubs (hrs, salary, net pay,

gross pay, deductions)
• Forms to record completed task

Most information in the workplace is posted but may
not be explained. Workers must look for new notices
and ask someone to explain if they don’t understand.

Read simplified maps, forms, labels, charts, grids and
tables (with photos or pics to help)

Use alphabetization to find:

• Names in a phone book/directory
• Street locations on map
• Products in inventory
• Other locations/branches

Determine main idea of safety posters or memos

Understand simple warning/safety signs (e.g. HIGH
VOLTAGE)

Use realia such as computer lab, pictures, videos when
available

Introduce WHMIS symbols

Read and fill out:

• Simplified teacher-made forms (e.g. medical form)
• Simplified WCB accident/injury report forms (e.g. with

picture stories to help)
• The personal information portion of real forms

Understand and follow one- to four-step written instructions:

• Standard operating instructions on a photocopier or fax
machine (use pictures)

• Safety and worksite rules
• Warnings
• Locate safety sites/ signs in

school/class/community/worksite

Match/copy simple safety information from a simplified list
of instructions or from labels and copy onto a form  (e.g. use
symbols, signs to help)

Read very simple documents (e. g. a teacher-made
memo)

Read and understand list/ checklist of supplies (e.g.
coffee supplies, school supplies, cleaning supplies)

Locate information:

• On a map, chart or grid
• Using a site map

Read and find specific information on a utility bill, form
or directory

Use a list or checklist to  document when there’s a
problem or when supplies are needed
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CLB Ph2  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Read and understand hazard symbols on cleaning solutions

Warning signs (eg. a picture with a line through it)

Numeracy Understand:

• Real timesheets and work schedules
• How to check/add regular/ overtime hours and calculate

overtime pay
• How to use a calculator to add regular, gross pay,

overtime hours and overtime pay
• That there are deductions (e.g. CPP, EI)
• That HR is the department that helps with these

questions
• Differences in how we write time and money (e.g.

1,000.00 / 17:00 / 5:00)

Understand:

• And say numbers (cardinal and ordinal basic numbers)
• The  transfer to other situations ( e.g. ordinal #s on calendar and

floor # in hotel)
• What to do in an emergency (e.g. sequence a first aid scenario)

Understand:

• Money Math – Review bills (subtotal, totals and
taxes, due dates)

• And calculate percentages using calculators
• Linear measurement in metric and in imperial.
• The importance of metric and imperial measurement.
• That the cost of rework is very expensive

(“Measure twice – cut once”)
• The importance of accuracy
• The importance of exact measurement – quality

is very important
• How to count items for inventory
• How to count back change. (Use Canadian play

money)

Introduce the idea of double-checking, self-correcting, editing



Essential Skills Curriculum Framework for EAL Literacy Learners
What Learners Need to Know to Be Able to Keep a Job in Manitoba

Winnipeg School Division - HRSDC Project            Essential Skills Curriculum Framework Ph 1, 2, 3
February 2009

14

CLB Ph2  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Oral
Communication

Ask simple questions (e. g. Excuse me, can you help me?
Can you speak slowly, please? Please pass the... ?)

Listen to changes on a schedule and adjust on calendar. (e.g.
cancellation of meeting)

Make appropriate  “small talk” (e.g. Discuss  formulaic
expressions/eye-contact/handshakes.)

Use and respond to basic greetings, apologize, listen to oral
instructions

Ask  permission to leave early or have a day off

Discuss:

• How often is acceptable to ask to leave early, come
in late, etc.

• Importance of working your appointments around
your work time

• More acceptable” reasons for being late, (e.eg.
Explain different companies’ late policy to give
learners a good idea of how important being on
time is . companies deduct pay for being late.)

Indicate communication problems in a number of ways (e.g. Ask for
repetition and clarification – Can you speak slowly, please?)

Apologize and refuse to do unsafe work
Tell supervisor about unsafe equipment/procedures

Understand/give simple warnings of danger and vocabulary for
safety (e.g. safety equipment)

Understand hazard vocabulary (e.g. It’s too dark/cold/sharp/ heavy)

Introduce basic first aid vocabulary

Understand and give positive and negative commands/common daily
instructions

Understand the use of this, that, these, those

Workplace Communication Expectations:

• Ask questions when you don’t understand (e.g. use WH-
questions.)

• Follow and respond to simple one- sentence instructions,
requests and positive and negative commands

Demonstrate understanding of:

Prepositions of place and vocabulary items, which will be used
for addressing relationships of place (e.g. in, on, across from,
etc.)

• Where to put things (e.g. top shelf/drawer etc.)
• Directions (e.g. north, south, left, right, there, bottom)

Workplace Communication:

• Tell when something is wrong. Describe a problem
(e.g. when a machine is broken or when supplies are
needed)

• Clarify with boss if necessary
• Inform supervisor when supplies are low

Working with

Others

Work Expectations: Other people’s safety depends on following safety protocols Expectations:
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CLB Ph2  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Others
• Be on time
• Breaks and not extending the time limits
• Be responsible to clean own workstation (challenging

for participants from hierarchical cultures)
• Understand emphasis on enforcement of rules (policies)

in the Canadian workplace
• Understand what is considered theft in the Canadian

workplace (e.g. cleaner taking home leftover chocolates
without asking)

• Potluck protocol (e.g. not sharing germs / what is
appropriate to take home / line ups / when to take
seconds)

• Be a team player
• Finish tasks on time either independently or as part of a

group
• Phone in sick/late or need to quit
• Ask permission to leave early, come late, take a day off

(Discuss how much time in advance you should
approach your supervisor, how often is acceptable to be
late or miss work)

• Recognize, understand protected status (e.g. disabled,
sexual orientation, etc.) and Human Rights Legislation
(e.g. signs for Handicap/ Wheelchair Access/ Baby
Parking.)

• Take responsibility for broken equipment
• Understand how tasks are divided

Social Interactions at a Canadian workplace

• Call people by their first name (including boss)

Warnings (e.g. Look out) Use Speakers from Workplace Safety
organization/ realia.

Work Expectations:

• Use personal safety equipment
• Understand the need for personal protective equipment and the

consequences for not using it. Also explain how often PPE
needs to be replaced. (e.g. hard hat- every 2 years)

• Understand the need to always report an injury/fill out accident
report– stress importance of this (tell them why)

• Understand fire and lockdown procedures

• Other people’s jobs depend on your job
• Express any problems early on the job or in the

training
• Mistakes over time cost money or the worker can lose

his/her jobIf you’re late, cannot come to work or
you’re not doing your job right. It will affect other
people’s jobs (e.g. the bus drivers’ strike and how it
impacted all the commuters)

• Double check, self-correct, edit
• The need for attention to detail and quality
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CLB Ph2  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

• Interact with supervisors, managers and co-workers
(e.g. Discuss how much chatting during work hours is
acceptable. Compare Canadian workplace expectations
with the expectations in their country.)

Continuous
Learning

Understand the importance of being flexible:

• Be willing to learn new things and do different jobs
within the same company. (e.g. Change groups
regularly. Use different tools in classroom such as
smartboard, earbuds, computer, ph. message machine)

• Understand the importance of job training and having a
positive attitude toward learning (Use a variety of
strategies e.g.“We’re going to try something new.”)

Understand that asking questions is not a weakness and that
there are consequences for doing things without
understanding instructions

Keep a portfolio or a record containing certificates and
training dates for reference or job advancements

Keep resume current

Determine how to be safe in different jobs (e.g. not using damaged
equipment)

Understand safety as it applies to posture, bending, lifting, and
footwear:

• Wear protective equipment when working with chemicals
• Carry heavy objects close to body
• Lift with knees, use both hands, feet shoulder width apart
• Do not carry items above eye level
• Bend safely, avoid excessive kneeling, crouching, reaching

Understand the importance of:

• Taking  language/skill training available at work
• Improving English skills
• Operating and maintaining equipment at work
• Asking for information or help, if not sure
• Technology (e.g. using a fax machine to submit

timesheets)



Essential Skills Curriculum Framework for EAL Literacy Learners
What Learners Need to Know to Be Able to Keep a Job in Manitoba

Winnipeg School Division - HRSDC Project            Essential Skills Curriculum Framework Ph 1, 2, 3
February 2009

17

CLB Ph2  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Reading Understand:

• The importance of reading or getting someone to read
memos to you so you can understand the information in
the memo

• That many memos in the workplace are sent through
email

• Orientation binders (e.g. practice with organizing
portfolios, worksheets)

• What it means when you sign something
• Basic common abbreviations (e.g. Street, Saint, Qty.

km. m. in.)

Workers need to understand and read:

• Basic manuals/instructions for equipment use
• Workplace signs (e.g emergency fire exit)
• Simple notes from supervisor
• Cleaning product labels
• Supply  lists

Follow short one-sentence written instructions:

• On bottles of chemicals
• On work order

Adhere to hazard symbols on cleaning solutions

Locate specific written information in texts (e.g. memos - for
whom, from whom, etc.)

Understand the importance of reading work orders carefully
(e.g. inches versus centimetres)

Read instructions carefully. When in doubt, ask.

Writing Write information on a  a simple short document such as
phone message, schedule  or  calendar

Copy information from a simple work schedule or memo
onto a calendar

Copy phrases and sentences to complete a  short writing task (e.g.

simplified note/message regarding -  machine broken, supplies

needed)

Type and save a simple short document using “Word”

Work with supplies lists. Recognize  when stock or supplies are
low and indicate on form to order more
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Copy phrases and sentences to complete a short writing task
(e.g.  simplified workplace forms, request for equipment -
with time, dated, signed by)

Write simple lists from a pool of words (e.g.  to do lists,
instructions, checklists)

Fill in a completion/supplies checklist

Recognize that:

• Inferior work can be traced back to the worker (e.g.
initialed work, ID #)

• Workers are accountable, through quality checks

Computer Use Understand the importance of technology/computer

literacy in Canadian culture

Use the computer lab (e.g. work email)

Look for jobs online

Send an electronic application/resume

Learn about safety signs on the Internet (e.g. Students can learn

about  signs on-line such as  MPI website)

Go to the WCB website (e.g. find email, address, phone numbers)

Understand the dangers of sharing personal information on-line)

Type up and save a document on “Word”

Find information on the internet

Understand locational prepositions (e.g. in the top left corner, at
the bottom of the screen, use the arrows on your keyboard, use
the Enter key)

Navigate site (next page, volume, scroll, click on, etc.)

Fill out simple application forms on-line

Use a fax machine to submit information (e.g. timesheets)

Be aware that computer work is precise (e.g. URL)

Consider taking classes to upgrade skills. Computers are the
wave of the future

Understand and discuss cross-cultural factors: Discuss: Discussion:
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Thinking Skills • Food and eating habits
• Personal hygiene, habits and appearance
• Cultural values of the Canadian workplace (e.g.

prioritizing family vs. work)
• Workplace hierarchies

Problem solving/Decision making:

• Problem solving scenarios - think critically to evaluate
situations, make decisions and solve problems (e.g.
language and  steps for conflict resolution in the
workplace

• Identify and suggest new ideas on how to solve a
problem or get a job done faster or in a different way
(creativity)

• Responsibility of employee to solve problems/inform
supervisor about a problem.

• Safe and unsafe work practices ( e.g. Students match pictures to
the words “safe and unsafe”)

• Awareness of allergies to products in the workplace
• Getting to and from work safely / personal safety (e.g. weather

appropriate clothing)
• Fire safety – cause and effect using pictures (e.g. a frayed cord/

stop, drop and roll / how to suffocate a fire)

Memorize/learn  a few safety procedures

Make decisions about safety:  

• Safe lifting
• Check machines for damaged cables, switches, sockets
• Ask questions when you don’t understand
• Ensure machinery is off before cleaning + maintaining
• Handle equipment,/chemicals safely

• Time is money, importance of quality and

deadlines

• Everyone is responsible for doing quality work,

not just quality checkers

• What is more important: quality (accuracy) or how

fast you can do your job

• Understand the importance of memorizing skills  (e.g.
memorizing the keys on a keyboard, numbers on
calculators)
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CLB Ph3  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Document Use Fill out  timesheets with name, date, signature, regular hours,
overtime hours, different departments and total of hours

Create a simple timesheet

Understand:

• The importance of being punctual  and the implications
of being late discuss cultural differences regarding what
punctual and late mean

• A simple document (e.g. a teacher-made memo)
• Keeping track of hours worked
• A timesheet with overtime hours
• More complex work schedules/shifts (e.g. understand

different kinds of shifts)
• Paycheques and pay stubs (e.g. hrs, salary, net pay,

gross pay, etc.)
• Statutory holidays, working on holidays
• The need to give notice when quitting a job
• Deductions (e.g. E.I, CPP, Income tax, vacation pay,

etc.)
• That some companies are unionized and that union

membership will be deducted
• The importance of personal signature
• The difference between signature and initial

Understand WHMIS symbols and other warning signs (e.g.
safety tags)

Memorize symbols/rules/tools (e.g. In some workplaces, the
expectation is that this will be learned within 3 days.)

Know basic first-aid (e.g. If someone gets hurt at work, know
what should be done)

Know expectations regarding safety (e.g. should you report to a
safety rep)

Read and fill out simplified forms (e.g. simplified WCB
accident/injury report forms/ an emergency information form
for employer)

Understand and follow one-to five-step written instructions:
(simplified with pictures)

• Standard operating instructions (e.g. setting up a ladder)
• Safety and worksite rules
• Warnings
• Directions to locate items on a simple map or diagram
• Safety instructions on a bottle label /cleaning  product label
• Safety symbols (e.g. traffic or workplace) and the

significance of the colors/ shapes of these signs

Read and understand list/ checklist of supplies (e.g. coffee supplies,
school supplies, cleaning supplies) and the importance of keeping
these stocks up

Locate information on a neighbourhood map, an index, chart or
graph (e.g. locate store, schools, etc.)

When in doubt, use strategies to help gather meaning from a
document. (e.g. pictures, bolded words, words printed in the largest
font, color and how the document might be organized for example a
graph is often 2 converging lists)

Locate areas and streets by name

Find information in simple texts such as forms, tables, schedules,
directories, map, index

Use a simple checklist to document a problem or when supplies are
needed, thereby letting supervisor know when supplies are running
short vs. after running out)

Get information from short, simple business brochures, notices, form
letters and flyers

Fill in a simple work completion checklist
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Understand simple:

• Lists
• Graphs
• Schedules
• Icons
• Labels
• Forms
• Colour codes
• Diagrams
• Pictures
• Maps
• Signs
• Catalogues
• Regulations
• Gauges

Numeracy Understand money Math:

• Enter amounts into a cash register
• Make change
• Calculate price discounts
• Calculate taxes
• Receive payment for goods
• Total invoices
• Compare costs
• Review bills
• Find subtotal

Understand measurement and calculation math:

Measure chemical amounts accurately and understand dangers
of inaccuracy

Understand:
• The importance of listening to the weather forecast in order

to avoid danger during weather hazards
• Dangerous weather and how to avoid or react to situations

such as winter storms

Understand and use measurement words related to:
• Speed limits
• Stopping distance
• Odometer

Estimate time to do a job

Understand linear measurement in Metric and in Imperial and the
language used for these measurements:

• Calculate square footage using a calculator
• Estimate distances

• Understand the importance of accuracy in measurement
• Develop awareness of conversions and fractions (to be

introduced and practiced in class)
• Understand the importance of being able to estimate

visually and the necessity of verifying calculations (e.g.
measure twice, cut once)
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

• Measure out quantities - 1 tsp vs 5 cc (e.g. For homecare
workers giving out medications,there can be problems of
toxicity and complications. There are factors, which
make the common teaspoon a poor choice. The same
teaspoon can hold as little as 3 cc or as much as 7 cc
when different people do the pouring.)

• Set instruments to particular numerical settings
• Take precise measurements using specialized equipment

(e.g. tape measure)
• Calculate total weights
• Calculate a percentage
• Determine what is higher/lower or bigger/ smaller

Understand numerical estimation:

• Estimate time a task will take
• Estimate costs
• Estimate time available

Understand:

• Timesheets and work schedules (e.g.  add regular,
overtime hours and calculate overtime pay)

• That there are deductions (e.g. union fees, CPP, etc.)
• A 24 hour clock

• Full – empty

Compare Celsius and Fahrenheit temperature readings

visually and the necessity of verifying calculations (e.g.
measure twice, cut once)

• Calculate percentages using calculators (under guidance
and with scaffolding)

Understand:

• Weight/volume measurements (e.g. kg, grams, measuring
cups)

• That quantities are measured  for uniformity and
consistency

• The differences of frequently used measurements (e.g. to
visually see, at a glance, the difference between metric and
imperial)
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Oral
Communication

Workplace Communication Expectations:

• Ask simple questions (e.g. Excuse me. Can you help me,
please? Can you speak slowly, please?/Can you pass me
the …?)

• Ask for (new/safety) equipment (e.g.  Could I have: wire
testers, safety gloves, instructions or a blueprint of the
wiring plan?)

• Make culturally appropriate  “small talk” (e.g. discuss
weekend plans, weather, interests, wants, work
experience, hobbies and routine/leisure activities)

Politeness isn’t always a part of every workplace – discuss
what to do with rudeness

Understand non-verbal communication (signs/gestures such
as come here, stop, etc.)

Develop awareness of opening and closing comments in a
conversation (e.g. signal words such as: well, then, okay…)

Greet, introduce self , ask about the other person (e.g. discuss
cultural differences in regard to eye contact/handshakes)

Apologize, ask for explanation, indicate problems in
communication (e.g. I don’t understand, can you say it again?
Can you explain, please? What did you say?)

Ask:

Can’t get the text to scroll up to the top of this column

Follow two-to four-clause directions relating to movement and
position in space, and to weights, measures, amounts and sizes
(e.g. mixing cleaning solutions)

Be able to call 911, report a problem and give the address

Understand the importance of learning/ being able to use
vocabulary for safety rules and safety equipment

Understand:

• Hazard vocabulary (e.g. It’s too dark/cold/heavy, watch
out, duck)

• The difference between too and very
• The appropriateness of shouting regarding a warning (e.g.

to advise someone of danger)

Understand the importance of:

• Refusing to do unsafe work
• Reporting unsafe conditions at the workplace (e.g.

explaining/describing an unsafe machine or environment)
• Asking for help or telling someone if you can’t solve the

problem
• The Workplace Health and Safety Inspector (e.g. smoking

in washrooms)

Discuss quality standards, quality vs. productivity

Be able to:

• Talk about self and others in the workplace
• Understand requests (e.g. Will you turn off the lights

when you leave/clean up the supply room?)
• Ask for repetition and clarification
• Indicate communication problems in a number of

ways (Not asking costs money)
• Ask for feedback (e.g. Am I filling out my timesheet

correctly? Am I doing this right?)
•  Ask for help rather than make a mistake (Understand

that culture may prevent this. It must be encouraged
and modelled)

• Give short (one-to two-clause) directions relating to
movement (e.g. go straight, turn right and go west)
and position in space (e.g. It is on the table, in the
drawer)

Workplace Communication Expectations:

• Ask questions when you don’t understand
• Follow and respond to simple instructions  (e.g. flip

this switch, pull this button, pull this chain)
• Request and accept assistance (e.g. I need help. Can

you help me, please? Can I borrow this?)
• Offer assistance (e.g. Can I help?)
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

• Permission to leave early or come in late (e.g. Can I
leave 10 minutes early, please?)

• About overtime/break protocols
• About maternity leave/vacation, holidays, parental

leave, compassionate leave, etc.

Discuss:

• Frequency/appropriateness of tardiness/absenteeism
• That in some companies with an automated “time clock”

being only a minute or two late will result in 15 minutes
pay being taken off a worker’s cheque

• How to recognize/respond to positive/negative feedback
(e.g. Oh, I didn’t know that. Thanks for telling me.)

• The importance of asking questions when you don’t
understand (Canadian employers will give people with
limited English jobs if they are confident they will ask
questions if they don’t understand.)

• Strategies for getting things done or  learning something
new (e.g. Show me how to do it. Let me do it. Watch me
do it. I can do it myself, thanks)

• What to do/say if exposed to inappropriate or
discriminatory chat

On the job workers engage in oral communication:

• To take messages (e.g. voice mail)
• To seek or obtain information (e.g. with co-workers,

supervisors, suppliers, service people, clients,
customers, general public)

• Being aware of your environment, the dangers and what
could happen)

Report a safety occurrence (This is the term for an accident or
injury):

• In sequence
• Using appropriate vocabulary (e.g. types of accidents/ past

tense
• With the proper objective (e.g. Joe hit John with his fist.

NOT Joe is a jerk.)
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

customers, general public)
• To coordinate work with others
• To lead a group
• To participate in group discussions
• To provide information (e.g. Phone Transit to find out

bus schedule and routes for transportation to and from
work)

Working with
Others

Work Expectations:

• Keep appointments, or leave message if unable to come
(e.g. for interviews)

• Be on time
• Breaks and not going over time limit
• Clean workstation (In Canada everyone is responsible

for cleaning own area.)
• Be a team player  (e.g. in learning a” Study Buddy”)
• Finish tasks on time either independently or as part of a

group
• Phone in sick/late (Other people’s jobs depend on your

job.)
• Explain reason for being late/absent, Tell when able to

go back to work
• Ask permission to leave early, come late, take a day off

(e.g. discuss how much time in advance you should
approach your supervisor / how often it is acceptable to
be late or miss work)

• Know which excuses are valid for being late or absent

Other people’s safety depends on following safety protocols  so
take the initiative to warn others of danger.

Work Expectations:

• Use personal safety equipment at all times
• Understand the need for personal protective equipment and

the consequences for not using it
• Understand the need to always report an injury/fill out

accident report/report unsafe procedures, conditions in the
workplace (simplified form used in class)

• Understand fire and lock down procedures
• Understand dress regulations (e. g. hoods tucked it, no

loose laces, loose clothes, loose hair, no jewellery, no
sandals, etc.)

• Understand the importance of keeping work station tidy
and clean (i.e. put items away in appropriate place)

• Follow safety rules about safety equipment, proper
clothing and safety conscious behaviours in areas that have
safety hazards

• Understand dangers of faulty equipment (e.g. electrical
cords, wires)

Understand:

• If you’re late or cannot come to work or you are not doing
your job right, it will affect other people’s jobs. It will
affect the quality of products/services provided by the
company, and therefore, it will affect the customers and the
company’s revenue. Ultimately it might affect your job

• That you are part of a team. Not “we” and “they”. If the
company prospers, the worker prospers

Job task planning and organizing:

• Set goals and priorities in work and personal life
• Ability to plan and manage time, money and other

resources to achieve goals/ to get the job done

Ask for feedback (e.g. Am I filling out my timesheet correctly? Am I
doing this right?)

Apologize and admit mistakes/explain (e.g. I’m sorry. I forgot.)
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Social Interactions at a Canadian workplace:
• Ask if you call your superior/peers by first or last name

or take coworkers’ cues
• When interacting with supervisors, managers and co-

workers, determine how much chatting during work
hours is acceptable (e.g. compare Canadian workplace
expectations with the expectations in their countries)

• In regard to compliments/small talk, determine what is
appropriate/ inappropriate/ harassment/ human rights

• Be aware of a multicultural work
environment/discrimination issues/Human Rights

• Understand the implications of tardiness, absenteeism,
inferior work, not doing share

Awareness of attitudes and behaviours employers look for:

• Reporting workplace hazards
• Awareness of  environment (e.g. spotting dangers)
• Accountability
• Positive attitude toward change/learning
• Initiative, energy and persistence to get the job done
• Honesty, personal ethics
• Respect for diversity
• Respect for property

cords, wires)
• Turn off equipment before cleaning (need lots of visuals

for all of the above)

Continuous
Learning

Understand:

• The importance of further training
• The need for flexibility (e.g. being able to leave a job

unfinished and starting a rush order)

Be aware of new safety procedures and practices and act in
accordance with these

Know where to access First Aid classes

Steps to self improvement:

• Take any language/skill training  available at work
• Set own learning goals
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

unfinished and starting a rush order)
• The importance of learning new things and doing

different jobs within the same company
• That cultural attitudes differ
• The continuous improvement in the Canadian workplace

• Plan for and achieve learning goals
• Learn from mistakes and accept feedback
• Have positive attitude toward change
• Understand the demand for change due to economics of

business (e.g. rush orders, looking/hunting for clients)

Reading Understand:

• The importance of reading or getting someone to read
memos to you so you can follow what is in the memo

• Many memos are sent through email
• How to read cursive writing and the importance of

cursive writing in the workplace. (e.g. A worker got
fired for not being able to understand a note from
supervisor)

Read a simple:

• Note
• Letter
• Work order
• Pamphlet
• Regulation
• Code
• Table
• Schedule
• Logbook

Follow short one-to five-step  written instructions and

instructional texts – Identify important written

details/specific information as required for a particular

job/task

Read and discuss safe work procedures

Locate specific written information on texts (e.g. memos- for

whom, from whom, etc.)

Get the gist of short texts (one-to two paragraphs) such as a note,

letter, notices

Locate information in an index or directory



Essential Skills Curriculum Framework for EAL Literacy Learners
What Learners Need to Know to Be Able to Keep a Job in Manitoba

Winnipeg School Division - HRSDC Project            Essential Skills Curriculum Framework Ph 1, 2, 3
February 2009

28

CLB Ph3  Student Learning Outcomes

Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Read completed forms containing check boxes, numbers,

words, addresses, etc.

Writing In the workplace , a worker might write:

• To organize information (e.g. supply checklist)
• To remember (e.g. hours worked)
• To remind (e.g. meeting, Tuesday at 4:00 )
• To keep a record (e.g. logbook entry)
• To document (e.g. an accident report)
• To inform (e.g. a simple note  such as, “ Looking for a

car pool. Please call Bill at 888-1234.”)

Write collaboratively a simple short document (e.g.  complete
a guided note to your supervisor about a problem with your
workstation/ machinery/ co-worker/ unsafe
conditions,/supplies needed, etc.)

Copy phrases and sentences to complete a  short writing task:
simplified workplace forms (e.g. describe a situation, what
happened, a  problem with equipment)

Complete forms by marking check boxes, recording numbers,
entering words, etc.

Copy simple safety information from a simplified list of

instructions or from labels and copy onto a form

Type and save  a simple short document using “Word”

Copy short texts from schedules, instructions, directories, etc.

Computer Use Understand the importance of technology/computer literacy
in Canadian culture

Go to the WCB website – find email, address, phone numbers,
read some basic safety  information, watch safety videos

Work comfortably on a Word document and the Internet:
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

in Canadian culture

Read words, numbers, letters or symbols on a display screen

In the workplace, a worker might use:

• Word processing applications (e.g. Word)
• Spreadsheets (e.g. Excel)
• Email (e.g. Hotmail, Outlook)
• The Internet (e.g. Explorer, Netscape)
• Computer - controlled equipment
• Computerized cash registers

read some basic safety  information, watch safety videos

Look for WHMIS symbols online

Visit Safe Workers of Tomorrow Website – a guide to safety
and health on the web and learn about WHMIS, injury
prevention, right to refuse, etc.

• Find information on a website
• Use Navigo, Google, Google Maps
• Fill out simple application forms on-line (e.g. Domo’s job

application form)
• Locate a store/ service using a search engine (e.g. Google

Maps)
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Subject Areas

Essential
Skills

Workplace Culture Safety Quality/Technology

Thinking Skills Critical thinking on the job involves processes such as:

• Clarifying (e.g. You mean….)
• Classifying ( e.g. These are all flammable.)
• Determining causality (e.g. It’s not working

because…..)
• Generalizing (e.g. Next time be careful and wear

goggles for all the cleaning sprays.)
• Analysing (e.g. W5)
• Examining (e.g. Let me see that again.)
• Evaluating (e.g. I think that’s not good enough.)
• Comparing ( e.g. That one’s longer than this one.)

Discuss:

• “Lean Manufacturing” (i.e. getting the right things to the
right place at the right time in the right quantity to
achieve perfect work flow, while minimizing waste and
being flexible and able to change.

• The importance of  quality and deadlines (Time is
money)

• Appropriate ways to show emotions/feelings in the
workplace (e.g. gestures)

• Understand and discuss cross-cultural factors:
• Cultural values of the Canadian workplace
• Sexual Harassment -implications/consequences/rights

(e.g. You are entitled to Employment Insurance if you
are fired or leave your job because of sexual harassment.
In some provinces, Worker's Compensation Boards have
awarded compensation to women who have suffered
stress-related disability caused by sexual harassment on
the job.)

Discuss safe and unsafe work practices  (e.g.  categorize

pictures as safe or unsafe) Understand the impact of injuries

on the person + business

 Problem solving scenarios – think critically to evaluate

unsafe situations, brainstorm solutions (e.g. Read headlines,

as newspapers often have scenarios/stories that can be

adapted and discussed with good pictures. Most recently, a

container of windshield wiper fluid given to daycare children

because the worker thought it was Kool-Aid.)

Memorize a few safety procedures

Make decisions about safety:  (e.g. safe lifting, asking

questions when you don’t understand)

Check machines for damages before using

Go online to research jobs. Ask:

• What skills are needed for this job

What is more important, - quality, accuracy or how fast you can

do your job?

Understand:

• That quality of work affects future business

• The importance of being there for assembly work. (e.g.

when not on the line, work is affected)

Use of memory (e.g.memorizing WHMIS symbols, what _ inch

looks like vs _ inch,)

Job task planning and organizing:

• Set goals and priorities in work and personal life
• Ability to plan and manage time, money and other

resources to achieve goals/ to get the job done
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Subject Areas

Essential
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Workplace Culture Safety Quality/Technology

awarded compensation to women who have suffered
stress-related disability caused by sexual harassment on
the job.)

• Workplace hierarchies

Problem solving/Decision making:

• Problem solving scenarios - think critically to evaluate
situations, make decisions and solve problems

• Identify and suggest new ideas on how to solve a
problem or get a job done faster or in a different way
(creativity)

• Identify and find items

• What do I need to be safe in this job

• Is there special clothing, training, safety equipment

• How much experience is needed / Do safety and

experience go hand-in-hand


