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 Sample Activities using Authentic Workplace Materials  

 

 

The booklet contains eight sample activities using authentic workplace materials that were 

provided by two employment partners through the Integrating Essential Skills into Literacy 

Tutor Training project.   The sample activities were developed to serve as models that can be 

adapted to meet individual learner needs.    

 

Each sample activity has a cover page with summary information and instruction notes, 

information related to the relevant occupation from the Essential Skills profiles including 

sample tasks, and authentic materials from the employer partners.   Learners will require prior 

learning and skill development prior to completing the sample activities.  The sample activities 

focus on Reading Text, Document Use, Numeracy and Writing. Many sample activities include 

an optional extension activity that involved computer use.   

 

The Essential Skills profiles found in each sample activity come from the Essential Skills Profiles 

on the Human Resources and Skills Development website (last accessed on July 11, 2009).  The 

same tasks listed in each activity are found in the Essential Skills Profiles.  However, for the 

purposes of this project they were downloaded from the database on the Ontario Skills 

Passport site:  http://skills.edu.gov.on.ca/OSPWeb/jsp/en/login.jsp  (last accessed on January 

31, 2010). 

 

The Chemical Plant sample activities were developed using authentic materials provided by 

Hawco Products Limited.  The Textile Plant sample activities were developed using authentic 

materials provided by Montreal Woollens (Canada) Ltd. 

  

http://skills.edu.gov.on.ca/OSPWeb/jsp/en/login.jsp
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Activity List 

 Activity  Essential Skill Focus Level Other 
Essential 
Skills 

Page 

Chemical 
Plant 
 

Using a Product Catalogue Reading Text 
Document Use 

2 
2 

Writing 5 

Chemical 
Plant 
 

Completing a Goods Return 
Report 

Document Use 
 

2 Writing 14 

Chemical 
Plant 
 

Completing a Safety Circle 
Check 

Document Use 2 Writing 19 

Chemical 
Plant 

Understanding a Material 
Safety Data Sheet (MSDS) 

Reading Text  
Document Use 

3 
3 

Writing  
Numeracy 
Computer 
Use 
 

25 

Textile 
Plant 
 

Choosing Personal 
Protection Equipment (PPE) 

Reading Text 
Document Use 

2 
2 

Computer 
Use 

31 

Textile 
Plant 
 

Completing a Return 
Authorization 

Document Use 
Writing 

2 
1 

NA 37 

Textile 
Plant 
 

Understanding Workplace 
Policies 

Reading Text 2 NA 42 

Textile 
Plant 
 

Calculating Pay Numeracy 2 Reading Text 52 
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  Essential Skill Focus: 

X Reading Text 

X Document Use 
  

Other Essential Skills that may be used:   

X Writing   

   

Activity:  Using a Product Catalogue 

  

  

In this activity the learner will be: 
 Finding and using information 
 Communicating ideas and information 

  
Instructional Focus:  

How the learner answers the questions is not as important as the fact that they understand 

how to use the catalogue to find information and that they understand a little bit about the 

product that they have been asked to make. 

  

Learning Styles and Learner Readiness:  

For all questions, the learner can answer by writing a short answer, writing a short paragraph 

or they can answer orally.  A learner who may not be ready or want to write out the answers 

to the questions should have the option to answer orally.       

  

Laubach Supplement: 

For more information on selecting materials that support a learner working on ES Level 1-2 

tasks please refer to the charts on pages 3-8 of Linking Laubach With Essential Skills.  This 

resource can be found in the publications section on the Laubach Literacy Ontario Website: 

http://www.laubach-on.ca/ 

  

Explore and Extend: 

The activity is designed so the learner finds out what they need to know to be able to do the 

job.  If a learner has an interest in learning more they can extend the activity.  The transfer of 

knowledge and skills is supported by extending the activities.  The explore and extend step 

often involves other Essential Skills and may require instructor support. 

Other Activities Related to these Profiles: 

Completing a Goods Return Report 

Completing a Safety Circle Check 

Understanding and using a Material Safety Data Sheet (MSDS) 

Essential Skill Profiles: 

Labourers in Chemical Plant Processing 
and Utilities 
NOC Code:  9613 
  

Chemical Plant Machine Operators 
NOC Code:  9421 

http://www.laubach-on.ca/
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Using a Product Catalogue 
Essential Skills Profile Information 

Labourers in Chemical Plant Processing and Utilities 

NOC Code:  9613 

Labourers in this unit group carry out a variety of material handling, cleaning and routine general 

labouring activities. They are employed by petroleum and natural gas processing, pipeline and 

petrochemical, chemical and pharmaceutical companies, and by electrical, water and waste treatment 

utilities.  

 

 Sample Level 2 Reading Text and Document Use tasks for this occupation: 

Read catalogues for information on new products and processes Reading Text 

Read company procedures Reading Text 

Read instructions for operating equipment Reading Text 

Read memos posted on the bulletin board concerning changes in policies or 
dates of meetings, such as union meetings 

Reading Text 

Complete forms such as tally sheets to document information on different 
products 

Document Use 

Enter numerical information about processes into operators' reports Document Use 

Read shipping and receiving forms and packing slips Document Use 

Refer to production charts Document Use 

Refer to shift schedules and work orders Document Use 

 

Chemical Plant Machine Operators 
NOC Code:  9421 
Chemical plant machine operators monitor and operate units and machinery to blend, mix, process and 
package a wide range of specialty chemicals, pharmaceuticals, cleaning and toiletry products. They are 
primarily employed in chemical, cleaning compound, ink and adhesive industries, but may also be 
employed by chemical processing departments in other industries. 
 
Sample Level 2 Reading Text and Document Use tasks for this occupation: 

Read instruction sheets that accompany new products Reading Text 

Read memos from management to stay informed of management priorities Reading Text 

Read standard operating procedures set forth by the company Reading Text 

Read trade publications and magazines to keep informed of the latest products 
and trends 

Reading Text 

Complete forms, such as maintenance request forms and production and 
process forms which are part of the quality assurance program 

Document Use 

Interpret sanitation logs and enter information in them Document Use 

Read work schedules posted in the plant which show the number of batches of 
specific products to be completed by certain dates 

Document Use 
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Using a Product Catalogue Activity  

Background  
 

It is your first week on the job and you will be making "Husky Degreaser".  Before you start, you have 

been asked to review the catalogue to learn a little more about the products that the company makes.   

 

Most manufacturing companies have a catalogue.  A catalogue is a "document" that lists the products a 

company sells or distributes.  The catalogue describes the items that the company sells.  Products are 

usually organized in groups of items that are similar.  The table of contents helps you to locate the 

product you are looking for in the catalogue. Catalogues may also have a legend of symbols that are 

used in the catalogue.  The legend explains what the symbols mean.  Each product usually has a written 

description in a catalogue. The product descriptions explain what each product does.   

  

To complete this activity you will be using the following two pages from a product catalogue from the 

chemical manufacturing plant.  The first page is the table of contents. The second page is where 

information about Husky Degreaser is found. 
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