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2     The Practitioner’s Guide to Developing Tasks

Guide overview and acknowledgements
This guide is to be used as an accompaniment to the three webinars on creating  
task-based learning activities. It will expand upon and highlight different sections of  
the webinar. After viewing the webinars, this guide can be used as a reference for  
developing authentic tasks and task sets for the five LBS paths.

This webinar training and practitioner guide is the third phase of the Task-Based 
Activities Portal developed by QUILL Learning Network and funded through the  
Service Delivery Network Development Fund, Ministry of Training, Colleges and  
Universities. Thank you to the Ministry and the Board of Directors of QUILL Learning 
Network for their support in this project.

Thank you to everyone involved in this project and the practitioners who took the  
training and developed authentic task sets.

Special thank you to Heather Robinet and Maria Bertrand for coming up with the idea of 
developing tasks related to the Ontario Adult Literacy Curriculum Framework (OALCF) and 
hosting them on a website for all practitioners, and to Debera Flynn and Tamara Kaattari for 
running with the idea.

For further information or to obtain copies of this report, please contact QUILL  
Learning Network or access an electronic copy at the Task-based Activities portal at  
http://taskbasedactivitiesforlbs.ca/.

http://taskbasedactivitiesforlbs.ca/
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What is a task?
A simple definition is “a piece of work assigned or done as part of one’s duties” (The Free 
Dictionary). This is really what a literacy task is all about. If we look at the concept that a task 
we ask a learner to perform is assigned as part of their goal path, then it makes understanding 
what a task is a little clearer.

Tasks are authentic to the goal path the learner is working towards. This is where the tasks 
will start to vary – according to the particular goal path. What is authentic to employment is 
most likely not what is authentic to secondary school credits. This begs the question - what are 
authentic tasks for goal paths?

Independence – ask yourself what does someone need to do in life along the independence 
goal path? These tasks will be particular to each learner’s needs. A learner without children 
will not need to perform the task of writing a letter to their child’s teacher. However, there are 
some common areas and the following are just a few:

	 •	 food, health, cooking
	 • 	transportation – bus, vehicle
	 •	 time management – appointments, schedules
	 •	 money – budgeting, purchasing
	 •	 maps – navigating to various sites within a community

Secondary School Credits – ask yourself what does someone need to do while taking  
secondary school credits? These tasks will also be particular to each learner’s needs, but some 
tasks will be more common to everyone and the following are just a few:

	 •	 multiple-choice tests
	 •	 essays – writing (including exam answers) or research projects
	 •	 texts – reading to understand and find information
	 •	 math calculations (worksheets) and word problems
	 •	� time management – school schedules (classes, exams, etc.), punctuality, homework 

(short and long-term assignments)
	 •	 computer use – writing assignments on computer
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Post-Secondary School – ask yourself what does someone need to do while attending post- 
secondary school programming? These tasks will also be particular to each learner’s chosen 
program, but there will also be some common tasks and the following are just a few:

	 •	� registration – this will be particular to each institution but the information  
is common

	 •	 multiple-choice tests
	 •	 essays – writing (including exam answers) or research projects
	 •	 texts – reading to understand and find information
	 •	� time management – school schedules (classes, exams, etc.), punctuality, homework 

(short and long-term assignments)
	 •	 computer use – writing assignments on computer
	 •	 maps – navigating through the campus

Apprenticeship – ask yourself what does someone need to do while registered as an  
apprentice? Once again, the tasks will vary based on the apprenticeship program they have 
entered, but there are also many commonalities:

	 •	 multiple-choice tests
	 •	 registration as an apprentice
	 •	 texts – reading to understand and find information
	 •	� time management – school schedules (classes, exams, etc.), punctuality, homework, 

school schedules vs. work schedules
	 •	 money management – less funds while in school as compared to working

Employment – ask yourself what does someone need to do when becoming or being 
employed? The tasks will obviously vary based on the sector and actual job, but there are some 
commonalities:

	 •	� workplace forms – applications, insurance forms, accident/incident forms,  
time sheets, etc.

	 •	� money management – pay cheque stubs/records, budgeting based on pay times 
(weekly, bi-weekly, semi-monthly)

	 •	 labour laws – what are employees’ rights?
	 •	 time management – work schedules, punctuality
	 •	 teamwork and working with others
	 •	 soft skills or work habits – self efficacy, self-confidence, grit, etc.
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So then what’s the difference between a task and  
a skill-building activity?
If a task is something done as part of a learner’s potential goal path requirements, a skill is the 
learned ability to carry out that task.

Skill-building activities are basically what can be found in the Learning Outcomes Matrix and 
Level Descriptions Manual (Essential Skills Ontario, formerly Ontario Literacy Coalition). They 
are the skills we need to be able to do real-life activities. 

In Understand and Use Numbers, sample skill-building activities are:

	 •	� Addition, subtraction, multiplication and division of numbers  
(not specific to any situation)

	 •	� Understanding numerical patterns and sequencing (e.g. house addresses being 
even on one side of the street and odd on the other)

	 •	 Estimating totals (e.g. teaching the concepts of rounding up or down)
	 •	� Understanding decimals, percents and fractions  

(e.g. what are the formulas, what do the values or parts mean)

In Find and Use Information (reading), sample skill-building activities are:

	 •	 Understanding phonics for word decoding
	 •	 Understanding word recognition techniques
	 •	 Understanding reading comprehension and reading between the lines
	 •	 Reading for various purposes (e.g. texts, pleasure, news)

In Find and Use Information (document use), sample skill-building activities are:

	 •	 Understanding the layout of documents (e.g. lists, charts, tables, memos)
	 •	 How to use and understand a table
	 •	 Understanding flow charts and diagrams
	 •	� Understanding the various synonyms used in forms  

(e.g. Surname, Last Name…Given Name, First Name)
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In Communicate Ideas and Information (oral communication), sample skill-building  
activities are:

	 •	� Understanding the steps in good communication (speaking and listening) and  
practice of these skills

	 •	 Informal language vs. formal language

In Communicate Ideas and Information (writing), sample skill-building activities are:

	 •	 How to print and cursive write
	 •	 Copying of texts
	 •	 Writing simple sentences
	 •	 Phonics and word recognition skills for spelling
	 •	 Spelling 

These are far from definitive lists, but they should be able to help you understand and start to 
identify the difference between skill-building activities and tasks.
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What is a task set as compared to a task?
When trying to find appropriate tasks for your learners on the LBS Task Portal  
http:// taskbasedactivitiesforlbs.ca/, it is really important to understand: What is a task set?

If you use the Measure Up website or the tasks found on the Ontario Skills Passport or, more 
importantly, the LBS Task Portal, it’s necessary to understand the difference between tasks and 
task sets.

So to start, it is important to understand that all the Ontario Adult Literacy Curriculum  
Framework (OALCF) competencies and the Essential Skills are interrelated and interdependent.  
You really cannot do one competency without involving other competencies. For example:

	 •	� It is difficult to interpret many documents without using some form of reading 
continuous text (even if only at a level 1). Now the task may focus on the document 
and may be written at a level 2, but you are also using reading continuous text at 
level 1. 

	 •	� In the Digital Technology competency, you cannot create an email without writing 
continuous text

	 •	� When understanding and using numbers, you can also be interpreting  
documents and reading continuous text

	 •	� In the Manage Learning competency, you will most likely also be involved in  
completing documents

	 •	 Try engaging with others and not using some form of communication

A task set is defined as a set of questions (a task is a question) that replicate an authentic  
experience a learner will have in any of the five goal paths.

When using the portal to look up tasks by skill level, remember the previous information. You 
will pull up a task set that has a few different tasks; at least one of these tasks will either be 
focussed on or will have the skill level and competency you have searched for as an embedded 
part of the task. 

http://taskbasedactivitiesforlbs.ca/
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It is acceptable to let a learner try a higher-level, embedded skill in a task where the main focus 
of the task is at the level they are working on.

What this means is it may take a few tries to find a task set that does have tasks with the main 
competency focus matching your search requirements.

For example, you may search for: 

	 “�Find and Use Information: A1. Read continuous text – A1.1 Read brief texts to locate 
specific details.” 

There will be a number of task sets that will appear, but several of these sets really focus on 
another skill like A2. Interpreting documents or C. Understand and Use Numbers, and may 
really be at a higher level focus. The reason for this is that the instructions on the tasks given 
in writing to the learner, or even some of the reading within a document, is written at a Level 
1 and is recognized as such. When searching for the best task sets for your learner, always read 
the task description to decide if it really matches your search.
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Developing a task
Keep this question in mind: Is this a skill-building activity or a task-based activity? To make 
it easier for everyone, think about it like your experience in school. You spent years building 
your skills, but to make them useful you actually had to use them in some way that is realistic. 
This concept explains why so many of us who took Calculus or Physics or Chemistry in high 
school can’t remember much about these subjects. We have never actually used the information.

Using the word “imagine” definitely takes the task out of the “authentic” category. Creating 
unrealistic tasks for the goal path is a problem. Asking a “trick” question for an employment 
task (a question that really doesn’t have an answer within the document) is not authentic to 
working on the job. When writing a task, always make sure to ask yourself the question: Would 
the worker do this on the job? (employment/apprenticeship) Would the learner do this in the 
classroom? (secondary school credits/post-secondary/apprenticeship) and Would the  
individual do this at home or in the community? (independence).

Your wording of a task will depend on the goal path. When dealing with the employment or 
apprenticeship goal paths, never use the word “you” in the task, as the learner does not do this 
job yet. Just reuse the name of the job. For example:

	� Instead of saying something like “you need to move the pipe,” you should say  
“the plumber needs to move the pipe.”

Wording in the independence goal path will deal with the individual, so the use of the word 
you is fine. You can also be used within the secondary school credits and post-secondary school 
goal paths because learners are familiar with the learning process. This means that they are 
currently learners and can understand being a student in a classroom. And the tasks will not 
be about the courses themselves, but about the information that leads to them. The use of the 
second person (you) can also sometimes be applied to the apprenticeship goal path – when the 
tasks are related to the classroom part of the job.

You may find some of the above faux pas on the portal. Please bring them to our  
attention by commenting on the actual task set.

Remember to follow the Task Writing Checklist from the workshop (see appendix 5-10).
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Gathering authentic documents/task ideas
In order to know if you have to gather more authentic documents, you need to analyze the 
usefulness of the documents you have:

	 •	� Are the documents timely? Do they have any information on them that dates them 
to previous years?

	 •	� Are they clear? While most documents don’t follow clear writing principles,  
some are still better suited for use with adult learners than others. For example,  
a document written in all upper case letters will be difficult to read.

	 •	� Are there a variety of different tasks you can have a learner do with  
this document?

	 •	� Do you have documents that are appropriate for the learners in your program?  
For example, do you have independence learners who are single but all your  
documents deal with children? Do you have learners who are on the employment 
path but all your documents deal with independence? Documents and tasks that 
are directly related to their goal path will be much more effective in engaging them 
in learning. Just because you can justify that the learner would need to follow a 
recipe, that’s not why they are in your program.

Also you can use the Document Checklist from the webinar (see appendix 3-1).
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You need more authentic documents and tasks for your 
learners’ goal paths...so now what do you do?
You don’t have to spend hours gathering documents and creating tasks. There are many places 
where you can find these materials. The first one, of course, is the task-based portal created by 
the QUILL Learning Network. Here are some other sites that can make your life much easier:

	� Measure Up (http://www.skillplan.ca/measure-up) – this site contains many task  
sets that cover employment and apprenticeship opportunities. It is written using 
Essential Skills language, but you can use the information in this guide to help transfer 
the current skills into OALCF language. These tasks focus mainly on Reading Text, 
Document Use and Numeracy and do not identify the other embedded tasks involved 
in completing these activities. The embedded tasks may include Reading Text or  
Document Use in a Numeracy task set, but will not be recognized. It is our goal that 
eventually all the task sets on Measure Up will have a cover sheet with OALCF  
language and will be found on the QUILL portal.

	 �Ontario Skills Passport (OSP) (http://www.skillszone.ca/cesl/search/index.cfm) – 
this site contains task sets (based on the Essential Skills) that cover secondary school 
credits (they can even be searched by course title), independence, employment, 
apprenticeship and financial literacy. Once again, it is the intent that eventually all the 
task sets on the OSP will have a cover sheet with OALCF language and will be found 
on the QUILL portal.

	� Canadian Language Benchmarks – It’s Essential site  
(http://www.itsessential.ca/itsessential/display_page.asp?page_id=382) – this site 
contains some authentic lesson plans and skill-building activities that can lead to task 
sets. The site is based on the Essential Skills and Canadian Language Benchmark (CLB) 
levels, but it’s a great site to give you ideas for creating tasks.

	� SkillPlan also has a number of workbooks related to various subjects that you can 
find on its website for purchase (http://www.skillplan.ca/tools-and-publications).

http://www.skillplan.ca/measure-up
http://www.skillszone.ca/cesl/search/index.cfm
http://www.itsessential.ca/itsessential/display_page.asp?page_id=382
http://www.skillplan.ca/tools-and-publications
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You can’t find any tasks or authentic documents  
related to the path of your learner...so what do you do?
You may have the need to occasionally not only create tasks, but also to find authentic  
documents that relate to those tasks. Most times, documents for independence can be found on 
the internet or in your everyday life, but for employment and apprenticeship you may need to 
gather authentic materials.

Gathering these documents is not as difficult as you may think. Have volunteers help you  
do this. Don’t forget that high school students need to get volunteer experience, so this is 
something you can ask them to do.

For employment tasks, research local businesses that employ people in the positions you need 
tasks for. Send out an email or postal letter to them requesting a ½ hour of their time so you 
can gather authentic documents and learn about authentic tasks done in this job for use in 
the classroom. Many employers are very open to this. If you plan to put these tasks up on the 
portal, you will need to get a release to use the authentic documents (see appendix 7-1 for a 
reprint permission request form).

Questions to ask the employer at face-to-face interviews (these questions can be easily  
modified depending on if you’re meeting with the employer, supervisor, or employee):

	 •	� Do you have any documents you use on the job – these can include time sheets, 
memos, posters, forms, etc.?

	 •	� What kinds of reading do you do on the job? If they need prompting, suggest: 
WHMIS, material handling information sheets, memos, policies, etc.

	 •	� What kinds of documents do you use on the job? If they need prompting, suggest: 
accident reports, insurance claim forms, pay cheque stubs, city forms, union forms, etc.

	 •	� What kind of problem solving do you have to do on your job? If they need  
prompting, suggest an example like: You have a rush job and something is wrong 
with the main shipment of materials you need to complete the job. How do you 
solve that problem? Or…You have a photocopy job to complete and the  
photocopier needs repairs. How do you solve the problem?
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	 •	� How do you generally find out information on the job to complete a new task or to 
learn about a new product?

	 •	� What kinds of math do you need to do on the job? If they need prompting, suggest: 
measuring, sequencing, calculations, percent, estimation, etc.

	 •	� Do you have to use technology in any way on your job? If they need prompting 
(many people just think of technology as using a computer or email), suggest:  
electronic calibrators, equipment that requires information to be inputted to  
complete jobs, cell phones, scanners, etc.

	 •	� Are you ever asked to speak in a group for your job? Suggest: staff meetings,  
training others, etc.

	 •	� Do you work independently or as part of a team? As part of a team, how do you 
communicate with each other? How do you solve any disagreements on the team?

This is not a definitive list. You are more than welcome to ask other questions and most of the 
time individuals will start sharing more information than you request!
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Levels of the task
OALCF levels are consistent with the Essential Skill levels. This is where you can start using 
Locate, Cycle, Integrate, and Generate that were explained in the webinar. These terms will be 
used and explained in more detail in this section of the Guide.

Levelling the task
Similar to the variances of opinion and confusion among practitioners when it came to 
levelling skills under the LBS Outcomes, there will be discussions and differences of opinion 
regarding the levelling of tasks. In the Ontario Adult Literacy Curriculum Framework 
(OALCF), because thinking skills are imbedded in each competency, you need to keep in  
mind the degree of thinking skills you are asking within the task. If you have made a  
problem-solving task within a locate task, then you have most likely raised the skill level to  
a 2. Practitioners should feel more comfortable with levelling tasks if they keep the following  
concepts in mind:

Level 1		�  Requesting or dealing with one piece of information in a variety of ways. It is a 
locate task (e.g. locate the answer to the task). Think of a deck of cards and this is 
comparable to being asked to “find the Ace of Spades”.

	 •	� In numeracy, level 1 is about dealing with one operation. If the operation is adding 
numerous numbers together, then that is still level 1. If it is about two separate 
operations requiring you to add numbers, then that is level 2. If it is one equation 
requiring two or more different operations, then the level raises to level 2 or more.

	 •	� If you are asking for one piece of information, but there are a few distractors (e.g., 
you ask about what will happen to an impatiens plant at 12 degrees Celsius or less 
and there are a few other sentences about degrees before or after that answer can be 
found) before the answer can be found within the document, you can raise the task 
to a level 2.
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	 •	� In anything where a table has been used you are automatically starting at a level 
2 because even if it seems like a simple table, the individual is required to use 
columns and rows to complete any task.

	 •	� You should be cautious when levelling tasks that require learners to draw  
inferences. How much of an inference is it? Is it just a step away from a  
direct match (e.g., “develop” in the document and the task uses the word  
“developing”) or is it a higher-level inference where the word is completely  
different (e.g. “develop” in the document and the task uses the word  
“creation”)? In the latter case, the required level of inference can bump the  
task level from the end of one level to the beginning of another.

	 •	� Caution is also given to where the answers are found within the document. If the 
answer is nearer the top of the document, it is easier but becomes more difficult the 
further into the document it is found. Combine the location of the answer with an 
inference or a distractor and you will have raised the level of the task.

Level 2 		�  Requesting or dealing with more than one piece of information in a variety of  
ways. This level of task requires a person to cycle and locate the answers to the 
task. Remember the information from level 1 that can increase the complexity and 
therefore the level of the task. Think of a deck of cards and level 2 is comparable to 
“find all four Aces.”

Level 3		�  Requesting or dealing with more than one piece of information in a variety of ways 
and then using that information in some way. This level requires a person to cycle 
and locate the answers and then use them in some way to complete the task. Think 
of a deck of cards and level 3 is comparable to “find all the Hearts and arrange 
them from Ace to King.”

When using a new document and creating tasks, just focus on creating good tasks. Then level 
them. Until you become comfortable creating tasks in general, you will likely struggle with 
developing different levels of tasks.  As a literacy practitioner, you will have a tendency to 
write tasks that are at the level of the learners you currently work with. For example, if you 
mostly work with Level 1 learners, you will probably have a tendency to write tasks at Level 1. 

Controlling the complexity of the task is how you can make it a low, middle or high level 1, 2, 
or 3 task.
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Further controlling complexity information 
The information in this section has been adapted from Controlling Complexity – Julia Lew and 
Michael Hardt – SkillPlan – BC Construction Industry Skills Improvement Council.

In previous pages, we mentioned some scenarios that can cause a task to be more  
difficult. Here, we will focus on these concepts.

Using the research and work done by Peter Mosenthal, Michael Hardt, and SkillPlan, the 
following is a summary of the controlling complexity information. For more details, you may 
purchase Controlling Complexity from SkillPlan.

There are four constructs of question structure1:

	 1.	Read It. Read or listen to the question.
	 2.	� Snap It. Snap the question into the given and requested parts.  

(Types of Requested Information or TORI)
	 3.	� Match It. Use the given information from the question to match it in the  

document. (Type of Match or TOM and Competing Information or CI)
	 4.	� Answer It. Answer the question. (Type of Processing or TOP)

1 Controlling Complexity – Julia Lew and Michael Hardt – SkillPlan – BC Construction Industry Skills Improvement 
Council
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Let’s start with the question, which is the Read It part:

	 “When is the start date for the contract?”

To Snap It:
	 Given: There is a start date for the contract.
	
	 Requested: When is that start date?
	
	� Now it’s important to look at how the information is requested. The simplest form is 

Who, as the Type of Requested Information is a person. How, Which, Why and finally 
What are the most difficult types of requested information as they are not direct 
matches like Where or When. What is the most difficult because it can refer to anything 
and is the most common type of requested information. It is important to teach learners 
that What questions will always have an accompanying word to give them a clue:

		
	 •	 what time is the meeting?
	 •	 what is the name of the bonding solution?
	 •	 what is the total of the invoice?

To review the Type of Match and Competing Information, look at the information on Levelling 
the Task (Page 15, as Type of Match can also be referred to as “inference.” The same goes for 
the information on Page 15 for “distractors,” as distractors can also be called Competing  
Information).

The main point is that as a task developer you have to make sure you are not just using the 
easiest or most difficult forms of TORI, TOM and CI. The reasoning is that in the real world or 
in academia, learners are not going to encounter only easy questions or only difficult questions; 
they need a variety of questions to be able to transfer their learned skills from the classroom. 
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The second point is that by using the TORI, TOM and CI concepts when reviewing tasks, you 
can re-write the task into easier or more difficult tasks without creating an entirely new task.

Example:	 •	 Who signs off on the contract?
		  •	 What is the name of the position that signs off on the contract?
		  •	� There are different positions responsible for each part of the contract,  

but what is the name of the position that signs off on the contact?

These examples go from a simpler level 1 task to a higher level 1 task and yet it’s really the 
same ultimate task.

Type of Processing (TOP) is the answering of the question. There are many takes on TOP, as 
everyone has their favourite way of processing. However, processing is more noticeable when 
a task involves sorting, comparing or explaining something.

To really think about this, Michael Hardt has you thinking about the Potato Salad Theory. 
It’s the idea that everyone has their favourite potato salad, and they like the flavour and 
texture they grew up with as children. They aren’t very fond of different or new versions. 
This happens with processing. And it will be most notable on questions that ask a learner to 
“explain” and “compare.” As a practitioner, you just have to accept that everyone has a  
favourite potato salad. Follow the handouts from the workshop on the various complexity 
levels on processing.

Answer Sheet

Developing an Answer Sheet is important for numeracy tasks and very helpful for all tasks.  
It is one way for other practitioners to review the tasks for you to see if they can come up with 
the same answer. An Answer Sheet also makes it easier for the next practitioner using the task 
set to mark their learners’ answers. 
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Vetting your task
You have reviewed and revised your tasks and task sets. The question seems clear and you 
have written your own answer sheet (the answer sheet is important for numeracy questions). 
The question you now have to ask yourself is: “Is my task ready to be used?” All of us would 
like to think that we can write a question or task for learners, as many of us have done it for 
years. The problem is that a task that seems crystal clear to us may not always be crystal clear 
to another individual answering your task. This is why it is important to have your fellow 
practitioners attempt to answer your tasks.

Is it okay to just have colleagues review the task for wording? The simple answer is no. A 
task’s wording may be excellent, but the intended answer is hard to find within the document. 
This means if you do not have another person (two or more is best, but one person in a pinch 
will do) review it, you don’t know if the task will be answered the way you were expecting  
(or if it even can be answered). It is the same reasoning behind the suggestion that you never 
try to edit your own work – chances are you will always read what you intended to put there 
and miss the necessary edits.

Even when a task seems to involve a simple calculation, you’d be surprised how often others 
struggle to find the correct answer (and we’re not just saying it’s because math scares them ). 
It doesn’t mean the task concept is bad, it just means the task needs re-wording.
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Summation
It may seem like there are a lot of things to keep in mind when writing a task. And you may 
feel like all the information is overwhelming. At first it takes a bit of time, but with practice  
it will mostly come naturally. You may forget things here and there (e.g., using “you” in  
employment tasks or overuse of the word “what”), but you will end up making better  
questions to demonstrate your learners’ skills and to show progress within your program.

The best thing about learning to create tasks is that everyone can share their tasks and the  
task-based portal will continue to grow. The portal is for practitioners and supported by  
practitioners…pat yourself on the back for taking the first step!
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PowerPoint Presentation: Task-Based Activity Development - Introduction
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PowerPoint Presentation: Task-Based Activity Development - Introduction
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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PowerPoint Presentation: Task-Based Activity Development - Part One
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2-1: Task Template with Performance Descriptors - Page 1

OALCF	
  Task	
  Cover	
  Sheet	
  

	
  

	
  

	
  

	
  

	
  

Task	
  Title:	
  [Calibri	
  12	
  pt	
  not	
  bold]	
  

Learner	
  Name:	
  
	
  
	
  

Date	
  Started:	
   	
   	
   	
   	
   	
   Date	
  Completed:	
  
	
  
	
  
Successful	
  Completion:	
   Yes___	
  	
   No___	
  

Goal	
  Path:	
  Employment___	
  Apprenticeship___	
  Secondary	
  School	
  	
  	
  	
  	
  	
  	
  	
  Post	
  Secondary	
  	
  	
  	
  	
  	
  	
  	
  	
  Independence___	
  

[!bold	
  checkmark	
  after	
  the	
  appropriate	
  goal	
  path(s),	
  remove	
  the	
  underline	
  there	
  to	
  keep	
  it	
  tidy]	
  

Task	
  Description:	
  
[Calibri	
  12	
  pt	
  not	
  bold]	
  

Competency:	
  
A:	
  Find	
  and	
  Use	
  Information	
  	
  
[sample	
  only,	
  list	
  each]	
  
	
  

Task	
  Group(s):	
  
A1:	
  Read	
  continuous	
  text	
  [sample	
  only,	
  list	
  each]	
  
	
  

Level	
  Indicators:	
  
A1.1:	
  	
   Read	
  brief	
  texts	
  to	
  locate	
  specific	
  details	
  [sample	
  only,	
  list	
  each]	
  
	
  

Performance	
  Descriptors:	
  see	
  chart	
  on	
  last	
  page	
  	
  

Materials	
  Required:	
  
• [Calibri	
  12	
  pt,	
  1.15	
  line	
  spacing]	
  

	
  

**Before sending the task to QUILL to be uploaded to the Task-Based Activities Portal, you are 
responsible to follow the following process: 

" Submit it on the template provided on the portal in Instructions and Tips 
" Each task-based activity must be completed by two practitioners checking for edits, missing 

steps, accuracy of competencies and levels, and inclusion of a correct answer key 
" Each must be successfully completed by a learner 

	
  

To download this template go to http://taskbasedactivitiesforlbs.ca/instructions and 
click on the Task Template link under Instructions and Tips.



The Practitioner’s Guide to Developing Tasks | Appendix 2     37  

2-1: Task Template with Performance Descriptors - Page 2
	
  

Task	
  Title:	
  [Calibri	
  12	
  pt]	
  

[This section to be given to the learner is written in Book Antiqua, 12 pt font. Set up each task with a 
hanging indent of 1”.  Any provided documents should not be edited for language, font size, etc. to 
maintain authenticity.] 

Learner Information and Tasks:  

Task 1: [First task. If answers are to be written on this page, ensure that you leave enough room 
between each task. Lines should be double-spaced.] 

Task 2: [Second task. Continue this list as necessary.] 
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2-1: Task Template with Performance Descriptors - Page 3

Task	
  Title:	
  [Calibri	
  12	
  pt]	
  

Answer	
  Key	
  

Task	
  1:	
   [Answer	
  for	
  first	
  task.	
  Show	
  steps	
  to	
  the	
  answer	
  if	
  possible,	
  for	
  instance	
  how	
  a	
  calculation	
  was	
  
made.	
  The	
  final	
  answer	
  should	
  be	
  in	
  bold	
  so	
  it	
  is	
  easier	
  for	
  the	
  practitioner	
  to	
  see.]	
  

Task	
  2:	
   [Second	
  task.	
  Continue	
  this	
  list	
  as	
  necessary.]	
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2-1: Task Template with Performance Descriptors - Page 4

Task	
  Title:	
  [Calibri	
  12	
  pt]	
  
	
  

Performance	
  Descriptors	
  

N
ee
ds
	
  W

or
k	
  

Co
m
pl
et
es
	
  t
as
k	
  

w
it
h	
  
su
pp
or
t	
  

fr
om

	
  p
ra
ct
it
io
ne
r	
  

Co
m
pl
et
es
	
  t
as
k	
  

in
de
pe
nd

en
tl
y	
  

A1.1	
   • Identifies	
  the	
  main	
  idea	
  in	
  brief	
  texts	
  [sample	
  –	
  list	
  each	
  
separately	
  in	
  Calibri	
  12	
  pt,	
  see	
  the	
  list	
  below	
  of	
  all	
  the	
  
performance	
  Descriptors	
  to	
  cut	
  and	
  paste	
  them	
  into	
  this	
  
form]	
  

	
   	
   	
  

	
   • 	
   	
   	
   	
  

	
   • 	
   	
   	
   	
  

	
   • 	
   	
   	
   	
  

	
   • 	
   	
   	
   	
  

	
  

This	
  task:	
  	
  	
  	
  	
  	
  was	
  successfully	
  completed___	
  	
   	
   needs	
  to	
  be	
  tried	
  again___	
  

	
  

Learner	
  Comments	
  

	
  

	
  

	
  

	
  

____________________________	
   	
   	
   	
   	
   	
   _________________________	
  
Instructor	
  (print)	
   	
   	
   	
   	
   	
   	
   	
   Learner	
  Signature	
  

In the original template, there are several pages containing all of the performance 
descriptors that could be copied and pasted into the chart above. They were removed 
from this document to save space, but you can find them in the template online.!
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PowerPoint Presentation: Task-Based Activity Development - Part Two
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PowerPoint Presentation: Task-Based Activity Development - Part Two
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PowerPoint Presentation: Task-Based Activity Development - Part Two
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PowerPoint Presentation: Task-Based Activity Development - Part Two
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PowerPoint Presentation: Task-Based Activity Development - Part Two
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3-1: Document Checklist
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3-2: Exercise 1 - Document A 
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3-3: Exercise 1 - Document B
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3-4: Exercise 1 - Document C
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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PowerPoint Presentation: Task-Based Activity Development - Part Three
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4-1: Question Words and TORI
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4-2: Exercise 2 - Worker Focused Tasks Worksheet
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four



The Practitioner’s Guide to Developing Tasks | Appendix 5     67  

PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four
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PowerPoint Presentation: Task-Based Activity Development - Part Four



78     The Practitioner’s Guide to Developing Tasks | Appendix 5

PowerPoint Presentation: Task-Based Activity Development - Part Four
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5-1: Mosenthal Taxonomy - Scaffolding and the Learning Ladder
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5-2: Exercise 3 - Improving Tasks Worksheet - Page 1
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5-2: Exercise 3 - Improving Tasks Worksheet - Page 2
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5-3: Exercise 4 - Rewriting Tasks Document
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5-4: Exercise 4 - Rewriting Tasks Worksheet
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5-5: Lego Building Instructions - Page 1

From: MOVING FORWARD Curricula and Resources for Learners on the Independence Goal Path 
 

	
  

OALCF	
  Task	
  Cover	
  Sheet	
  

Task	
  Title:	
  Writing	
  Lego	
  Building	
  Instructions	
  

Learner	
  Name:	
  
	
  
	
  

Date	
  Started:	
   	
   	
   	
   	
   	
   Date	
  Completed:	
  
	
  
	
  
Successful	
  Completion:	
   Yes___	
  	
   No___	
  

Goal	
  Path:	
  	
  Employment	
  ! 	
  	
  	
  Apprenticeship	
  ! 	
  	
  	
  Secondary	
  School	
  ! 	
  	
  	
  Post	
  Secondary	
  ! 	
  	
  	
  Independence	
  ! 	
  

Task	
  Description:	
  
Learners	
  design	
  and	
  build	
  an	
  original	
  object	
  from	
  Lego	
  or	
  other	
  building	
  blocks.	
  They	
  will	
  write	
  out	
  step-­‐by-­‐
step	
  directions	
  for	
  another	
  learner	
  (or	
  practitioner)	
  to	
  duplicate	
  the	
  object.	
  They	
  will	
  use	
  the	
  other	
  learner’s	
  
written	
  directions	
  to	
  build	
  a	
  second	
  object.	
  At	
  the	
  end	
  they	
  will	
  review	
  each	
  other’s	
  finished	
  models	
  and	
  
discuss	
  the	
  clarity	
  and	
  accuracy	
  of	
  the	
  written	
  instructions.	
  

Competency:	
  
A:	
   Find	
  and	
  Use	
  Information	
  
B:	
   Communicate	
  Ideas	
  and	
  Information	
  

Task	
  Group(s):	
  
A1:	
   Read	
  continuous	
  text	
  
B1:	
   Interact	
  with	
  others	
  
B2:	
   Write	
  continuous	
  text	
  
B3	
   Complete	
  and	
  create	
  documents	
  

Level	
  Indicators:	
  
A1.2:	
   Read	
  texts	
  to	
  locate	
  and	
  connect	
  ideas	
  and	
  information	
  	
  
B1.2:	
  	
   Initiate	
  and	
  maintain	
  interactions	
  with	
  one	
  or	
  more	
  persons	
  to	
  discuss,	
  explain,	
  or	
  exchange	
  

information	
  and	
  opinions	
  	
  
B2.1:	
  	
   Write	
  brief	
  texts	
  to	
  convey	
  simple	
  ideas	
  and	
  factual	
  information	
  	
  
B3.1b:	
  	
  Create	
  very	
  simple	
  documents	
  to	
  display	
  and	
  organize	
  a	
  limited	
  amount	
  of	
  information	
  

Performance	
  Descriptors:	
  See	
  chart	
  on	
  last	
  page	
  

Materials	
  Required:	
  
• Learner	
  instructions	
  and	
  information	
  (next	
  page)	
  
• Blank	
  paper,	
  pencil	
  and	
  eraser	
  
• A	
  pair	
  of	
  matching	
  sets	
  of	
  6	
  Lego	
  blocks	
  in	
  baggies	
  (you	
  can	
  use	
  more	
  Lego,	
  but	
  this	
  increases	
  time	
  and	
  
difficulty).	
  You	
  can	
  use	
  any	
  combinations	
  of	
  blocks	
  as	
  long	
  as	
  they	
  are	
  varied	
  in	
  size,	
  shape,	
  and	
  colour	
  
(maximum	
  two	
  alike	
  or	
  the	
  assignment	
  will	
  be	
  too	
  simple).	
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5-5: Lego Building Instructions - Page 2

From: MOVING FORWARD Curricula and Resources for Learners on the Independence Goal Path 

	
  

	
  

Task	
  Title:	
  Writing	
  Lego	
  Building	
  Instructions	
  

Learner	
  information	
  and	
  instructions:	
  

For this activity you will be writing building directions for someone else to use to re-create the object 
that you have designed. They will not know what the final object should look like. You will also be 
following their directions on how to build something.  

 

Task 1: Decide what type of object you want to build with your bag of building pieces (Lego). It 
will be an abstract version of the object (meaning not very much detail). It could be 
something like a bridge, animal, house, etc. You must use all of the pieces.  

 

Task 2: Start building your object, writing down the step-by-step instructions as you go. Do not 
include any hints about your object in the instructions. For instance, write “Place red 
blocks around outside edge of the flat green piece” and not “use the red blocks for the 
walls of the house”. 

When your instructions are complete, take your object apart. Put all of the blocks and 
your instructions back in the bag.  

 

Task 3: Trade bags with someone else. Using the instructions they have written, try to rebuild 
their object. What is the object? 

            

 

Task 4: When both you & your partner have finished, look at each other’s completed objects. 
Talk about what was clear in the written instructions and how they could be improved. 

 

Task 5: Re-write your instructions to be more clear and easy to follow. 
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5-5: Lego Building Instructions - Page 3
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Task	
  Title:	
  Writing	
  Lego	
  Building	
  Instructions	
  

Performance	
  Descriptors	
  

N
ee

ds
	
  W

or
k	
  

Co
m

pl
et

es
	
  ta

sk
	
  

w
it
h	
  

su
pp

or
t	
  

fr
om

	
  p
ra

ct
it
io

ne
r	
  

Co
m

pl
et

es
	
  ta

sk
	
  

in
de

pe
nd

en
tl
y	
  

A1.2	
   • Reads	
  texts	
  to	
  locate	
  and	
  connect	
  ideas	
  and	
  information	
   	
   	
   	
  

	
  
• Makes	
  connections	
  between	
  sentences	
  and	
  between	
  
paragraphs	
  in	
  a	
  single	
  text	
   	
   	
   	
  

	
   • Scans	
  text	
  to	
  locate	
  information	
   	
   	
   	
  

	
   • Makes	
  low-­‐level	
  inferences	
   	
   	
   	
  

B1.2	
  
• Initiate	
  and	
  maintain	
  interactions	
  with	
  one	
  or	
  more	
  persons	
  to	
  
discuss,	
  explain,	
  or	
  exchange	
  information	
  and	
  opinions	
   	
   	
   	
  

	
  
• Shows	
  an	
  awareness	
  of	
  factors	
  that	
  affect	
  interactions,	
  such	
  as	
  
differences	
  in	
  opinions	
  and	
  ideas,	
  and	
  social	
  linguistic	
  and	
  
cultural	
  differences	
   	
   	
   	
  

	
   • Demonstrates	
  some	
  ability	
  to	
  use	
  tone	
  appropriately	
   	
   	
   	
  

	
   • Rephrases	
  to	
  confirm	
  or	
  increase	
  understanding	
   	
   	
   	
  

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

B2.1	
   • Write	
  brief	
  texts	
  to	
  convey	
  simple	
  ideas	
  and	
  factual	
  information	
   	
   	
   	
  

	
   • Writes	
  simple	
  texts	
  to	
  request,	
  remind	
  or	
  inform	
   	
   	
   	
  

	
   • Conveys	
  simple	
  ideas	
  and	
  factual	
  information	
   	
   	
   	
  
	
   • Demonstrates	
  a	
  limited	
  understanding	
  of	
  sequence	
   	
   	
   	
  

	
   • Uses	
  highly	
  familiar	
  vocabulary	
   	
   	
   	
  

B3.1b	
  
• Create	
  very	
  simple	
  documents	
  to	
  display	
  and	
  organize	
  a	
  limited	
  
amount	
  of	
  information	
   	
   	
   	
  

 
• Organizes	
  lists	
  to	
  suit	
  purpose	
  (e.g.	
  chronologically,	
  
alphabetically,	
  numerically,	
  sequentially)	
   	
   	
   	
  

 • Presents	
  text	
  and	
  numbers	
  below	
  one	
  or	
  more	
  headings	
  in	
  lists	
   	
   	
   	
  

	
  

This	
  task:	
  	
  was	
  successfully	
  completed___	
  	
   	
   needs	
  to	
  be	
  tried	
  again___	
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OALCF	
  Task	
  Cover	
  Sheet	
  

Task	
  Title:	
  	
   CAAT	
  Preparation	
  Test	
  

Learner	
  Name:	
  

	
  

Date	
  Started:	
   	
   	
   	
   	
   	
   Date	
  Completed:	
  

	
  

Successful	
  Completion:	
   Yes___	
  	
   No___	
  

Goal	
  Path:	
  Employment	
  ___	
  	
  Apprenticeship___	
  	
  Secondary	
  School	
  	
  √	
  	
  Post	
  Secondary	
  √	
  	
  	
  Independence	
  ___	
  

Task	
  Description:	
  

Learners	
  are	
  required	
  to	
  complete	
  a	
  multiple	
  choice	
  test.	
  

Competency:	
  

A:	
  	
  Find	
  and	
  Use	
  Information	
  

C:	
  	
  Understand	
  and	
  Use	
  Numbers	
  

Task	
  Group(s):	
  

A1:	
  	
  Read	
  continuous	
  text	
  

C3:	
  	
  Use	
  measures	
  

C4:	
  	
  Manage	
  data	
  

Level	
  Indicators:	
  

A1.1:	
  	
  	
   Read	
  brief	
  texts	
  to	
  locate	
  specific	
  details	
  

C3.1:	
   Measure	
  and	
  make	
  simple	
  comparisons	
  and	
  calculations	
  

C3.2:	
   Use	
  measures	
  to	
  make	
  one	
  step	
  calculations	
  

C4.1:	
   Make	
  simple	
  comparisons	
  and	
  calculations	
  

Performance	
  Descriptors:	
  see	
  chart	
  on	
  last	
  page	
  

Materials	
  Required:	
  

• Paper	
  and	
  Pen	
  

• Calculator	
  

• Question	
  and	
  Answer	
  Sheets	
  (attached)	
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Task	
  Title:	
   	
   CAAT	
  Preparation	
  Test	
  

Task	
  Description:	
   Learners	
  are	
  required	
  to	
  complete	
  a	
  multiple	
  choice	
  test.	
  

 

In order to get into a Post-Secondary diploma course, learners must have either a High School 
Diploma, ACE certificate or a GED certificate.   Being able to read and answer multiple choice tests 
requires good test-taking skills.   

 

Task 1:  Read the questions below.  

 

Task 2:  Calculate the answer.  

 

Task 3:  Choose the correct answer for each question and fill it in on the answer blank. 

 

 

1.   The number 2,400,000 is written: 

a) Two billion four hundred million 

b) Two million four hundred thousand 

c) Two thousand four hundred million 

d) Two million four thousand 

 2.    8,754 + 430 + 3 + 2006  

a) 11,183 

b) 10,193 

c) 10,183 

d) 11,193 

3.    109,604 – 7,859 

a) 102,745 

b) 101,755 

c) 101,745 

d) 101,245 

 4.    805 x 506 

a) 407,330 

b)  45,080 

c) 43,010 

d) 412,390 
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5.    16,258 ÷ 32 

a) 58 r2 

b) 508 r2 

c) 580 r2 

d) 5,082 

 

6.     641 + 0.601 + 3 + 0.8 

a) 0.645401 

b) 1.253 

c) 0.1253 

d) 645.401 

7.     807 - 0.851 

a) 806.851 

b) 806.151 

c) 806.149 

d) 807.249 

 

 8.      0.003 x 0.02     

a) 0.006 

b) 0.00006 

c) 0.6 

d) 0.600 

 

9.      24 ÷ 0.08    

a) 3.0 

b) 300 

c) 30 

d) 0.300 

 

 10.      4 ¾ + 6 ⅔     

a) 10 5/7 

b) 10 5/12 

c) 11 5/12 

d) 10 6/12 or 10 1/2 

 

11.      26 1/6 - 5/6     

a) 25 4/6 or 25 2/3 

b) 26 4/6 or 26 2/3 

c) 25 1/6 

d) 25 2/6 or 25 1/3 

 12.      2 ¾ x 6 ⅔     

a) 12 1/12 

b) 12 5/12 

c) 18 1/3 

d) 14 2/3 

13.      2 ¾ ÷ 6 7/8     

a) 12 1/12 

b) 2/5 

c) 18 1/3 

d) 14 2/3 

 

 14.      40% of something is:      

a) 1/2 

b) 1/5  

c) 1/4 

d) 2/5 
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15. 9 to 27 is the same as 1 is to what 
number?      

a) 9  

b) 4 

c) 3 

d) 6 

 16.      Write 1% as a decimal      

a)  0.1 

b) 1.0 

c) 0.01 

d) 0.10 

17.     2y + y + 6 – 3y      

a) 3y + 6 

b) 9y 

c) 6 

d) 6y 

 

 18.    6a – 9 =  3a  + 3 

a) a=1 1/3 

b) a=2 

c) a=4 

d) a=3 

 

19.     8 - 12 = 

a) -4 

b) -20 

c) 4 

d) 0 

 20.    (-6) x 3 = 

a) -9 

b) 18 

c) 9 

d) -18 

21.     

a) 0.8 

b) 8 

c) 6.4 

d) 32 

 

 22.      a   +  a 

a) a2 

b) 2a 

c) 2a 

d) a 

 

23.     If       =     then a  = 

a)   b)    c)    d)  
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Word	
  Problems	
  

1. Sandra saved $896.00 to go on a trip. The round trip cost $349.99. Her meals cost $125.50. Her 
expenses were $94.69. How much did she have left when she returned? 

a) $570.18 

b) $327.80 

c) $325.82 

d) $328.20 

 
2. Joan’s yearly rent is $4,773.48. What is her monthly rent? 

a) $397.79 

b) $477.34 

c) $795.58 

d) $400.00 

 
3. Alice bought a dress for $56.00. She had to pay 13% tax. How much tax did she have to pay? 

a) $63.28 

b) $44.80 

c) $7.28 

d) $48.72 

 
4. Fran needed ribbon for some crafts she was making. She needed 1.5 metres, 0.75 metres, 0.5 

metres and 2 metres. How much did she have to buy? 

a) 2.95 

b) 4.82 

c) 4.75 

d) 3.75 

 
5. You got a mark of 28 out of 40 on a test. What percent is this? 

a) 56 

b) 70 

c) 60 

d) 40 
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6. Apples cost $1.19 per pound. How much change would you get from a $20.00 bill if you bought 
3 pounds of apples? 

a) $18.81 

b) $3.57 

c) $16.43 

d) $17.43 

 

7. You have 5 quarters, 6 dimes, 12 nickels and 3 pennies. How many cents do you have in total? 

a) 200 

b) 258 

c) 245 

d) 248 

 

8. At Brock High School, there are three times as many females as males. If there are 240 females 
in the school, how many males are in the school? 

a) 720 

b) 80 

c) 60 

d) 42 

9. Your living room floor is 5 metres long and 4 metres wide. How many square metres of carpet 
do you need to cover the floor? 

a) 9 

b) 18 

c) 20 

d) 25 

 
10. A bedroom is 12m2. How much will carpet cost if the purchase price is $14.95 a square metre? 

a) $180.00 

b) $179.40 

c) $179.30 

d) $44.75 
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11. If a dress regularly priced at $36.50 is reduced 30%, the reduced price will be? 

a) $25.55 

b) $10.95 

c) $26.95 

d) $26.65 

 
12. Anna spent 25% of her take home pay on her rent. How much was her rent if her take home 

pay was $1,800? 

a) $400 

b) $350 

c) $900 

d) $450 

 
13. Jan borrowed $4,000 to buy a car. The interest rate was 8.9% per year. Approximately how 

much interest will Jan have to pay in the first year? 

a) $300 

b) $400 

c) $360 

d) $36 

14. At store A, tomato paste costs $1.19 for 3 cans. At store B 2 cans sell for $.89. Which store is 
cheaper and by how much is it cheaper if you can buy 6 cans? 

a) $.89 at store A 

b) $.29 at store A 

c) $.29 at store B 

d) Both the same 

 
15. Amy had 3 tests in French. She got 13 out of 15 on one, 21 out of 25 on another and 17 out of 20 

on the last one. What percentage did she get? 

a) 75% 

b) 45% 

c) 60% 

d) 85% 
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16. A cook uses 2 cups of white flour, 1cup of sugar and 1 cup of bran for a muffin mixture. If she 
wants 16 cups of mixture, then how many cups of white flour will she use? 

a) 6 

b) 4 

c) 12 

d) 8 

 

17.  

 

 

 

 

 

 

 

 

How many one-metre sections are needed to cover this area? 

 

a) 80 

b) 26 

c) 68 

d) 34 

 

 

 

10 m   

 

 

2 m   8 m 

 

 

 

6 m   
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Answer	
  blank	
  
	
  

Mathematical Skills Word Problems 

    

Question Answers Question Answers 

1  1  

2  2  

3  3  

4  4  

5  5  

6  6  

7  7  

8  8  

9  9  

10  10  

11  11  

12  12  

13  13  

14  14  

15  15  

16  16  

17  17  

18    

19    

20    

21    

22    

23    
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Answers	
  
	
  

Mathematical Skills Word Problems 

    

Question Answers Question Answers 

1 B 1 C 

2 D 2 A 

3 C 3 C 

4 A 4 C 

5 B 5 B 

6 D 6 C 

7 C 7 D 

8 B 8 B 

9 B 9 C 

10 C 10 B 

11 D 11 A 

12 C 12 D 

13 B 13 C 

14 D 14 B 

15 C 15 D 

16 C 16 D 

17 C 17 C 

18 C   

19 A   

20 D   

21 B   

22 B   

23 D   
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 Task	
  Title:	
  	
  CAAT	
  Preparation	
  Test	
  

 

Performance	
  Descriptors	
  

N
ee
ds
	
  W

or
k	
  

Co
m
pl
et
es
	
  ta
sk
	
  w
it
h	
  

su
pp

or
t	
  f
ro
m
	
  

pr
ac
ti
ti
on

er
	
  

Co
m
pl
et
es
	
  ta
sk
	
  

in
de
pe
nd

en
tl
y	
  

A1.1:	
   • Reads	
  short	
  texts	
  to	
  locate	
  a	
  single	
  piece	
  of	
  information	
   	
   	
   	
  

C3.1:	
   	
   • Adds	
  and	
  subtracts	
  whole	
  number	
  measurements	
   	
   	
   	
  

	
   • Recognizes	
  values	
  in	
  number	
  and	
  word	
  format	
   	
   	
   	
  

	
   • Chooses	
  appropriate	
  units	
  of	
  measurement	
  (e.g.	
  
centimetres,	
  metres,	
  kilometres)	
  

	
   	
   	
  

	
   • Uses	
  common	
  standard	
  units	
  (e.g.	
  metres,	
  inches)	
  and	
  
non-­‐standard	
  units	
  (e.g.	
  paces,	
  cupfuls,	
  spoonfuls)	
  

	
   	
   	
  

	
   • Identifies	
  and	
  performs	
  required	
  operation	
   	
   	
   	
  

	
   • Interprets	
  and	
  represents	
  measures	
  using	
  whole	
  
numbers,	
  decimals,	
  and	
  simple	
  common	
  fractions	
  

	
   	
   	
  

	
   • 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	
   	
   	
   	
  

C3.2:	
   • Calculates	
  using	
  numbers	
  expressed	
  as	
  whole	
  numbers,	
  
fractions,	
  decimals,	
  percentages,	
  and	
  integers	
  

	
   	
   	
  

	
   • 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)	
  

	
   	
   	
  



98     The Practitioner’s Guide to Developing Tasks | Appendix 5

5-6: CAAT Preparation Test - Page 12

12 
 

C4.1:	
   • Adds	
  and	
  subtracts	
  whole	
  number	
  measurements	
   	
   	
   	
  

	
   • Recognizes	
  values	
  in	
  number	
  and	
  word	
  format	
   	
   	
   	
  

	
   • Understands	
  numerical	
  order	
   	
   	
   	
  

	
   • Identifies	
  and	
  performs	
  required	
  operation	
   	
   	
   	
  

	
   • Begins	
  to	
  interpret	
  integers	
   	
   	
   	
  

	
   • Makes	
  simple	
  estimates	
   	
   	
   	
  

	
   • Interprets	
  and	
  represents	
  values	
  using	
  whole	
  numbers,	
  
decimals,	
  and	
  simple	
  common	
  fractions	
  

	
   	
   	
  

	
   • Follows	
  apparent	
  steps	
  to	
  reach	
  solutions	
   	
   	
   	
  

	
   • Uses	
  strategies	
  to	
  check	
  accuracy	
   	
   	
   	
  

	
  

This	
  task:	
  	
  	
  	
  was	
  successfully	
  completed___	
  	
  	
  	
   	
   needs	
  to	
  be	
  tried	
  again___	
  

	
  

	
  

Learner	
  Comments	
  

	
  

	
  

	
  

	
  

____________________________	
   	
   	
   	
   	
   	
   _________________________	
  

Instructor	
  (print)	
   	
   	
   	
   	
   	
   	
   	
   Learner	
  Signature	
  



The Practitioner’s Guide to Developing Tasks | Appendix 5     99  

5-7: Bus and Train Schedule - Page 1



100     The Practitioner’s Guide to Developing Tasks | Appendix 5

5-7: Bus and Train Schedule - Page 2



The Practitioner’s Guide to Developing Tasks | Appendix 5     101  

5-7: Bus and Train Schedule - Page 3



102     The Practitioner’s Guide to Developing Tasks | Appendix 5

5-7: Bus and Train Schedule - Page 4



The Practitioner’s Guide to Developing Tasks | Appendix 5     103  

5-7: Bus and Train Schedule - Page 5



104     The Practitioner’s Guide to Developing Tasks | Appendix 5

5-8: Glaziers Windshield Repair OSP Sample - Page 1

1

1. Tasks

Go to the Web page www.bestglass.com and click on the link for Facts & FAQ.
Listen to the customer’s questions in the Tasks below.

Task 1 Listen to AUDIO1.

“They tell me I have a 4-inch Star Break in my
windshield and I have been told by another
autobody shop that my windshield can be
repaired rather than replaced. Please have a
look at the windshield and give me your
opinion.”

a) When you are ready, record your
response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to the glazier talking
in AUDIO 6.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.
Oral Communication

Glaziers repair/remove and install windshields in vehicles that require
repairs. They are prepared to answer customer questions.

Glaziers
Windshield Repair

Glaziers cut, fit, install and replace glass in residential,
commercial and industrial buildings, on exterior walls of
buildings and other structures and in furniture and other
products. They are employed by construction glass
installation contractors, retail service and repair shops and
glass fabrication shops, or they may be self-employed. To
learn more about this occupation, click here.

Check out the VECTOR work video before completing
the tasks. Choose video or video with subtitles.

Web Page

NOC 7292 – Glaziers

Essential Skills Focus
1 2 3

Oral Communication � � �

Finding Information � � �

Recorded Tasks and 
Responses

Video
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Task 2 Listen to AUDIO 2
“How long will it take to replace my windshield?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO 7.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.
Oral Communication

Task 3 Listen to AUDIO 3
“I need my car by noon today. It is 9:00 a.m. now. Is there any way I can
have it back and safely drive it by then?  Can you explain how this can be
done?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO 8.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.
Oral Communication and Finding Information

Glaziers
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Task 4 Listen to AUDIO 4
“My Insurance Company recommends OEM glass for windshield
replacement. What is OEM glass and why is it important?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO 9.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.
Oral Communication and Finding Information

Task 5 Listen to AUDIO 5
“How do you ensure proper installation?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO10.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.
Oral Communication and Finding Information
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Facts and Frequently Asked Questions 
Below is a listing of the most frequently asked questions we encounter. Please click the
specific question to see the answer.

1. Can my windshield be repaired or do I need to replace it?

2. Does my windshield really protect me?

3. What is OEM glass?

4. What are FMVSS and why are they important to me?

5. How long will it take to replace my windshield?

6. What should I look for when my windshield is replaced?

7. What kind of warranty should I expect?

8. How soon can I drive my car after my glass is replaced?

9. How soon can I wash my vehicle?

10. I just had my windshield replaced. How do I know if it was done right?

11. I called around and got cash prices on my windshield. Why is there such a big 
difference in price?

12. How can some companies afford to waive my deductible, give me free dinners 
and still do quality work?

13. This is my third broken windshield.Will my insurance rates go up if I get it replaced?

14. What is the Consumers Right to Choose?

15. What is safety glass and why do I need it in my home or office?

16. What are dual pane/insulated units?

17. Only 1 side of my dual pane window broke, so why do I have to replace both pieces?

1. Can my windshield be repaired or do I need to replace it? The National Glass Association
recommends that any windshield damage be fixed as soon as possible. Most ‘dings’ or
‘chips’ can be repaired if the damage is not in the driver’s line of vision and is smaller than
the size of a 50 cent piece, including any cracks.This could save you or your insurance
company hundreds of dollars. If the break is larger or in the drivers line of vision, most
insurance companies recommend replacement. Best Glass provides both services for your
convenience.

Back to Top 

2. Does my windshield really protect me? Yes.Your windshield was designed as the number
one safety restraint system in your vehicle. Auto manufacturers say your windshield provides
up to 60 percent of the roof crush protection in a rollover accident. It also provides the
backstop support for your passenger-side airbag in a front-end collision. If your windshield
pops out in a collision or rollover, you could be ejected or crushed. It’s important to know
who’s replacing your windshield.Your life could depend on it.

Back to Top 

NOC 7292 – Glaziers

Web Page

Retrieved from http://www.bestglass.com



108     The Practitioner’s Guide to Developing Tasks | Appendix 5

5-8: Glaziers Windshield Repair OSP Sample - Page 5

5

3. What is OEM glass? OEM stands for Original Equipment Manufacture. OEM glass is
produced from original equipment-style tooling and meets the manufacturer specifications
for safety and quality. Only OEM glass can insure proper fit and finish which greatly reduces
the possibility of air or water leaks. Most importantly, only OEM glass is designed specifically
to meet the safety standards necessary for your protection in an accident.You should always
use OEM glass to insure your safety. If you are making an insurance claim to pay for your
windshield replacement, you are most likely entitled to OEM glass.You’ve paid for it in your
policy.

Back to Top 

4. What are FMVSS and why are they important to me? FMVSS stands for Federal Motor
Vehicle Safety Standards.They are standards set by the National Highway Traffic Safety
Association relating to vehicle safety. A number of these standards set minimum
requirements for windshield retention in vehicle accidents. Because the windshield is the
most important safety restraint system in a vehicle, it’s critical that the windshield not come
out in an accident. If that were to occur, the passenger compartment would be compromised,
occupants could be ejected and the roof could collapse. Any of these scenarios would result
in serious injury and possibly death. As a result, FMVSS must be adhered to with every
windshield installation.The only way to meet these standards is by strictly following the
vehicle manufacturers’ preferred installation methods.These include, performing full cutout
procedures, utilizing OEM glass, applying the necessary primers and using only the
approved adhesives that provide the proper safe drive-away times. FMVSS were created and
are in place to save your life. Unfortunately, not all glass companies comply. It’s up to you to
make sure your glass replacement company adheres to them. No one else will.

Back to Top 

5. How long will it take to replace my windshield? That depends on the make and model of
your vehicle. Because of the complexity of some vehicles, it could take as long as 3 hours.
Most vehicles, however, require about an hour to an hour and a half to properly install the
windshield. Auto manufacturers recommend a full cutout method when replacing a
windshield.This method takes a little longer than what has been popular with most
technicians in the past. As with most things worth having, quality takes time. If an installer
claims he can install your windshield in 30 minutes or less, it’s a sure bet it won’t be done
right and certainly not safe.

Back to Top 

NOC 7292 – Glaziers

Web Page

Retrieved from http://www.bestglass.com
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6. What should I look for when my windshield is replaced? The first thing to look for is a
company that has a good reputation and a proven service record. Next make sure they are
using OEM glass and have certified technicians. If you start with the right company, you’re
half way there. When the installer comes out, ask questions. Questions about when you’ll be
able to safely drive your vehicle and what kind of urethane he’ll be using. He should be
knowledgeable enough to answer any questions you may have. Make sure that he’ll do a
factory recommended full cutout instead of the quicker short-cut method.The installer should
carefully clean and always prime the windshield before installation. He should also use
suction cups or at least disposable gloves while installing the windshield to insure that the
adhesive surface of the glass does not become contaminated. Missing any of these steps
could result in an improper or unsafe installation. After an accident is the wrong time to find
out your windshield was improperly installed.

Back to Top 

7. What kind of warranty should I expect? You should expect to get a written warranty that
covers defects in materials and workmanship including water and air leaks. It should be for
at least a year. Many shops offer a limited lifetime warranty for as long as you own your car.
If you have a problem after their installation, a phone call to the shop should be all that’s
needed to have someone take care of the problem. Don’t be shy about asking for a warranty.
Your safety and peace of mind are worth it.

Back to Top 

8. How soon can I drive my car after my glass is replaced? This will depend on the type of
urethane adhesive used to install the glass in your vehicle. While most automotive grade
urethanes rely on temperature and humidity to cure, the time required varies widely
depending on the manufacturer.This time frame can range from 3 hours up to 24 hours
before your vehicle will meet Federal Motor Vehicle Safety Standards and is considered safe
to drive. If you need to drive your vehicle sooner, a chemically cured urethane can be used
that will allow a 1 hour drive-away time. In either case, it’s imperative that you follow the
manufacturers’ instructions regarding safe drive-away times. Not adhering to those
instructions could result in your injury or even death. It is extremely important that the
technician replacing your automotive glass explain to you when you are able to SAFELY drive
your car.

Back to Top 

9. How soon can I wash my vehicle? It is recommended that you wait 24 hours before
washing your vehicle.There are 2 reasons for this. First, the high pressure from automatic car
washes can damage the seal and outer moldings before the urethane has a chance to cure
sufficiently. Secondly, it’s important to leave at least one of the windows open at least an inch
to reduce the pressurization in the vehicle when the doors are shut.This prevents the
pressure inside the cabin from blowing a hole in the urethane seal, causing an air or water
leak. Water on the windshield is not the concern. In fact, if it should rain, don’t fear.The
moisture actually helps the curing process of the urethane sealant.

Back to Top 

NOC 7292 – Glaziers

Web Page

Retrieved from http://www.bestglass.com
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Glaziers

2. Answer Key

Task 1 Listen to AUDIO1
“They tell me I have a 4-inch Star Break in my
windshield and I have been told by another
autobody shop that my windshield can be
repaired rather than replaced. Please have a
look at the windshield and give me your
opinion.”

a) When you are ready, record your response
to the customer.

b) Play it back and re-record if you would like
to change it.

c) When you are satisfied with your
response, listen to the glazier talking in
AUDIO 6.

d) Compare the two audio clips.

e) If you see ways in which yours can be
improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 6

“Since the damage is in the driver’s line of 
vision and larger than a coin, replacement of 
the windshield is recommended.”

Check page 12 for one way to get this answer.

Essential Skills Focus

Oral Communication �

Finding Information �

Computer Use �

Document Use �

Reading Text �

Decision Making �
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Task 2 Listen to AUDIO 2
“How long will it take to replace my windshield?”

a) When you are ready, record your
response to the customer.

b) Play it back and re-record if you would
like to change it.

c) When you are satisfied with your
response, listen to AUDIO 7.

d) Compare the two audio clips.

e) If you see ways in which yours can be
improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 7

“It will take an hour to an hour and a half.”

1. Identify the problem: Customer wants to 
know how long the repair will take.

2. Determine the goal: Provide information so 
the customer can make a decision.

3. Decide on actions: Search the webpage to 
find the information the customer needs.

4. Set up solution: find information at 
www.bestglass.com.

Check page 14 for one way to get this answer.

Essential Skills Focus

Oral Communication �

Finding Information �

Computer Use �

Document Use �

Reading Text �
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Task 3 Listen to AUDIO 3
“I need my car by noon today. It is 9:00 a.m.
now. Is there any way I can have it back and
safely drive it by then?  Can you explain how this
can be done?”

a) When you are ready, record your response
to the customer.

b) Play it back and re-record if you would like
to change it.

c) When you are satisfied with your
response, listen to AUDIO 8.

d) Compare the two audio clips.

e) If you see ways in which yours can be
improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 8

“We can use a chemically cured urethane that 
dries in 1 hour. Your vehicle should be ready by 
11:30 with the hour and a half installation time 
plus the drying time for the urethane.”

Check page 15 for one way to get this answer.

9

Glaziers

Essential Skills Focus

Oral Communication �

Finding Information �

Computer Use �

Document Use �

Reading Text �

Decision Making �

Scheduling or Budgeting
and Accounting �
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Task 4 Listen to AUDIO 4
“My Insurance Company recommends OEM
glass for windshield replacement. What is OEM
glass and why is it important?”

a) When you are ready, record your
response to the customer.

b) Play it back and re-record if you would 
like to change it.

c) When you are satisfied with your
response, listen to AUDIO 9.

d) Compare the two audio clips.

e) If you see ways in which yours can be
improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 9

“OEM glass stands for Original Equipment 
Manufacture. It meets the manufacturer 
specifications for safety and quality. Only OEM 
glass can ensure proper fit and finish which 
reduces the possibility of air or water leaks.

Check page 17 for one way to get this answer.

10

Glaziers

Essential Skills Focus

Oral Communication �

Finding Information �

Computer Use �

Document Use �

Reading Text �
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Task 5 Listen to AUDIO 5
“How do you ensure proper installation?”

a) When you are ready, record your response
to the customer.

b) Play it back and re-record if you would 
like to change it.

c) When you are satisfied with your
response, listen to AUDIO10.

d) Compare the two audio clips.

e) If you see ways in which yours can be
improved, record it again.

Answer Answers will vary. Sample Answer AUDIO10

“We do a factory recommended full cutout
instead of the quicker short-cut method. We
clean and prime the windshield before
installation and use suction cups or disposable
gloves to make sure the adhesive surface of the
glass does not become contaminated.”

Check page 18 for one way to get this answer.

11

Glaziers

Essential Skills Focus

Oral Communication �

Finding Information �

Computer Use �

Document Use �

Reading Text �
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3. Answer Steps

Task 1 Listen to AUDIO1
“They tell me I have a 4-inch Star Break in my windshield and I have been
told by another autobody shop that my windshield can be repaired rather
than replaced. Please have a look at the windshield 
and give me your opinion.”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to the glazier talking
in AUDIO 6.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 6

“Since the damage is in the driver’s line of vision and larger than a coin,
replacement of the windshield is recommended.”

One way to get this answer...

1. Identify the problem:  Customer wants a second opinion on repairing or
replacing the windshield. The Glazier may give information that is
different from the first shop and the customer may be unsure about
what to do.

2. Determine the goal:  Provide information so the customer can make a
decision.

3. Decide on actions:  Examine the damaged windshield and make a
recommendation to the customer.

4. Set up solution:  find information at www.bestglass.com.

• Scan the list of questions on the website using the key words 
windshield, repaired and replaced.

• Locate the underlined words:  Can my windshield be repaired or 
do I need to replace it?

• Decide that underlined words on a Web page are a link to more 
information and click on this link.
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• Locate the words Most ‘dings’ or ‘chips’ can be repaired if the 
damage is not in the driver’s line of vision and is smaller than the 
size of a 50 cent piece, including any cracks... If the break is 
larger or in the drivers line of vision, most insurance companies 
recommend replacement.

• Decide that the windshield should be replaced because of the 
size and location of the break.

5. Solve the problem:  Provide this information to the customer.

Skill Focus Oral Communication �

Additional Skills: Finding Information �, Computer Use �,
Document Use �, Reading Text �,
Decision Making �
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Task 2 Listen to AUDIO 2
“How long will it take to replace my windshield?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO 7.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 7

“It will take an hour to an hour and a half.”

1. Identify the problem: Customer wants to know how long the repair 
will take.

2. Determine the goal: Provide information so the customer can make 
a decision.

3. Decide on actions: Search the webpage to find the information the 
customer needs

4. Set up solution: find information at www.bestglass.com.

One way to get this answer...

1. Scan the web page using the key words long, replace and windshield.

2. Locate the underlined words How long will it take to replace my
windshield?

3. Decide that the underlined words on a web page are links to more
information and click on this link.

4. Locate the words Most vehicles, however, require about an hour to an
hour and a half to properly install the windshield.

5. Decide that this vehicle will require one hour to one and a half hours to
install the windshield.

Skill Focus Oral Communication �

Additional Skills: Finding Information �, Computer Use �,
Document Use �, Reading Text �
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Task 3 Listen to AUDIO 3
“I need my car by noon today. It is 9:00 a.m. now. Is there any way I can
have it back and safely drive it by then?  Can you explain how this can be
done?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO 8.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 8

“We can use a chemically cured urethane that dries in 1 hour. Your vehicle
should be ready by 11:30 with the hour and a half installation time plus the
drying time for the urethane.”

One way to get this answer...

1. Identify the problem:  Customer needs the work completed by 12:00
(noon).

2. Determine the goal:  Figure out how the work can be completed by
12:00 (noon).

3. Decide on actions:  find more information about time factors.

4. Set up solutions:  find information at www.bestglass.com.

• Scan the website pages using the key words safely drive.

• Locate the underlined words How soon can I drive my car after 
my glass is replaced?

• Decide that the underlined words on a web page will lead to 
more information and click on this link.

• Locate the words This time frame can range from 3 hours up to 
24 hours before your vehicle will meet Federal Motor Vehicle 
Safety Standards and is considered safe to drive. If you need to 
drive your vehicle sooner, a chemically cured urethane can be 
used that will allow a 1 hour drive-away time.

• Decide that the drying time can be reduced to 1 hour by using a 
chemically cured urethane.

• Set up the formula to calculate the safe driving time:

• Drop off at 9:00 a.m. + installation time of 1 hour and 
a half  + 1 hour drying time = 9.00 + 1.30 + 1 = 11.30.
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• Decide that 11:30 is before 12:00 noon and that the customer can 
pick up the vehicle by noon.

5. Solve the problem:  explain to the customer that the choice of a
chemically cured urethane will ensure a safe drive-away time at noon.

Skill Focus Oral Communication �, Finding Information �

Additional Skills: Computer Use �, Document Use �,
Reading Text �, Decision Making �,
Scheduling or Budgeting and Accounting �

16

Glaziers
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Task 4 Listen to AUDIO 4
“My Insurance Company recommends OEM glass for windshield
replacement. What is OEM glass and why is it important?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to AUDIO 9.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.

Answer Answers will vary. Sample Answer AUDIO 9

“OEM glass stands for Original Equipment Manufacture. It meets the
manufacturer specifications for safety and quality. Only OEM glass can
ensure proper fit and finish which reduces the possibility of air or water
leaks.

One way to get this answer...

1. Scan the Web page using the key words OEM glass.

2. Locate the underlined words:  What is OEM glass?
3. Recognize that underlined words on a web page are links to more

information and click on this link.

4. Locate OEM stands for Original Equipment Manufacture.

5. Decide that this answers the customer’s question:  What is OEM glass?
6. Locate the words …meets the manufacturer specifications for safety and

quality.

7. Decide that this information, and the information that follows answers
the customer’s question:  why is it important?

8. Inform the customer.

Skill Focus Oral Communication �, Finding Information �

Additional Skills:  Computer Use �, Document Use �, Reading Text �

17

Glaziers
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Task 5 Listen to AUDIO 5
“How do you ensure proper installation?”

a) When you are ready, record your response to the customer.

b) Play it back and re-record if you would like to change it.

c) When you are satisfied with your response, listen to 
AUDIO10.

d) Compare the two audio clips.

e) If you see ways in which yours can be improved, record it again.

Answer Answers will vary. Sample Answer AUDIO10

“We do a factory recommended full cutout instead of the quicker short-cut
method. We clean and prime the windshield before installation and use
suction cups or disposable gloves to make sure the adhesive surface of the
glass does not become contaminated.”

One way to get this answer...
1. Scan the website pages using the key words proper installation.

2. Locate the underlined words What should I look for when my
windshield is replaced.

3. Recognize that underlined words on website pages are links to more
information.

4. Decide that these words are a response to the customer’s question.

5. Click on the link What should I look for when my windshield is replaced.

6. Locate the information beginning with the words, make sure that he’ll
do a factory recommended full cutout instead of the quicker short-cut
method…

7. Decide that this information provides the information the customer has
requested.

Skill Focus Oral Communication �, Finding Information �

Additional Skills:  Computer Use �, Document Use �, Reading Text �

18

Glaziers
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Test of Workplace Essential Skills

Task

1

Bartenders use recipes to mix unfamiliar drinks.
Look at the recipe book pages.

In the California Iced Tea recipe, how much Grand Marnier is needed?

In a Blue Monday drink, what fraction of the drink is 7-Up?

Name three garnishes used for drinks.

Beside each drink title is a symbol or symbols. What do these mean?

Task

2

Task

3

Task

4

Recipe Problem

NOC 6452 Bartenders

AS2
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Content may not be current.
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Estimate Detail Form

Company: __________________________ Estimate #: __________ Estimator: ____________ Date: ______

Job: ______________________________ Estimate due: ______ Checked by: __________ Date: ______

Address: __________________________ Notes: ______________________________

Job Description: ____________________ ____________________________________

CSI Division/Account: ______________ ____________________________________

Item Material Manhours Labor Equipment Subcontract Total
or Description Qty Unit Unit $ Ext $ MH/Unit MH Ext MH$ Ext $ Unit $ Ext $ Unit $ Ext $ Cost

Waste Floor 6 $25 $150
/man hr.

Prep Floor 2 $40 $80

Refinish Wall

Drywall 1 $40 $40

Paint 2 $40 $80

Tile 650sq' $3/sq' $1,950

Grout 650sq' 2 hours
$40 $80

Sealer 650sq' 2 $40 $80

Total Total Total Total Total Total $
Total Direct Costs this sheet Material $ Manhours Labor $ Equipment $ Subcontract $

3

NOC 2234 – Construction 
Estimator 

Estimate Detail Form 

Wall removal
New ceramic floor
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4

NOC 2234 – Construction 
Estimator 

Construction Contract
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6-2: Type of Match Handout

Adapted	
  by	
  Jane	
  Tuer,	
  Project	
  READ	
  Literacy	
  Network,	
  2011	
  

Adapted	
  from:	
  Controlling	
  Complexity,	
  SkillPlan	
  BC,	
  2011	
  
	
  

Type	
  of	
  Match	
  Handout	
  

Range	
  of	
  Inferences	
  

Infererence	
  =	
  act	
  or	
  process	
  of	
  drawing	
  a	
  conclusion	
  or	
  idea	
  based	
  on	
  known	
  facts	
  or	
  evidence.	
  	
  

“Examine	
  the	
  joints	
  annually	
  or	
  more	
  frequently	
  in	
  heavy	
  operating	
  conditions”	
  

Word(s)	
  
in	
  the	
  

document	
  

Word(s)	
  in	
  the	
  question	
  
(Given	
  information)	
  

Level	
  of	
  Match	
  between	
  information	
  in	
  
document	
  and	
  Given	
  Information	
  

Level	
  of	
  
inference	
  
required	
  

	
  
Examine	
  

inspection	
   Meaning	
  match	
  (different	
  word,	
  similar	
  
meaning,	
  but	
  verb	
  vs.	
  noun)	
  

Higher	
  

How often should an inspection of the joints take place? 

	
  
Examine	
  

inspects,	
  inspected,	
  
inspecting	
  

Mean	
  match	
  (different	
  word,	
  same	
  
meaning,	
  different	
  endings)	
  

Some	
  

How often should the joints be inspected? 

	
  
Examine	
  

inspect	
   Meaning	
  match	
  (different	
  word,	
  same	
  
meaning)	
  

Some	
  

How often should the worker inspect the joints? 

	
  
Examine	
  

check	
  (verb)/check	
  
(noun)	
  

Meaning	
  match	
  (different	
  word,	
  same	
  
meaning)	
  

Some	
  

How often does a worker need to check the joints? 

	
  
Examine	
  

thoroughly	
  look	
  over	
   Meaning	
  match	
  (different	
  word,	
  same	
  
meaning)	
  

Some	
  

How often should the worker thoroughly look over the joints? 

	
  
Examine	
  

examination	
   Close	
  match	
  (same	
  root	
  word,	
  but	
  verb	
  vs.	
  
noun)	
  

Low	
  

How often should an examination of the joints take place? 
	
  
Examine	
  

examines,	
  examined,	
  
examining	
  

Very	
  close	
  match	
  (same	
  root	
  word,	
  
different	
  endings)	
  

Minimal	
  

How often is examining the joints recommended? 

	
  
Examine	
  

examine	
   Exact	
  match	
  (same	
  word,	
  except	
  for	
  
capitalization	
  of	
  the	
  first	
  letter)	
  

None	
  

How often should the worker examine the joints? 
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7-1: Permission to Reprint Document Form

 
 
 
 

Permission to Reprint Document Form 
 

Request for Permission from the copyright owner to use and/or reprint and/or adapt 
authentic document(s) for creating task-based activities.  The authentic workplace 
document(s) will be used by practitioners in adult upgrading programs for various 
educational and training purposes.  The main focus is to ensure learners in Ontario will have 
authentic opportunities to learn about careers, and the skills required for those careers, before 
entering the workforce or further education and training. The task-based activities may be 
posted online at www.taskbasedactivitiesforlbs.ca for use by adult education programs across 
the province. 
 

Document Name(s): 

             

              

Copyright Owner Contact Information: 

Business Name:              

Contact Name & Title:            

Mailing Address:              

Phone/Email address:            
 
Permission to Reprint: 
As owner of the copyright, or representative of the copyright owner, I give permission for 
these document(s) to be used for educational purposes as stated above. 
 
              
Name        Signature 

              
Title        Date 
 

QUILL Learning Network 
PO Box 1148, 200 McNab Street, Suite 202  Walkerton, ON  N0G 2V0 
519-881-4655  www.quillnetwork.ca 



http://taskbasedactivitiesforlbs.ca
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