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Purpose

Welcome to the exciting and often demanding task of developing curriculum at ISANS. If you are reading this 
document, you have what it takes to develop effective, task-based curriculum.

To be successful, you need some important skills. These include, but aren’t limited to:

• creativity, innovation and a willingness to think outside the box

• a systematic, deliberate approach to development

• an ability to synthesize a variety of information to meet specific outcomes

• problem-solving skills

• time management, organization and effective planning

• plain, clear and inclusive writing skills

• commitment to quality and attention to detail

• flexibility in responding to needs as they arise

• autonomy and self-direction

• cooperation, negotiation and open-mindedness when collaborating across teams.

To be successful, you will also need to be committed to the following:

• Adult Education Principles

• Canadian Language Benchmarks

• Essential Skills

• Lifelong Learning.

This guide is meant provide basic information to help you through the process. It is not intended to be a stand 
alone document, but to be used as a support tool and reference. By following this guide, we hope to create a 
unified, consistent approach to curriculum development across ISANS.

If you are developing non-EAL curriculum, there are specific portions of this guide that may not be relevant to you. 
these sections are marked with a

Introduction
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Adult Education Principles 

All curriculum is grounded in ISANS’s philosophy about teaching adults, which is based on the following assumptions: 

• Adults are autonomous and self-directed. They need to be free to direct themselves. Involve learners in the 
learning process and serve as facilitators for them. Invite learners’ perspectives about what topics to cover 
and let them work on projects that reflect their interests. Allow the learners to assume responsibility for 
presentations and group leadership. 

 

• Adults have accumulated a foundation of life experiences and knowledge that may include work-related 
activities, family responsibilities, and previous education. They need to connect learning to this knowledge 
/ experience base. To help them do so, draw out learners’ experience and knowledge which is relevant to 
the topic. Relate theories and concepts to the learners and recognize the value of experience in learning. 
Acknowledge the wealth of experiences that the learners bring to the classroom. 

 

• Adults are goal-oriented. They usually know what goal they want to attain. They, therefore, appreciate EAL 
training that is organized and has clearly defined elements. Show learners how this class will help them 
attain their goals. 

 

• Adults are relevancy-oriented. They must see a reason for learning something. The EAL training has to 
be applicable to their goals, their work or other responsibilities to be of value to them. Therefore, identify 
objectives for learners before the curriculum begins and let learners choose projects that reflect their own 
interests. 

 

• Adults are practical, focusing on the aspects of a lesson most useful to them in their work. They may not be 
interested in knowledge for its own sake. Tell learners explicitly how the lesson will be useful to them on the 
job. 

Based on the work of Malcolm Knowles

Introduction
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Overview 

Before looking at the design process, it’s important to mention Instructional Design (ID). Set up a meeting with ID and 
your Supervising Team Lead (STL) at the outset of your project. Discuss your project and identify ID’s role and your 
relationship with them going forward. This helps ensure a consistent look and feel throughout all of ISANS’ curriculum. 

As you design curriculum, follow the below stages and the steps within them. We will look at each stage individually as 
we go through this document.

While there are many curriculum development models to consider, this model draws from several. It is not attributable 
to any one source, but has been tried, tested and proven effective through several of ISANS’ curriculum development 
projects. While this model is not exhaustive, it is an effective guide.

 

Stage One: Plan

1. Identify the purpose of the curriculum. 

2. Determine what limits your curriculum development.

3. Analyze the learners your curriculum is intended for. 

4. Write 2-3 curriculum goals. 

5. Generate a curriculum structure. 

6. Create unit and lesson objectives. 

7. Identify activities for the curriculum structure.

Stage Two: Write

1. Create information-based content.

2. Design well-structured interactions.

3. Create assessments to test the value of the learning. 

4. Identify and list additional resources for learners.

5. Create an instructor’s guide. 

Stage Three: Revise

1. Request and apply feedback from specific, pre-identified partners.

2. Proof the curriculum.

3. Pilot the curriculum.

4. Revise the curriculum according to pilot.

Section A: Design Process
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Stage One: Plan 

Planning is the largest and most important part of the curriculum development process. If you plan well, you will 
develop smoothly. Though it may feel like a waste of time, it is an investment. Planning helps you create a clear and 
consistent format, ensure all topics are sufficiently covered and identify any places where topics are missing or repeated. 
The better planned your curriculum is, the easier it is to write! 

There are seven main steps in the planning process. Though their order may vary slightly (or overlap), follow this process 
more or less in this order.

As you go, with all new projects, create notes for yourself to answer these questions. If there is an answer you don’t 
know, identify who can answer it for you. Until you know all the answers to the following questions, you can’t start your 
project with a clear focus on the outcome.

1. Identify your purpose.

Before you begin, know why you’re starting. Just because someone wants something created, doesn’t 

mean there is a need for it. Identify what the real need is and you can proceed.

• Why are you making this curriculum?

• What need does it meet?

• What is the cause of that need?

• Who identified this need, how and what did they notice and what is their role going forward?

2. Determine your limits.
After you know why you are developing, you must answer all of the other WH- questions. You may think 

of other important questions that aren’t listed here. The more questions you ask and answer now, the 

more focused you can be as you move forward.

When planning, involve all relevant partners and interested parties. They can help you plan your 

curriculum better than you could’ve without their input.

• What is your timeline?

• What is your budget?

• What is your role?

• Who else is involved? What is their role?

• Does content already exist? If so, how will it relate to your development?

• Who gives feedback on the content? How often do they give you feedback?

• Who signs off on the content? How often do they sign off?

• How many learners is the curriculum for?

• How is it going to be delivered? Will it be online, blended or face-to-face?

• Are you developing a stand-alone curriculum or bank of activities?

• Will your project be printed, saved in a public network or uploaded online?

• What application will you use to create your curriculum?

Section A: Design Process
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Stage One: Plan 

3. Analyze your learners.

Now, think about your learners. Don’t assume anything about them. Think about your most ideal learner,
your typical learner and your least ideal learner. If you design your curriculum for your typical learner, you
ensure it meets their main needs. However, also consider adding in some allowances for your least ideal
learner, to make your curriculum inclusive and considerate.

Often, least ideal learners are those whose language is not quite as advanced as the majority of learners. These 
less-than-ideal language skills may include grammar, vocabulary, cultural understanding, knowledge of the
subject or even CLB levels. By developing with your least ideal learner in mind, you ensure you don’t assume
your learners know more about the topic than they do or have more of a culturally-shared understanding of
the topic than they might.

• Who is the intended audience?

• What is their goal?

• What is their knowledge of and interest in this topic?

• Are they choosing to participate in this curriculum or is it mandatory?

• What is their background and experience?

• What is their language level? What CLB level are you designing for?

• How do Essential Skills relate to your learners?

• What is their commitment level?

• If you’re developing for online, how are their technical skills?

4. Write curriculum goals.

Once you have a good idea of the basics, write out your curriculum goals. Make curriculum goals broad, yet
targeted, to succinctly, clearly and effectively state the purpose of the curriculum. Every unit, lesson and
activity you create from this point onwards must directly help meet these curriculum goals. These 2-3 goals
form the foundation of the curriculum you want to create and become the lens through which you sort every 
idea to determine its relevance to meeting these goals. Many good ideas, no matter how good they are, may
just not be relevant to your curriculum’s needs.

• What will your learners learn in this curriculum?

• How will they benefit from this curriculum in a way that sets it apart from other curricula?

• What are the 2-3 goals of the curriculum?

• How can you write those goals effectively?

• What action words best communicate those goals?

Please note that we will look at how to write curriculum goals (and what action verbs to use) later on in this 
guide.

Section A: Design Process
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Stage One: Plan 

5. Generate a curriculum structure.

Undoubtedly, after this lengthy planning process, you have a lot of ideas for what you’d like to include in your 
curriculum structure. Now, use your goals to determine if the ideas you have are relevant to meeting these 
goals. If they are, figure out a way to organize them into a sustainable, logical structure and clearly connect 
the ideas so they appear as a united whole. 

• What topics need to be covered?

• What tasks does this curriculum need to address?

• How will these tasks be laid out?

• Will the tasks build on one another or can they be taught out of order?

• What are the divisions and subdivisions?

• How will each division relate to the other or are they stand alone?

 
Also consider how you want to organize your structure. Each component must be balanced. Depending on 
the needs of your curriculum, you may want to organize according to:

• topic

• communicative function

• skill area 

• competency area.

 
As you create a plan, also consider the purpose of the curriculum. Some curricula rely more heavily on CLB 
indicators and some more heavily on Essential Skills tasks. As you create your structure, determine how each 
framework informs your development and plan how to create a fair representation of:

• all four CLB skill areas

• all four competency areas for each CLB skill area 

• all relevant Essential Skills.

 
If you are creating a face-to-face curriculum and you are not working with Instructional Design or putting 
it online, you must use the Curriculum Guidelines template to plan your curriculum. This template is a very 
basic way to outline the activities within each lesson. A sample Curriculum Guideline spread is given for you 
on the next page. Please note that some individual activities may be listed in multiple skill areas, depending 
on the activity.

 
 

Section A: Design Process
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Stage One: Plan 

Here is an example of a Curriculum Guidelines page.
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Stage One: Plan 

In the Curriculum Guideline page on the previous page, you saw some important information that you need when you 
create your own structure. This includes:

Module Title: The module letter and title.

Module Topic: The specific topic within the module. 

Estimated Time: The length of time this topic is estimated to take. It does not take into account any 
additional activities that the instructor may include. 

Objectives: The 2-3 objectives of the module topic, to be discussed in Step 6. 

Additional 
Activities:

Suggestions for extra activities that instructors can do to complement the activities 
listed. Whether or not additional activities are listed is up to the discretion of the 
developer. Activities should be listed with brief descriptions.

Resources: Websites, books or videos that may be beneficial to learners. Websites need to be 
verified by the instructor prior to use, as links change over time. Again, whether or not 
additional activities are listed is up to the discretion of the developer. 

Instructor’s 
Notes:

Additional information or resources required for this topic. Include if internet access 
is required, transcripts need to be recorded, appendices are utilized or external 
resources (such as newspapers) need to be gathered.

Activities: This section contains brief descriptions of each activity followed by corresponding 
handout number(s). I.e. HO A3 indicates the third handout in Module A in the student 
workbook. There is a corresponding handout for each activity. Some handouts are 
listed more than once, depending on how many skill areas are addressed.

This chart is divided into four competencies, based on CLBs and Essential Skills.

CLB / ES 
Competencies:

The CLB / ES Competencies column gives the competencies for the Canadian 
Language Benchmarks target level and the corresponding Essential Skills level. Based 
these competency statements on: 
1. Canadian Language Benchmarks
2. Relating Canadian Language Benchmarks to Essential Skills: A Comparative 

Framework
3. Any relevant Essential Skills profiles, as applicable

Section A: Design Process
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Stage One: Plan 

6. Create unit and lesson objectives.
Once you have created a structure, ensure it has clear, distinct measurable objectives. Depending on 
the curriculum format, you may need 2-3 objectives per lesson (online) or per Curriculum Guideline 
(face-to-face). Either way, directly link the objectives to the curriculum goals.

• How do the objectives relate to the curriculum goals?

• Are the objectives SMART – specific, measurable, achievable, relevant and timely?

• Are these objectives worded similarly to others in your curriculum?

• Have you ensured no duplication of tasks?

7. Identify activities.

Once you have set your goals for each section, identify how to meet those goals. Most activities should 
follow a fairly predictable format that includes:

a. Create interest in the topic

b. Teach what the learners need to know about the topic

c. Provide sufficient focused practice activities to ensure learners can accurately use the topic

d. Provide free practice with the topic in a task-based activity to demonstrate learner’s use of the topic

e. Provide reflection and/or performance assessment on the topic

Although it is easy to skip one of the above steps, they align with Adult Education Principles and therefore 
should be followed. In the initial step, learners connect their own experience, knowledge and interest to 
the topic. In the middle two steps, instruction and practice focuses on what learners need to know to 
successfully complete the end task. In the fourth step, learners engage in a practical, relevant situation that 
connects the topic to their daily lives. In the final step, learners self-evaluate, peer evaluate or have an 
instructor evaluate their strengths and areas of improvement as they take their skill outside the classroom.

As you fill in the curriculum structure with activities, identify specific resources to draw on to ensure 
your activities are realistic, accurate and interesting. 

• Do activities already exist?

• Do activities need to be created or modified?

• What resources will you draw on?

• What activities do you envision for each unit?

• Do these activities meet the objectives?

• How will you balance information with interactive practice?

• What will your interactive practice look like?

Instructional Design can help explain what interactive elements are possible, whether online or face-to-
face.

Section A: Design Process
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Stage One: Plan 

Redesign

At times, you may use or recreate already-developed materials. This task can be very challenging, as former materials 
may have been related to different goals than those of your current curriculum. To decide whether or not to keep an 
activity, always take it back to your current curriculum goals and structure to determine its relevance to your current 
curriculum.

Terminology

Terminology is very specific at ISANS. 

• Face-to-face curricula are divided into Modules. Within Modules, there are Lessons. Within Lessons, there are
activities. Activities are called Activities, HO (short for Handout) in the Curriculum Guidelines and Handouts
in the Student Workbook.

• Online curricula are divided into Units. Units are further divided into Lessons. Within lessons, there can be
a variety of activities (quizzes, interactive material, forums, assignments, etc.). The names and numbering
of individual activities are consistent across all online curricula and are used to indicate where an activity
appears in a curriculum. For example, Assignment 4.1.2 means it appears in Unit 4—4.1.2; in the first lesson
of that unit—4.1.2; and it is the second assignment in that lesson in that unit—4.1.2.

Section A: Design Process
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Stage Two: Write 

Now that you have planned, it’s time to write! As you write, follow these steps to ensure your content is relevant, 
appropriate and complete.

1. Create content.

Now that you have thoroughly planned your curriculum, you can put pen to paper. Since your planning 
process was so thorough, you have likely amassed a wealth of materials from which to draw. This should 
make your writing process easy and straightforward.

• What information do I want to communicate?

• Is there a sufficient amount of details?

• Is the topic fully introduced and discussed?

• Are sufficient examples of the topic given?

• Is it relevant, well-formatted and consistent?

• Is it written with plain and inclusive language?

• Is it focused on meeting the objectives?

• Who will review it to provide objective feedback?

 
Before you continue, consult, the Language and Style section to ensure the material you create is:

• plainly and clearly worded

• consistent (especially with instructions) 

• respectful and inclusive

• appropriately styled.

 
Also consider copyright. All of the material you create should be original content drawn from your own 
assimilation of numerous sources. If you use any work of another person or use their ‘idea’, you must at least 
use proper citation, and more properly, obtain copyright permission.

Send a copyright permission request if you use material that is:

• in its original form 

• modified from its original form

• adapted to meet the needs of your audience.

There is a template for this request in the External Resource Usages section later on in this guide. Please 
consult ID for further information. 

As well, consult ID with any questions about copyright permission, including whether or not an official 
request is required. Copyright infringement is a serious matter, one which ISANS takes every step to avoid. 
Should any material be deemed a potential copyright infringement, it will be excluded from the curriculum 
until official copyright permission approval is received or a suitable replacement is found. 

Section A: Design Process
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Stage Two: Write 

2. Develop well-structured interactions.

As stated in the Planning section, always plan out your activities carefully. Sometimes, multiple activities are 
contained in the same small section or handout. Sometimes, they are spread out over different sections or 
handouts. As you think about your interactions, preface all tasks with the appropriate scaffolding (grammar, 
functions, vocabulary, etc.) needed for learners to be successful when eventually doing the task. For EAL 
curriculum, ensure you consult the CLB for support, as appropriate. Also include sufficient closed practiced 
activities with appropriate, adequate feedback on why answers are right and wrong. 

• How often will activities be present?

• What type of activities best suit the information and the intended result?

• Are the activities embedded within the information or external to it?

• When do learners do the activities?

• Is the time commitment realistic and uniform?

• How will instructors evaluate learners’ ability to do the tasks identified at the beginning? 

Many curriculum are in a modular format. This means that the entire curriculum is X number of modules (or 
units) long. If this applies to your curriculum, ensure there is a consistent amount of activities and a consistent 
time requirement for them throughout the modules. For example, if Module A takes 8-10 hours, so should 
every other module. This consistency in timing and expectations creates stability and helps learners plan 
their time well.

3. Create or reference evaluations and assessments. 

Depending on your curriculum, your evaluation and assessment needs may vary. Some curricula include 
an evaluation of learner’s skills at the beginning of the curriculum and an assessment of them at the end of 
the curriculum. Some curricula also require an assessment mid-way through. Some curricula follow PBLA 
and needs built-in assessments. Some curricula require extensive rubrics. Most (if not all) curricula require 
rubrics, even if not extensive. Determine which of these assessments your curriculum needs and build them 
according to the needs, details and outcomes of your curriculum and/or the specific task it assesses.

• How often will learners be assessed?

• Will the assessments be summative, formative or both?

• How detailed will your assessment rubrics be?

• On what will your assessment rubrics be based?

For curricula that require assessments at the end of the curriculum, include a reference to the CLB 5 - 10 Exit 
Assessment Tasks. In most cases, only do Exit Tasks for skills taught in the program. For example, if a curriculum 
focuses on Listening and Speaking, only these skills need to be assessed. However, in some cases, additional 
Exit Tasks are required for the benefit of the learners. Clarify which skills to assess with your Supervising Team 
Lead (STL).

For curricula that require an assessment at the beginning, there is a Needs Assessment format for this in 
the Instructor’s Guide Template. In addition, there is Sample Pre and Post Curriculum Self Evaluation and a 
Sample Final Language Assessment Report.

Section A: Design Process
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Stage Two: Write 

4. List additional resources.
As you have developed this curriculum, consider what resources you have found that may be helpful 
for instructors and/or learners. These resources often include websites and books that provide 
additional information and practice on the topics covered in the curriculum.
For face-to-face classes, these resources are included in the Instructor’s Guide. By including them 
here, instructors can determine their suitability for their individual learners and then decide which to 
share. List any specific websites that all learners need to know within relevant student handouts. Only 
list them if websites are long-standing and won’t likely change.
For online classes, a list of resources is usually provided to ID, who uploads the list online. Identify sites 
by their title and categorize them together into groups according to unit or topic for learners’ ease of use. 
Make a note in the Instructor’s Guide for instructors to check all websites prior to sharing them with 
learners to ensure their accuracy.

• What resources will be listed?

• Where will these be included/posted?

• How will learners access and find them?

• What is the role of the instructor here?

5. Create an instructor’s guide.
Often, you will complete Instructor’s Guides as you develop the curriculum. The Curriculum Guideline 
pages, for example, are something you complete as you developed the section they are associated with.
A template of a F2F Introduction for the Instructor’s Guide is provided with this guide. As you 
develop the Instructor’s Guide, include only the information that is necessary and foundational for 
instructors to successfully teach the curriculum. Keep extra ideas, resources and notes for the instructors 
to a minimum. Online Instructor’s Guides are only compromised of curriculum-specific details, news and 
announcements sample messages, tasks lists and suggested assignment feedback. General information 
is included in the Facilitators’ Instruction Manual (FIM).

Remember! Instructors do not want to be told how to teach. They only want a guide so they can see 
your vision of how the curriculum was designed to be taught. They will take it from there. Instructors are 
creative and it is through this creativity that the curriculum comes alive for the learners.

• Is there already a template?

• What do instructors need to know?

• What don’t instructors need to know?

Section A: Design Process
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Stage Three: Revise

At this point, some or all of your curriculum is complete. Always have your curriculum reviewed by a fresh set oy eyes, 
as not everything you have developed meets learner’s needs or is clear to the instructor. The more people you have 
review your curriculum, the better.

1. Receive feedback.
Although this step has been left for the revision stage, you should have already received feedback on 
your Table of Contents, Curriculum Goals and at least the first section of your curriculum by now. This 
feedback should be from your Supervising Team Lead (STL) or their appointee. Ensure you are both on the 
same page and realign any misdirections. If you feel unsure about another section or your direction, 
consult your STL. Make an appointment with specific questions to discuss. There is nothing worse than 
realizing that major changes need to be made when you’re already a significant portion of the way 
through development.
In addition, have two additional avenues for feedback. First, have someone go through sections of 
the curriculum as you develop them. This ensures that you’re writing clearly, developing holistically 
and correcting any repetitious errors. Second, have someone go through the entire curriculum at the 
end. This ensures consistency and flow and identifies gaps.
When you request feedback, be specific about what you want. When you receive feedback, remember those 
giving it are people too. They may suggest changes you don’t feel comfortable with. So, seek out 
another opinion from fellow instructors on minor issues and consult your STL on more major ones.

• Will a peer or manager review your curriculum?

• Who signs off on your curriculum?

• Will someone proof your curriculum?

• Will you run the curriculum with a test learner or a test group?

• Which partners should be involved?

• What feedback should you request?

2. Proof the curriculum.
This stage goes hand-in-hand with the previous stage. However, in the previous stage, over-
arching considerations of the curriculum (such as suitability for the learners, ease of use, clarity of 
instructions, sufficiency of feedback, etc.) should be assessed. In this stage, accuracy, clarity and consistency 
are evaluated. Although you should review your curriculum for accuracy, also have a designated proofer 
to review it. You can’t see many of your own errors and therefore you must have an outside pair of eyes 
to carefully review it for you. Create a list of what feedback you want to receive to guide your proofer’s 
feedback. A sample request is included on the next page for your convenience.

• Are there grammatical errors or vocabulary or wording confusion?

• Do all the activities and links work?

• Is terminology consistent?

• Is format and style accurate?

• Is all outside material properly referenced?

Section A: Design Process
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Stage Three: Revise

Here is a sample request for curriculum feedback. This request was created for a face-to-face curriculum review.

  Name  Curriculum Proofing Guidelines

1. When you proof, please:
• Review the relevant Curriculum Guideline
• Check for errors (spelling, etc.)
• Ensure all handouts listed are appropriate to their description
• Also cross reference the:

* Answer Key
* Appendices
* Transcripts
* Table of Contents

Ensure everything is properly numbered and referenced. Also ensure there are no spelling/grammar/spacing 
mistakes in each document listed above.

2. Review each handout.
• Is the title and handout number correct?
• Are there any spelling/grammatical errors?
• Are there any spacing issues?
• Are all the graphics high quality?
• Are page numbers all correct?
• Is there one bold instruction at the top of every page?
• Is there one bold instruction at the bottom of every page? If not, should there be?
• Are all instructions consistent in format, wording and length?
• Has an example been done for each activity?
• Is there any wording that can be simplified?
• Are all of the correct terms used (learner, instructor, etc.)?
• Is enough of the paper filled? Is there too much or too little white space?
• Are all the quotation marks facing the right direction?
• Is all of the text an appropriate size?
• Is everything consistent?
• Are examples of quoted text in italics?
• Is anything missing?
• Are all activities aligned to the CLBs?
• Are all activities aligned to Essential Skills?

3. Review all handouts at once. Is there a consistent look and feel throughout?

4. Any other comments? Your suggestions are welcome!

5. Any other questions? Feel free to call or email. Provide any necessary contact/scheduling details.

Thank you!

Section A: Design Process
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Stage Three: Revise

A final version of your proofed curriculum should be sent to:

• Your Supervising Team Lead (STL) for final approval

• Communications for approval of the cover design, the acknowledgements section and content 
consistency (time permitting) 

3. Pilot the curriculum.

Just like with proofing, don’t pilot your own curriculum. You know how activities are supposed to work, so 
you make them work. An instructor who has never seen your curriculum before can provide you with honest 
feedback as to how activities go and whether or not the instructions are sufficient to carry it out successfully. 
They can identify what doesn’t work well and provide suggestions for how to adjust it to meet learner’s 
actual needs, whether to replace with it another activity or discard it completely. 

Although this feedback can be difficult tor receive, an experienced instructor will provide you with appropriate 
feedback. As you take this feedback forward, it turns a good curriculum into a great one that is longer-lasting 
and has a further-reaching impact.

• Who (other than you) will pilot it?

• How often will they send you their feedback?

• What feedback should they send you?

4. Revise the curriculum.

Set aside time to revise curriculum immediately after the pilot. Revisions can take place during the pilot as 
issues arise, at the end of a module / unit or at the end of the pilot. When you revise is up to you and the 
piloting instructor. Apply changes in a timely manner so their original intent and purpose isn’t forgotten.

• What did the pilot affirm?

• What did the pilot reveal?

• What did the pilot identify as needing modification?

• Did the learners like the curriculum, learn from it and see improvement in their performance?

Please refer to the Resources section for external websites and publications related to the Design Process.

Section A: Design Process
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Long-Term Planning

With development, there are deadlines. Sometimes, these deadlines are imposed and inflexible. Sometimes, these 
deadlines are ones you can speak into and help create. No matter which type of deadline you’re working with, know 
your development capacity. Usually, there are two main components to what you need to develop:

• Curriculum Guidelines

• Handouts

To determine how long it will take you to develop these, create several of them. Based on how long the first several 
take, estimate how long the remaining will take. Develop your timelines based on this. Also allot time for work-related 
activities not directly connected to development, such as vacation, professional development, meetings, etc. Based on 
this, sketch out a rough timeline. Especially for longer-term projects, take some time to see if your timelines work out. 
If so, you can safely assume your timelines are accurate. If not, modify them accordingly.

Once you have a timeline you feel confident is both reasonable and realistic, send it to your Supervising Team Lead (STL) 
or manager. Inquire whether or not this fits into their timeframe. Also inquire about proofing and piloting. As proofing, 
piloting and feedback application doesn’t always have a standard process, it’s helpful to have a shared understanding 
of how your unique project will proceed. Some helpful questions to ask include: 

• When do they want to pilot it?

• Do they want to pilot it in chunks or all at once?

• Has a proofer been identified? If so, who is it? 

• When should you send curriculum to the proofer?

• How long does the proofer have to review the curriculum?

• Should you send the curriculum to the proofer in chunks or all at once?

• Once the curriculum has been finalized, what is the process and your responsibility in that process?

• If the curriculum is paper-based, who takes care of printing?

• How is pilot feedback given: as it is found, at the end of a module or all at once?

• Is there designated time to apply this feedback at the end of the pilot or should proofing changes be applied 
on an as-needed basis in sync with other job duties?

• If the curriculum is paper-based, what it the re-print process (once piloting changes have been applied) and 
your responsibility in it? 

• Is there a sign-off procedure once these final changes have been made?

A best practice can be to develop the instructor’s and student’s guides once the rest of the curriculum has been sent 
to the proofer. Once this development is complete, hopefully, you have enough feedback from the proofer to start 
applying changes. Also, identify what else you are responsible to accomplish during this period of time so you have 
enough work to keep you going through a less intense development phase.

On a side note, if deadlines are difficult to meet, sit down with your manager or STL. Explain the time constraints 
and find a solution together. Often less curriculum developed with a higher quality standard is preferable to more 
curriculum developed with a lower quality standard. 

Having a long-term focus and asking questions proactively (instead of responsively) can smoothen the transition 
between full-time curriculum development (with concrete responsibilities and expectations) to applying feedback 
changes (with more ambiguous responsibilities and expectations). Discuss these important topics with your STL or 
manager to enure clear expectations and mutual understanding.

Section A: Design Process
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Checklist

As you proceed, know who to contact if you have questions. Go through this list with your STL or manager. Ensure you 
keep your STL in the loop as you connect with other departments.

What specific person do you see for:

• Check ins:            

• Ongoing Guidance:           

• Verifying: 

• Planning Details:           

• Proposal Details:            

• Curriculum Goals:           

• Table of Contents:           

• First Unit:            

• Other:                  

• Other:                  

What specific person can you contact to obtain, set up or maintain the following:

• Working Group:            

• Cross-Team             
Collaboration:

• Proofer:             

• Pilot Instructor:            

• Subject Matter            
Expert (SME):

• Other:                  

• Other:                  

Section A: Design Process
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Checklist

What specific person can you contact with questions about the following:

• Style:             

• Content:             

• Inclusive Language:           

• CLB:              

• ES:              

• InDesign:             

• Copyright:             

• Images:              

• Honorariums:            

• Other:                  

• Other:                  

Section A: Design Process
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Definitions

Writing goals, outcomes and objectives can seem an easy task. After all, you know what you want learners to do. So, 
writing that out clearly and succinctly should be straightforward. Christopher Pappas, the Founder of The eLearning 
Industry’s Network, had this to say about creating objectives:

“Setting clear learning objectives” is a requirement you have probably read a thousand times when reading about 
how to design effective elearning curricula. However, “clear” may have different meaning for different people; what is 
absolutely clear to you may not be as clear as you think to your audience. 

Before we continue, note the distinction between goals, outcomes and objectives.

1. Goals

Goals are usually written as broad general statements describing the overall purpose of a curriculum, module 
or unit. The goal is the point of the whole program or curriculum. 

An example of a long-term goal is: 

Learners integrate successfully into the workplace.

An example of a intermediate goal is: 

Learners have the skills they need to communicate successfully in a (state the name) setting. 

An example of course goals for an non-EAL curriculum are:

By the end of this course you should be able to:

• Describe an effective job search

• Identify and match your skills and accomplishments to advertised or unadvertised job opportunities

• Explain how to create an effective and targeted cover letter and résumé

• Identify strategies that increase chance of becoming a successful interviewee

• Describe effective interview skills, preparation and follow-up strategies.

An example of course goals for an online EAL curriculum are:

There are three main goals for this course. They are:

• Actively listen to patient concerns and history

• Communicate empathetically, respectfully and professionally with patients and peers

• Identify and gather relevant patient information from written healthcare texts.

2. Outcomes 

Outcomes are what the learner can do on exit. Outcomes are based the descriptors given for each CLB 
level or Essential Skills level. Outcomes are statements of what you might assess. Outcomes are listed as 
CLB/ES competencies on the Curriculum Guidelines pages. They are not specifically identified in online EAL 
curriculum or non-EAL curriculum.

An example of a CLB 4 Writing outcome is: 

Learner can write a short, simple email about familiar topics related to everyday workplace experiences.

Section B: Goals, Outcomes, Objectives
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Definitions

3. Objectives

Objectives are much more specific than outcomes and are generally statements about how – through the 
learning of specific aspects of language – the outcomes are achieved. They provide a clear focus for your 
curriculum design. What will the learner be able to do at the end of instruction? 

An example of three objectives related to the above CLB 4 Writing outcome are: 

Learner will be able to: 

1. Follow standard email format and etiquette

2. Use common language functions for email writing

3. Convey main ideas and support them with some detail in basic paragraph structure. 

An example of course goals for an non-EAL curriculum are:

In Lesson 1.1, we will:

• Describe soft skills

• Describe hard skills

• Describe transferable skills

• Describe accomplishments

An example of course goals for an online EAL curriculum are:

In Lesson 1.2 Listening Effectively, we will:

• Evaluate the expectations of communication in Canadian healthcare

• Demonstrate active listening skills

• Apply appropriate language functions to exhibit active listening.

Further examples of Outcomes and Objectives are given on the following page.

Section B: Goals, Outcomes, Objectives
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Examples

Here are some additional examples of Outcomes and Objectives.

Example 1: Talking on the Telephone (CLB 6)

Outcome: Learner can make short predictable phone calls about familiar, relevant topics

Objectives:

Learner will be able to: 

1. Make requests, provide necessary information and ask relevant questions

2. Use basic telephone phrases and expressions

3. Identify main ideas, intent and factual details

Example 2: Getting a Library Card (CLB 3)

Outcome: Learner can get a library card

Objectives:

Learner will be able to: 

1. Write personal information on a form

2. Use modals for request

3. Use courtesy phrases to open and close a conversation

4. Sign their name 

Example 3: Completing an Experience Record (CLB 9+)*

Outcome: Learner can write and complete Experience Records for all years of employment for application to ENS

Objectives:

Learner will be able to: 

1. Adapt writing style to a particular audience.

2. Use a wide range of vocabulary, including synonyms and abstract, technical and literary language. 

3. Select and organize relevant data to see relationships between facts and to develop logical lines of 
argumentation in support of conclusions. 

*This example is sector-specific.

As you develop your curriculum, be intimately familiar with your target CLB and ES to ensure your outcomes and 
objectives are clearly aligned to the needs of your target audience.

Section B: Goals, Outcomes, Objectives
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Action Verbs

When your write goals, outcomes and objectives, always use action verbs.

Avoid using these verbs for learning objectives. They are difficult to measure objectively. 

appreciate

be aware

become acquainted with

comprehend

cover

familiarize

gain knowledge of

know

learn

realize

study

understand

Use these verbs for learning objectives.

acquire 

activate 

analyze

answer

apply 

arrange

articulate

ask

assess

assist

breakdown

categorize

change

check

choose

cite 

clarify

classify 

combine

compare

compile

complete

compose

compute

conclude

contrast

convey

create

criticize

critique

debate 

defend

define

demonstrate

describe 

design 

determine

develop

differentiate 

discuss

distinguish

establish 

examine

explain

explore 

express 

extend

follow

generalize

generate

give

greet

identify 

improve 

increase

infer 

invite

integrate

interpret 

introduce 

join

label

list

listen

locate

maintain 

manage 

make

match

modify

name 

observe 

order 

organize 

outline

paraphrase

pick out 

plan

practice

predict 

prepare 

present

prioritize

produce 

propose 

rank 

rate 

read 

rearrange

recite

recall

recognize 

recommend 

record 

reflect 

relate

remove 

reorganize 

repair 

repeat 

replace 

reply

report 

research 

restate 

review

revise

scan

schedule

sequence 

show

simplify 

skim 

state 

suggest 

summarize 

synthesize

use

verbalize 

write 
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Terms

Section C is designed for EAL curriculum developers. If you are developing curriculum that is not 
EAL, this section doesn’t directly apply to you. However, any curriculum developer should know:

• The target language level of their learners and 

• What this means in terms of what learners can and can’t do

Even if your curriculum is not EAL-specific, we recommend that you read through Section C to give 
you an idea of how your target language level(s) should inform your development. Also, work with an 
EAL professional to ensure your curriculum is suited to your learners’ language level(s).

All of the materials you create at ISANS will reference or rely on the CLB. You must know how to use the CLB to ensure 
your curriculum meets your target audience’s level. So, how can you do that?

Before we begin, know how your curriculum will use the CLB. Is it:

• CLB-Based

• CLB-Referenced

• CLB-Aligned

What are the differences between these terms?

CLB-Based
CLB indicators form the basis of the curriculum. The purpose of this curriculum is to guide learners to the next 
CLB level. E.g. LINC Classes, Workplace Writing 

CLB-Referenced
CLB indicators inform what tasks look like and what language level learners are required to have to participate, 
but are neither focused on nor highlighted during the curriculum. The purpose of this curriculum is not to 
increase CLB scores, but to practice a non-benchmarkable skill (such as Pronunciation) or a non-language related 
topic (such an employment workshops). E.g. Pronunciation, Employment Workshops

CLB-Aligned
CLB indicators are aligned to Essential Skills and Essential Skills form the basis of the curriculum. The purpose of 
this curriculum is to help learners engage in work-related tasks necessary for their professions, regardless of the 
CLB levels of those tasks, and to provide CLB-appropriate strategies to support learners’ success with required 
tasks beyond their CLB level. E.g. Communication for Professional Drivers, English in the Workplace

Once you have determined how the CLBs will inform your curriculum, begin thoroughly and carefully reviewing them.

Section C: Canadian Language Benchmarks
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Comparison Process

Regardless of whether you base, reference or align you curriculum to CLBs, carefully and thoroughly review your target 
level. Also carefully and thoroughly review the levels before and after it to identify the often subtle differences that exist 
between levels.

While you can compare levels many ways, below is an effective and fairly exhaustive method used at ISANS. 

 

Comparing CLB Levels:

1. Start with the manual: Canadian Language Benchmarks: English as a Second Language for Adults. If you do not 
have a paper copy of this invaluable resource, contact your Supervising Team Lead (STL) or download it for 
free at www.language.ca.

2. Decide which skill(s) you want to work on (Listening, Speaking, Reading, Writing).

3. Decide which level you want to work on and photocopy or print it.

4. Open your book to the level before.

5. Compare both levels; highlighting the differences in your photocopy of the target level.

6. Decide which existing skills you’ll solidify and which new skills you’ll build.

7. Review the level(s) after the target level to identify which skills are too difficult for your learners.

8. Use your comparison of Profiles of Ability to guide overall curriculum development.

9. Use your comparison of each Competency to guide your focus on each specific section.

10. Ensure each Competency area is fairly represented, as much as possible.

Please note that you can follow the above process for an entire skill or an individual competency within a skill. It can 
also be repeated to assess multiple skills or multiples competencies within a skill. This process is designed to be suited 
to your needs and purpose. 

Please also note that in the back of the CLB book, there is a Glossary of Important Terms used within the book. This 
Glossary can provide useful and meaningful definitions about what the CLB means for specific terms.

An example is provided on the following pages to see the process in action.

Section C: Canadian Language Benchmarks
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Comparison Process

Skill

Once you have a copy of the CLB book, identify which skill to focus on. If you have multiple skills to focus on, start with 
one. Follow this process and repeat for each additional skill.

The four language skills covered in the CLB book are: Listening, Speaking, Reading and Writing.

Target Level

Once you have identified the skill, identify your target level 1-12 for CLBs. We recommend you photocopy / print all 
target levels you wish review. Please note that you can follow this process for Literacy levels, but will require a copy of 
ESL for ALL in order to complete it.

Previous Level

Open your book to the previous level. Carefully compare your target level to the previous level. Start with the Profile of 
Ability, as this applies to all competencies within the skill. Highlight all additions in the target level. Continue to repeat 
the process for each relevant competency within the skill.

When you compare the target CLB to the one before it, decide which skills you want to:

• Solidify (Existing skills that require strengthening)

• Build (New skills that weren’t present in the previous level)

An example has been done for you on the following two pages.

Subsequent Level(s)

Now, open your book to the next level. Make notes about what skills are added. Do not teach these skills.

An example has been done for you on page 28.

As you proceed with curriculum development, use your comparison of Profiles of Ability to guide your overall curriculum 
development. Also, use your comparison of each Competency to guide your development of each relevant section 
where that competency is covered.

Competencies 

Whenever possible, cover all four competency areas equally. What are these four areas?

• Interacting with Others (all skills)

• Comprehending Instructions (L/R); Giving Instructions (S); Reproducing Information (W) 

• Getting Things Done (all skills)

• Sharing Information (S/W); Comprehending Information (L/R)

Depending on your curriculum’s needs, this may be more or less of an area of concern for you. If your curriculum is 
CLB-Based, ensure your curriculum equally represents all four skills areas. If your curriculum is CLB-Aligned, provide 
strategies for necessary skills that are too high for the stated CLB level of the learners.

Section C: Canadian Language Benchmarks
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Examples

Lets look at an example where the skill is Writing and the Target Level is CLB 6.

   CLB 5        CLB 6

 

From the above, you can identify two skills to solidify and four skills to build. 

Skills to Solidify:    Skills to Build:
• Clear main idea   •   Moderately complex messages    •   Interests 
• Vocabulary    •   Idioms, cultural references & figures of speech •   Complex structures

124 - Canadian Language Benchmarks  

STAGE II 
 

I. Interacting with Others 

• Convey personal messages in short, formal and informal 
correspondence for a range of everyday social purposes 
(such as expressing or responding to invitations and 
feelings, or providing quick updates).  

[Message is about 1 paragraph related to everyday 
experience.] 

− Conveys the intended meaning. 
− Uses language and content appropriate and relevant to 

the situation. 
− Expresses main ideas and supports them in some detail. 
− Demonstrates strengths and limitations typical of 

Writing Benchmark 5, as listed in the Profile of Ability. 

Sample Tasks 
Write a formal invitation for 
a group function (such as a 
company picnic, BBQ or 
potluck). 

Write a letter or email to a 
friend to describe feelings 
about a new home town, 
English class or job. 

Write a short personal 
journal to share with a 
teacher or class. 

 

  

II. Reproducing Information 

• Reduce short, factual, oral discourse (such as live or 
recorded phone messages or pre-recorded public 
information lines) to notes or messages. 

[Oral discourse is short, with about 5 to 7 details.] 

• Reduce a page of information to a list of important 
details. 

[Information is personally relevant; clear layout.]  

− Includes important points with accurate details. 
− Conveys a clear message. 
− Records details (such as names, addresses, numbers, 

dates, times and directions) legibly, with correct 
spelling and other standard conventions of 
capitalization and punctuation. 

− Demonstrates strengths and limitations typical of 
Writing Benchmark 5, as listed in the Profile of Ability. 

Sample Tasks 
Take notes from a 
pre-recorded telephone 
message (such as a company 
message about job openings, 
a message about a store’s 
location and hours of 
operation, or a message 
detailing a bus or train 
schedule). Include details for 
personal use. 

Take notes from an 
advertising flyer on products, 
features, prices and retail 
locations to inform shopping 
decisions. 

 

  

Profile of Ability 
The writer can: 

Write short, simple to 
moderately complex 
descriptions, narrations and 
communications about 
familiar, concrete topics 
related to daily life and 
experience.  

When the communication is: 

• On a familiar and personally 
relevant topic  

• Intended for a familiar 
audience 

• Relatively short 

• In moderately demanding 
contexts 

Demonstrating these 
strengths and limitations:  

• Adequate paragraph structure 
with a main idea and some 
supporting details 

• Adequate use of connective 
words and phrases 

• Adequate range of vocabulary 
for most simple everyday 
texts 

• Good control of simple 
structures 

• Difficulty with complex 
structures 

• Adequate control of spelling, 
punctuation and format 

• Some awkward-sounding 
phrases and word 
combinations 

• Able to communicate some 
moderately complex 
messages 

Writing – Benchmark 5

126 - Canadian Language Benchmarks  

STAGE II 
 

I. Interacting with Others 

• Convey personal messages in short, formal, and informal 
correspondence for an expanding range of everyday 
social purposes (such as expressing congratulations, 
thanks, apologies, or offering assistance). 

[Message is about 1 or 2 paragraphs, for a familiar 
audience, and related to everyday experience.] 

− Conveys the intended meaning. 
− Uses language and content appropriate and relevant to 

the situation. 
− Expresses main ideas and supports them with some 

detail. 
− Demonstrates strengths and limitations typical of 

Writing Benchmark 6, as listed in the Profile of Ability. 

Sample Tasks 
Write a personal message to 
cancel an appointment. 
Express inability to keep the 
appointment, disappointment, 
and offer an apology.  

Write a personal message to 
thank someone for a special 
gesture or to congratulate a 
friend who has just had a 
baby.  

Write a letter or email of 
appreciation to a teacher or 
colleague who has provided 
support. 

 

  

II. Reproducing Information 

• Reduce short, factual oral discourse (such as live or 
recorded phone messages, pre-recorded public 
information lines, podcasts and short presentations) to 
notes or messages. 

[Phone messages have about 7 or 8 details and 
presentations are about 10 minutes, about personally 
relevant topics.] 

• Reduce a page of information to an outline or summary. 

[Topic is of personal relevance and may be related to a 
specialized field.] 

− Takes notes and reduces written or oral information to 
important points with accurate details. 

− Writes messages with accurate details for others. 
− Uses common conventions such as point form. 
− Records details (such as names, addresses, dates, 

times and directions) legibly and with correct spelling, 
capitalization and punctuation. 

− Demonstrates strengths and limitations typical of 
Writing Benchmark 6, as listed in the Profile of Ability. 

Sample Tasks 
Take notes from a website 
about a procedure (such as 
how to get a driver’s license, 
apply for college, or allergy-
proof a home). Summarize key 
information for personal use.  

Take notes from a short 
information session about a 
college program to share with 
a friend.  

Take notes in a workplace 
preparation course during a 
brief presentation on interview 
tips.  

 

  

Profile of Ability 
The writer can: 

Write short, moderately complex 
descriptions, narrations and 
communications about familiar, 
concrete topics relevant to 
personal interests and experience. 

When the communication is: 

• On a familiar and personally 
relevant topic  

• Intended for a familiar audience 
• Relatively short 

• In moderately demanding 
contexts 

Demonstrating these strengths 
and limitations:  

• Adequate paragraph structure, 
with clearly expressed main 
ideas and some supporting 
details 

• Appropriate use of connective 
words and phrases 

• Good range of vocabulary for 
simple everyday texts 

• Good control of simple structures  

• Developing control of complex 
structures 

• Adequate control of spelling, 
punctuation and format 

• Some awkward-sounding phrases 
and word combinations 

• Content and language are 
sometimes not appropriate for 
the audience 

• Uses a limited range of natural 
idiomatic language, cultural 
references and figures of speech 
appropriate to the context 

• Able to communicate an 
increasing range of moderately 
complex messages 

Writing – Benchmark 6
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Canadian Language Benchmarks - 127 

STAGE II 
 

III. Getting Things Done 

• Write short business or service correspondence for routine purposes. 

[Writing is about 1 paragraph.] 

− Conveys a sense of audience in language and format. 
− Conveys the intended message. 

• Complete forms requiring detailed personal information.  

[Forms have about 30 to 40 items.] 

− Identifies purpose of form and completes it with all the required information. 
− Spells and uses punctuation, capitalization, dates and numbers (and their 

abbreviations) correctly. 
− Demonstrates strengths and limitations typical of Writing Benchmark 6, as listed in the 

Profile of Ability.  

 

Sample Tasks 
Write to inform a company that 
a product did not work and ask 
for a refund.  

Write a message to accompany a 
job application form. Express a 
desire for the job, provide 
contact details, and refer the 
reader to the attached 
application form.  

Write an email to a supervisor 
asking permission to work from 
home next week. 

Fill out a job application form or 
complete a medical history form.  

 

  

 

IV. Sharing Information 

• Write 1 or 2 connected paragraphs to relate a familiar sequence of events, a story, a 
detailed description, or a comparison of people, things, routines or simple procedures. 
− Addresses the purpose of the task. 
− Expresses main ideas and supports them with details. 
− Provides introduction, development and conclusion in adequate paragraph structure. 
− Provides accurate descriptions, comparisons or accounts of events in a clear sequence. 
− Uses appropriate connective words and phrases. 
− Demonstrates strengths and limitations typical of Writing Benchmark 6, as listed in the 

Profile of Ability. 

Sample Tasks 
Write a description of a process, 
such as applying for an academic 
program or a job. 

Write a description of the 
impact that a significant person 
has had.  

Write a comparison of a 
company’s services with those 
of a leading competitor. 

 

  

Writing – Benchmark 6

Examples

Lets look at an example where the Skill is Writing, the Competency is Sharing Information and the Target Level is CLB 6.

CLB 5 

CLB 6

CLB 7

From the above, you can identify three skills to solidify, three skills to build and four skills to avoid. 

Skills to Solidify:   Skills to Build:    Skills to Avoid:
• Clear sequence   •   Two paragraphs      •   Three paragraphs 
• Transition phrases  •   Comparisons    •   Details
• Detailed descriptions •   Stories      •   Coherence 

           •   Explanations

 
 
 
 
 
 

Canadian Language Benchmarks - 125 

STAGE II 
 

III. Getting Things Done 

• Write short business or service correspondence for routine personal needs.  

[Writing is about 1 paragraph.] 

− Conveys a sense of audience in language and format. 
− Conveys the message clearly. 

• Complete forms requiring detailed personal information.  

[Forms have about 20 to 30 items.] 

− Identifies purpose of the form and completes it with all the required information. 
− Spells and uses punctuation, capitalization, dates and numbers (and their 

abbreviations) correctly. 
− Demonstrates strengths and limitations typical of Writing Benchmark 5, as listed in the 

Profile of Ability.  

Sample Tasks 
Write a note to an insurance 
company to cancel or change a 
policy and to request a refund.  

Fill out an application form for a 
car rental or driver’s license.  

Fill out an accident report form 
at work.  

 

  

 

IV. Sharing Information 

• Write a paragraph to relate a familiar sequence of events, description of a person, object 
or routine.  
− Addresses the purpose of the task. 
− Expresses a main idea and supports it with details. 
− Provides introduction, development, and conclusion in an adequate paragraph 

structure. 
− Provides accurate descriptions or accounts of events.  
− Provides adequate explanations where necessary. 
− Uses appropriate connective words.  
− Demonstrates strengths and limitations typical of Writing Benchmark 5, as listed in the 

Profile of Ability. 

Sample Tasks 
Write a paragraph to report a 
factual event or incident, such 
as an accident, a workplace 
incident or a burglary. 

Write a paragraph for a class 
newsletter to inform readers 
about a new or useful service in 
the community (such as a new 
language class, community 
centre, childcare centre or food 
bank). 

 

  

Writing – Benchmark 5
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STAGE II 
 

III. Getting Things Done 

• Write business or service correspondence for a range of routine and less routine purposes 
(such as passing on information, and making and responding to requests, 
recommendations and warnings). 

[Writing is up to about 2 paragraphs.] 

− Conveys a clear message. 
− Conveys a sense of audience in language and format. 

• Complete extended forms requiring detailed personal information.  

[Forms have about 40 items and may require brief written responses to questions.] 

− Identifies the purpose of the form and completes it with all the required information. 
− Spells and uses punctuation, capitalization, dates and numbers (and their 

abbreviations) correctly. 
− Demonstrates strengths and limitations typical of Writing Benchmark 7, as listed in the 

Profile of Ability. 

 

Sample Tasks 
Write a short letter to express 
concerns about an issue at a 
daycare centre. 

Write a formal letter to an 
academic or work supervisor to 
request a leave of absence. 

Write an email to a government 
representative to request a 
needed service or item in the 
community, such as an off-leash 
dog area, traffic lights, or play 
equipment in the park. 

Fill out an application for a post-
secondary educational institution 
or an application for a student 
loan. 

Complete an incident report 
form, including a narrative about 
the incident. 

 

  

 

IV. Sharing Information 

• Write 2 or 3 connected paragraphs to relate a familiar sequence of events, make a 
comparison, or provide a detailed description of a person, system, routine or procedure. 
− Addresses the purpose of the task. 
− Expresses main ideas and supports them with details. 
− Presents text as a coherent, connected whole with good use of appropriate connective 

words and phrases.  
− Provides accurate and detailed descriptions, explanations or accounts of events, in a 

clear sequence. 
− Demonstrates strengths and limitations typical of Writing Benchmark 7, as listed in the 

Profile of Ability. 

Sample Tasks 
Write a message to a friend to 
inform him/her of the procedure 
for becoming a Canadian 
citizen. 

Write 2 or 3 paragraphs to 
compare the education system 
or election procedures of 
2 countries for an academic 
preparation course. Add a 
paragraph expressing a 
preference for one or the other 
and give reasons. 

Write a brief production report 
on work stoppage times and 
reasons.   

 

  

Writing – Benchmark 7

                                                                                                   
                                                                                                 

 

                                                                                                   
                                                       

Section C: Canadian Language Benchmarks



32 Immigrant Services Association of Nova ScotiaCurriculum Developer’s Guide

Descriptors 

When using descriptors from original Centre Canadian Language Benchmarks (CCLB) sources, such as the CLB book, 
suit them to your audience. To do this, you may need to rephrase, shorten or combine descriptors. You may also need 
to alter their use of emphasis, including bold or italics. So long as your information is true to the original text and user-
friendly, you are free to apply necessary changes. Should you wish to discuss this further, contact your STL for feedback.

Some examples are provided below to show appropriate alterations.

Example 1: Speaking: Interacting with Others (CLB 5)

Original: 

Participate in basic social conversations for some everyday purposes (such as expressing feelings; making, 
accepting or declining invitations; and engaging in small talk).

− Opens and maintains a conversation.

− Takes turns by giving non-verbal and verbal signals.

− Encourages conversations by using eye contact, nodding, showing interest, etc.

Adapted:

Participate in basic social conversations for everyday purposes, opening and maintaining a conversation, 
taking turns and encouraging conversations (CLB 5)

Example 2: Listening - Getting Things Done (CLB 7)

Original: 

Understand moderately complex communication intended to influence or persuade (such as requests, 
reminders, orders and pleas) in situations related to personal or general experiences.

− Identifies the purpose, main ideas, factual details.

− Identifies the functions of utterances (such as requests and reminders).

− Interprets requests, reminders, orders and pleas.

Adapted:

Demonstrate comprehension of details and speaker’s purpose in directive requests, reminders, orders and 
pleas (CLB 7)

Example 3: Literacy

Original: 

Reads slowly and often out loud.

Brainstorms vocabulary for writing as a class with the instructor acting as a scribe.

Adapted:

Reads slowly, oftentimes out loud. 

Brainstorms vocabulary for writing with classmates while instructor acts as a scribe. 
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Definitions

The Government of Canada has identified nine skills essential to living and working safely and successfully. They are:

1. Reading
The skills needed to understand and apply information found in sentences and paragraphs. At work, people 
use these skills to locate and use information from memos, emails, manuals, reports, proposals and other 
written material.

2. Document Use
The skills needed to find, enter and use letters, numbers, symbols and images in electronic and paper 
formats. At work, people use these skills to find and enter information in electronic and paper visual displays, 
such as forms, lists, tables, graphs, maps and drawings. 

3. Writing
The skills needed to compose handwritten or typed text to communicate information and ideas. At work, 
people use these skills to compose texts, such as notes, memos, bulletins, email messages, instructions, 
procedures and reports.

4. Numeracy
The skills needed to make sense of and apply mathematical concepts and information. At work, people use 
these skills to tally costs, create budgets, calculate lengths and volumes, analyze data, estimate times and 
manage the other mathematical demands. 

5. Oral Communication
The skills needed to exchange thoughts and information with other people by speaking, listening and 
using non-verbal cues, such as body language. At work, people use these skills to talk to customers, discuss 
products with suppliers, explain work procedures to co-workers, participate in virtual sales meetings with 
clients, and other verbal exchanges.

6. Thinking
The skills needed to solve problems, make decisions, think critically, plan, remember details, and find 
information. At work, people use these skills to do tasks, such as solving electronic equipment problems, 
assessing jobsite safety, deciding who to hire, planning meetings, memorizing passwords, and finding the 
information to estimate project costs.

7. Digital Technology
The skills needed to understand and use digital systems, tools and applications, and to process digital 
information. At work, people use these skills to input, access, analyze, organize, create and communicate 
information and ideas using computers, software, point-of-sale equipment, email, podcasts, web applications, 
smart phones, etc. 

8. Working with Others
The skills needed to interact with other people (one or more). At work, people work with others in pairs 
and in small and large groups to coordinate tasks, share resources, plan, make decisions, negotiate, solve 
conflicts and complete other activities that involve teamwork.

9. Continuous Learning
The skills needed to continually develop and improve one’s skills and knowledge in order to work effectively 
and adapt to changes. At work, people use these skills to identify and develop the knowledge and skills they 
need to perform well, build careers, prepare for and adapt to changes in processes, technology, regulations, 
employer demands, etc.

All definitions were taken from: https://www.canada.ca/en/employment-social-development/programs/essential-skills/profiles/guide.html
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Language Relation

The Centre for Canadian Language Benchmarks has compared the relationship of four Essential Skills to language. Their 
comparative framework is as follows:

Source: Relating Canadian Language Benchmarks to Essential Skills: A Comparative Framework © Centre for Canadian Language Benchmarks, 2005

While this comparative framework is helpful, it doesn’t address the language tasks often implicit within the other nine 
Essential Skills. When developing, it is important to always keep in mind all nine Essential Skills and their importance 
to language learning as a whole. 

It is also important to note that Essential Skills only relate to language levels 3-5 and above, depending on the skill. This 
creates legitimate challenges when developing for lower level language learners, even those CLB 3-4. Should this be 
your context, the Essential Skills still have a purpose. They can provide real-life tasks that learners will need to complete 
within the lower language level. As you develop curriculum, focus on the scaffolding needed to complete the tasks with 
realistic success in real-world contexts based on what they CAN do (according to their CLBs). Also, include strategies 
and language for how to access eternal supports when their strategies and language fall short (such as requesting a 
coworker to respond to a customer inquiry or asking for clarification on a memo from a supervisor). 

Relating Canadian Language Benchmarks to Essential Skills: A Comparative Framework

Canadian Language Benchmarks & Essential Skills Comparative Framework Overview

6

Canadian Language Benchmarks 
& Essential Skills Comparative 
Framework Overview*

ES ORAL 
COMMUNICATION* 1 2 3 4

CLB SPEAKING 5-6 6-8 9-10 11-12

CLB LISTENING 5-7 7-8 9-10 11-12

ES READING 1 2 3 4 5

CLB READING 3-5 6 7-9 10 11-12

ES WRITING 1 2 3 4 5

CLB WRITING 4-5 6-7 8 9 10-12

ES DOCUMENT USE 1 2 3 4 5

CLB READING & WRITING 3-5 5-6 7-8 9-10 11-12

* Note that there are four levels of complexity for Oral Communication,  
as compared to fi ve levels of complexity for reading, writing, and document use.
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Profiles

Essential Skills Profiles are based on the National Occupational Classification (NOC) codes for specific jobs. Essential 
Skills profiles list specific common tasks for each Essential Skill for the job profiled. Essential Skills Profiles can be found 
at: https://www.jobbank.gc.ca/essentialskills

Any sector-specific or employment-related development should reference or include Essential Skills. Curricula that are 
based on a specific job can easily use the Essential Skills profile to develop the curricula. The profile should not only 
support the content, it should direct it from its very foundations - the Table of Contents. For a specific example of how 
this can be done, reference the Communication for Professional Drivers course which was based on the Essential Skills 
Profile for Truck Drivers (7511). 

A key component when developing a course focused on an Essential Skills profile is to use it in its entirety. For language-
based courses, find the language component in each sample task and provide scaffolding and strategies to help learners 
accomplish the task. Here are some examples from “non-language related” skills.

• Numeracy Task:

Language Task: 

May receive cash, credit and debit card payments and make change

Practice customer service language 

• Thinking Task:

Language Task: 

Locate road and weather conditions by reading advisories on the Internet

Access and locate basic information from reference sources 

• Digital Technology:

Language Task: 

May use intranets and the Internet to access training courses and seminars

Practice active listening strategies and note-taking 

• Working with Others:

Language Task: 

May work as members of a team when loading and unloading large cargo

Practice offering and requesting help 

• Continuous Learning:

Language Task: 

May attend information sessions to learn about safety regulations

Practice forming questions and interrupting politely to ask them 

By using Essential Skills profiles, you will create task-based learning opportunities that focus learning on real-world 
contexts applicable to your learners. This will increase their internal motivation to learn and perform well, as their job-
related success will depend on it.

Inevitably, some tasks listed in the profile will be beyond the learners’ CLB level. However, if the task is listed in the 
profile, it is a fairly common task and should be addressed. In these situations, focus on the scaffolding needed to 
complete the tasks with realistic success based on what they CAN do (according to their CLBs), as well as strategies and 
language for how to access eternal supports when their strategies and language fall short.
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Goal Setting

For all learners who are either currently in or want to get into a specific occupation, Essential Skills profiles are a practical, 
relevant way to help learners identify and set their own goals. Look at the Goal Setting Activity on the next page. 

• How could you use this in your curriculum?

• Could you modify it to suit the needs of your curriculum?

• Where could you put it within your curriculum?

• How could this activity influence your own curriculum development?

When working with a curriculum that is focused on meeting the needs of learners who share the same occupation, 
this goal-setting activity can really help them identify their own strengths and areas of improvement. It can help them 
better engage in the curriculum and see the importance of what is included and why.

While using a goal-setting activity in this context is fairly straightforward in its application, it can also be easily applied 
to curriculum that is designed for learners who don’t share the same occupation. How is this possible?

The strategies and polite language used to accomplish many tasks are similar. To start, focus on the strategies, skills and 
language learners need. Then, provide learners with activities that help them apply these skills in different contexts. 
Provide them with a sample context(s) and once they prove their ability to demonstrate these skills in this content, 
allow them to craft their own. 

Let’s look at two examples.

• Learner Goal 1:

 
Learner Goal 2: 

Curriculum Design:

Solve problems regarding dissatisfied customers or co-workers and relating to 
interpersonal conflicts.

Send emails.

Include a module on conflict resolution, focusing on oral and written language 
and strategies with role-plays and mock emails.

• Learner Goal 1:

Learner Goal 2: 

Curriculum Design:

Encounter delays and phone personnel to arrange for late arrivals. 

Have considerable interaction with customers and supervisors. 

Include a module on telephone language, focusing on oral language and 
strategies for customer and colleagues with role-plays to note differences of 
formality, audience and purpose.

In short, design curriculum to connect the content to the learner’s needs and interests with general scaffolding that 
applies to everyone and specific assignments that learners can customize to their own unique needs and contexts. 
This works because the strategies and polite language needed stay basically the same, even when the contexts vary 
dramatically.
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Goal Setting 

Essential Skills – Goal Setting Activity 

A NOC is a National Occupational Classification code. Basically, it is your job description. Many 
NOC’s have an Essential Skills profile attached to them. This profile gives example tasks that you 
are expected to do in your profession in Canada for each Essential Skill.

Research your NOC (www.jobbank.gc.ca/essentialskills) and answer the following questions. 

1. What is the four-digit number of your NOC?

2. Does your NOC have an Essential Skills Profile? 

 � If yes, continue. 

 � If no, find a similar, related profession that does.

3. What does your profile say about Reading? Choose one point that interests you. Type it 
here and describe how you’d like this course to help you with this skill.

4. What does your profile say about Writing? Choose one point that interests you. Type it 
here and describe how you’d like this course to help you with this skill.

5. What does your profile say about Document Use? Choose one point that interests you. 
Type it here and describe how you’d like this course to help you with this skill.

6. What does your profile say about Thinking? Choose one point that interests you. Type it 
here and describe how you’d like this course to help you with this skill.

7. What does your profile say about Continuous Learning? Choose one point that interests 
you. Type it here and describe how you’d like this course to help you with this skill.

As you continue through this course, create weekly notes on how you feel you are developing one 
or both of these skills. At the end of the course, you will be asked to summarize and articulate these 
ideas.

Being able to articulate these skills will enable you to better discuss your skills and abilities. As 
you’re better able to discuss your skills and abilities, you will be better able to communicate to 
your manager or employer what you have contributed to your company and what skills you have 
developed.
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Format

Activities within modules should follow a specific format. Namely:

1. Goal-setting

2. Engagement

3. Instruction and/or information on the topic

4. Questions and/or sample situations with pre-identified options

5. Real-life task(s) 

6. Self and/or peer assessment 

7. Learner reflection

By following the above format, we align our curriculum to the principles of adult education and provide a learner-
centered, task-based approach that focuses on real-world engagement. Let’s look at each activity separately. For more 
information about individual components of this format, refer to: https://pblapg.language.ca/.

Goal Setting

Goal setting is a process by which you introduce your learners to the topic and the objectives associated with it and 
provide them with the opportunity to identify what they already know and what they would like to learn more about. 
This may be as casual as a discussion, as informal as a checklist or as formal as writing out 1-3 SMART goals. Here is an 
example.

In the end of this lesson, you will:

• Objective 1
• Objective 2
• Objective 3

Before we start, think about what you already know and what you want to learn. Complete the checklist below.

Topics
I already 

know this
I want to 
learn this

a. Topic 1

b. Topic 2

c. Topic 3

d. Topic 4
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Format

Engagement

Engagement is an activity to get learners thinking about the topic. This is often a discussion or brainstorming activity 
around the topic. It is designed to help your curriculum’s instructor gauge what learners already know about the topic 
and what they need to know. It will help instructors prioritize class needs in relation to curriculum content. Here is an 
example. 

Think about topic. With a partner, write down these details about the topic in the boxes below.

Share your ideas with the class. Were your ideas similar?

Instruction / Information

Instruction or Information is where you teach learners about the topic. This is often done with paragraphs, bulleted or 
numbered lists, pictures, charts, tables and other visuals. Write using plain language techniques (no matter what CLB 
level) with a focus on appropriate CLB indicators. Also engage learners in the process from start to finish. Try not to 
be too text-heavy. Leave enough white space on the page and focus on communicating what learners need to know 
instead of what you want to communicate. Here is an example.

Read about writing strategies.

At work, you will need to write different texts and fill in different document. When you write, you might have to 
include a lot of words and you might have to include a few words. 

Some documents that need you to write a lot include:
• Emails    •       Letters   •       Reports

Some documents that need you to write less include:
• Logbooks     •       Notes   •       Instant messages
• Forms    •       Timesheets   •       Phone messages

Whenever you write, you should:
• Know your purpose. Why are you writing? What do you want to say?
• Know your audience. Who are you writing to? What do they need to know?
• Know the best format. Should you write a note or  send an instant message? 

Topic
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Format

Questions / Sample Situations

Questions and sample situations are where you test what you taught. They have right/wrong answers and are 
thoughtfully crafted by the developer to test the key points you want learners to get from the instruction. These 
key points are always the key points that leaners need to be successful in the real world task that the instructions is 
scaffolding up to. The goal of all questions and sample situations is to develop confidence and accuracy with the skills 
needed to perform real-world tasks. Here is an example. 

Practice identifying payment methods.

When a customer pays, you often need to ask them how they will be paying. Here are some polite ways to do 
this. Put each question in the correct order. The first one has been done for you.

1. be paying  /  how  /  today  /  will  /  you

 __________________________________________________________________________________________________________ ?

2. prefer to use  /  today  /  to pay  /  what  /  do  /  you

 __________________________________________________________________________________________________________ ?

3. be paying  /  VISA or Mastercard  /  will  /  with  /  you

 __________________________________________________________________________________________________________ ?

Real-Life Tasks 

Real life tasks are always the goal of the instruction. The situations can either be set up to by the developer to focus 
on how learners will react in specific situations or can be left with broader perimeters for learners to set up their own 
contexts. Either way, clear criteria for what is expected of learners to accomplish should be provided. Here is an example. 

Write an email of your own.

Now, you’re going to write an email about a sensitive situation. Imagine you offended a team member by some 
negative comments you made about their work. You need to apologize for your negative comments. However, 
as the team lead, you also need to address their work and how you’d like to see it improve.

Writing Task: Write a well-organized, coherent, unified 2-3 paragraph email. Include polite phrases to introduce 
and explain each of the following:

• your apology

• your constructive feedback

• your solution.

How will you be paying today?
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Format

Self / Peer Assessment 

Self and peer assessments are opportunities for learners evaluate their own or another’s skills. This helps learners take 
responsibility for their own learning. It should allow the opportunity for learners to both highlight positive points, as 
well as 1-3 specific points for improvement. As providing an evaluation to a peer can be difficult, always start your 
curriculum with self evaluations. Only add in peer evaluations after a reasonable amount of the curriculum has been 
gone through and learners have developed a good enough relationship to engage in this task. As with goal setting, 
this may be as casual as a discussion, as informal as a checklist or as formal as a written response. Here is an example.

Reflect on topic. What is one thing you feel confident you can do well?

 ___________________________________________________________________________________________________________

What is one thing you feel was difficult? 

 ___________________________________________________________________________________________________________

What is one way you can improve?

 ___________________________________________________________________________________________________________

Learner Reflection

Learner reflections provide learners with the opportunity to think about what they learned about the topic, what 
they would like to continue to learn about the topic and any questions they still have about the topic. It may also be 
combined with a self assessment of a module for a more complete review. This section helps learners solidify their 
learning and take responsibility for continuing it past the scope of your curriculum. Here is an example.

Think about what you learned in this lesson. Answer the questions below. Your answers are only for you.

1. How well do you feel you can do each of these things?

W
el

l

O
ka

y

Po
o

r

N
o

t 
Su

re

Objective 1 

Objective 2

Objective 3

2. What does topic mean to you?

3. What is one important thing you learned today?

4. What questions do you have about today’s lesson?
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Types

It’s important to explore types of activities. Varying your types of activities will make your curriculum interesting and 
engaging. Here are some suggested activities you can use. Hopefully, they also inspire you to not only apply them to 
your curriculum, but to create other meaningful and engaging activities of your own.

Before we explore activity types, it is important to note that an example should be done for the learner whenever 
possible. This minimizes potential confusion and maximizes the potential for clarity and success.

Add a phrase

Provide a list of phrases related to a topic and have learners add their own. Here is an example.

To help someone start something:    To help yourself start something:

• Give it a try.

• Go for it.

• Just do it.

• You can do it!

•     

• I will give it a try.

• I will go for it.

• I will just do it.

• I can do it!

•     

Use a checklist

Provide a checklist on the topic for learners to complete. Here is an example.

Body Language Positive Not Positive

1. Smile  

2. Frown

3. Look in someone’s eye when talking

Give sample situations.

Provide sample situations and have learners decide on their own or with a partner what to do. Here is an example.

Read each situation. Decide how to respond. Write your answers on the lines next to the situations. The first one 
has been done for you.

1. You need Hayden to give you a pen.                      

2. Hayden gave you the pen.                         

3. Kyle is carrying a lot of boxes.                        
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1

Types

Categorize examples

Provide a list of examples with a table for learners to categorize examples. Here is an example.

Part of professional behaviour is keeping our personal life and our professional life separate. Look at the topics. 
Put them in the right category. The first one has been done for you.

Calls to/from a child   Calls to/from a friend   Calls to/from a spouse

Calls to/from a supervisor  Looking at social media   Online shopping

Personal Life Professional Life

Calls to/from a child

Identify own values

Provide a list of opposite values related to a specific topic. Have learners self-identify their values. Here is an example.

What are your values about times? Check what you usually do.

  I try to not change my plans.

  I often change my plans.

  I try to arrive 10 minutes before I say. 

  I try to arrive around the time I say.

  I try to arrive later than I say.

Order steps

Provide a list of steps and have learners put them in the correct order. Here is an example.

Read each phone call. Decide what order to put them in. Write the numbers on the lines. The first one has been 
done for you.

Call One:

 Ѩ I am stuck in traffic. 

 Ѩ Hello, this is Jade. 

 Ѩ I’m going to be late. 

 Ѩ See you soon. 

 Ѩ I’m sorry, but I’m coming as quickly as I can. 
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Types

List pros and cons

Provide a list of example situations for leaners to analyze and identify pros and cons. Here is an example.

Read each change below. With a partner, write down pros and cons for each.

Change Pros Cons

1. You’ve always worked with Ting. Now, 
you have ea new shift and will work with 
someone you don’t know.

2. You usually work the back and don’t see 
many customers. Now, you will work in the 
front and must talk to more customers.

Identify the best response

Provide two similar responses. Have learners choose the best one. Here is an example.

Read each response to a supervisor’s question. Choose the best response that is honest and avoids blame. 

1.           Kenzie knows what happened.               You could talk to Kenzie.

2.           I’m sorry. I don’t know who did it.             It was probably Kenzie.

Complete the response 

Provide part of a response and have learners complete it with the target language. Here is an example.

When you think about ways to do tasks better, you can talk to your supervisor. Make a polite suggestion for 
how to do it better and invite feedback. Look at the polite suggestions below. Complete them. 

1. I make many trips to filing cabinet.

I think I should                  . What do you think?

2. I often bring customers the wrong kind of product.

How about I                      . What are you thoughts?

Match strategies to situations 

Have a list of strategies and sample situations. Have learners identify the best strategy for each. Here is an example.

Read the learning situations below. Choose the best way to learn and write it on the lines. Some answers are 
used more than once. The first one has been done for you.

Discuss   Listen  Observe  Practice   Problem-Solve

1.      You are working with a coworker and must watch how they do their tasks and try to  
   repeat their methods.

2.      You are at a team meeting and must understand what to do and when to do it.

Observe
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Types

Match

Provide two lists and have learners match the examples on the right to those on the left. Here is an example.

Look at the positions. Match the positions to their meanings.

a. Room Attendant 

b. Housekeeping Supervisor

c. ...

 Ѩ Someone who cleans rooms and other hotel areas

 Ѩ Someone who manages and trains room attendants 

 Ѩ ...

Identify the category 

Provide groups of information and have learners write the categories on the top. Here is an example.

Match the PPE to what body part it protects. Write the answers on the lines. The first one has been done for you.

Body   Eyes and Face   Feet   Hands   Lungs

                                                                                                                                                                                                                                                   

Safety Glasses

Safety Goggles

Face Shield

Visor

Screen

Steel-Toed Boots

Non-Slip Footware

Closed-Toed Shoes

Footware with Ankle Support 

Chemical Resistant Boots

Gloves:

• Chemical Resistant 

• Work

• Dishwashing

• Freezer

Complete descriptions 

Provide the basics of a description and have learners complete the details. Here is an example.

You should be able to tell your supervisor about all security problems and emergencies and your response. You 
may need to give details about the people involved, the situation, timing or location of the problem. Read the 
descriptions below. Write full sentences to describe to complete them. The first one has been done for you.

1. Problem: A medical emergency          

Person: A guest            

Situation: Not breathing           

Timing: Around 11:30 am           

Location: On the floor in Room 204          

Solution: Called 911 and gave CPR          

There is a medical emergency.

A guest is not breathing

I found the guest at around 11:30 am on the floor

in Room 204.

I called 911 and gave the guest CPR.

      Eyes and Face
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Realia

Realia is always something you should try to include in your activities. What is realia? Realia is material from real life. 
Look at your curriculum. Ask yourself:

1. Where can I get realia?

2. How can I include realia?

3. What realia can I include? 

Examples of realia that can often easily be obtained from many workplaces include:

• Articles 

• Brochures 

• Catalogues 

• Checklists 

• Contracts 

• Drawings

• Forms

• Instructions 

• Labels 

• Manuals 

• Maps 

• Policies / Procedures 

• Memos

• Reports

• Schedules 

• Service Orders

• Tables / Charts 

• Invoices / Purchase Orders

Talk to your workplace. Your workplace has lots of realia. Ask the appropriate person if you can include their realia in your 
curriculum. Always note which realia documents you intend to use to obtain specific permission for them.

Once permission is secured, ensure all identifying features are removed. Identifying features include the workplace 
name, uncommon departmental names, people’s names, etc. Although this is not possible for certain documents (like 
brochures), it is usually easy to accomplish for most documents.

By removing identifying features, you protect the workplace who provided the realia. You also protect your curriculum 
from perceived bias towards a specific workplace. Note that any participating workplaces should be thanked in the 
Thanks section of the curriculum Introduction.
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Plain Language

Definition 

Plain English is communication your audience can understand the first time they read it. 

Your text is in plain English if your readers can: 

• Find what they need 

• Understand what they find 

• Use what they find to meet their needs 

No one technique defines plain English. It is defined by results—it is easy to read, understand, and use. Language that 
is plain to one person may not be plain to another. 

Organization

• Organize your text logically.

• Use titles and subtitles to break up text.

• Use lists and visuals to break up your text.

• Write instructions in the order they are carried out.

Best Practices

• Use short sentences. 

Don’t To express our profound gratitude for your vigorous contribution to our organization, we 
would like to express our eternally grateful thanks.

Do Thank you for everything you have done for our organization. 

• Use bullets and numbered lists. 

Don’t To write a follow-up email for a job application, you should address the follow-up email to a 
specific person, tell him/her that you would like to follow up on the status of your application 
and that you look forward to hearing from him/her concerning the position. 

Do This is how you should write a follow-up email for a job application:

• address the email to a specific person

• ask about the status of your application 

• state that you would be pleased to get an interview

• Use common, everyday words. 

Don’t There are many entrenched perceptions.

Do There are many strong beliefs.
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Plain Language

• Use direct questions. 

Don’t Would you be able to tell me if Mr. Roberts is in the office this morning?

Do Is Mr. Roberts in the office this morning?

• Use graphics, charts, and diagrams to make information clear. 

Don’t In 2016, the immigration to Canada by class was 155,994 in the economic class, 78,004 in the 
family class, 58,435 in the protected persons and refugee class and 3,913 in the humanitarian 
class for a total of 296,346 newcomers.

Do Immigration to Canada by class 2016

Immigration Class Number

Economic Class
Family Class
Protected Persons and Refugee Class
Humanitarian Class

155,994 
78,004 
58,435 
3,913 

Total 296,346

Source: CIC

• Use parallelism. 

Don’t Sally is good at making presentations, using a computer and to manage people.

Do Sally is good at making presentations, using a computer and managing people.

• Use personal pronouns (I, we, you). 

Don’t Facilities in regional and district offices are available to the public during normal business 
hours for requesting copies of agency records.

Do If you are a private citizen, you can get copies of our records at any regional or district office.

• Use simple tenses. 

Don’t We will be issuing a report every quarter.

Do We issue a report every quarter.

• Use the active voice

Don’t The permit will be approved by the agency’s provincial office.

Do Our provincial office must approve your permit.
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Plain Language

• Avoid abbreviations and acronyms. 

Don’t EAL instructors use CLBs to assess the language skills of learners instead of TOEFL, IELTS or 
CanTest.

Do Instructors use Canadian Language Benchmarks (CLB) to assess learners’ language skills 
instead of standardized English tests.

• Avoid negatives. 

Don’t An application for a grant does not become void unless the applicant’s failure to provide 
requested information is unreasonable under the circumstances.

Do An application for a grant remains active if the applicant provides the information we request 
within a reasonable time.

• Avoid unnecessary information. 

Don’t The Dietary Guidelines for Americans recommends a half hour or more of moderate 
physical activity on most days, preferably every day. The activity can include brisk walking, 
calisthenics, home care, gardening, moderate sports exercise, and dancing.

Do Do at least 30 minutes of exercise, like brisk walking, most days of the week.

• Avoid changing verbs into nouns. 

Don’t This means we must undertake the calculation of new figures.

Do This means we must calculate new figures.

• Avoid should. 

Don’t You should capitalize the names of groups.

Do Capitalize the names of groups.

Please refer to the Resources section for external websites and publications related to Plain Language.
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Plain Language

Simple, Everyday Words

Listed below are examples of complicated vocabulary and plain language suggestions to replace them.

Avoid: Use:

accomplish

ascertain

disseminate

endeavor 

expedite

facilitate

formulate

in lieu of 

locality

optimum

strategize

utilize

do

find out

send out, distribute

try

hasten, speed up

make easier, help

work out, devise, form

instead of

place

best, greatest, most

plan

use 

Simple, Everyday Expressions

Listed below are examples of common, wordy phrases and plain language suggestions to replace them.

Avoid: Use:

with regard to

by means of

in the event that 

until such time

during such time

in respect of

in view of the fact

on the part of

subsequent to

under the provisions of

with a view to

it would appear that

it is probable that

notwithstanding the fact that

adequate number of

excessive number of 

about

by

if

until

while

for

because

by

after

under

to

apparently

probably

although

enough

too many

Used with permission: Cheryl Stephens. Plain Train. Retrieved from http://www.lisibilite.net/PlainTrain/Digest.html
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Inclusive Language

Terminology

Inclusive language is designed to be respectful to all involved. Inclusive language is respectful of:

• Race and ethnicity    

• Sexual orientation, gender and gender identity

• Varying levels of ability

• Indigenous Peoples

As terminology continues to evolve, make every effort to stay up-to-date and current. Consult Communications for the 
terminology that ISANS uses.

Individual Names

When visual or auditory references are given to clearly indicate gender, the following recommendations may not apply. 
In such situations, research common gender-specific names to reflect your audience. Otherwise you may want to:

• Use gender-neutral names for made-up characters, like in audio scripts.

• Use a gender-neutral names from a variety of ethnicities.

• Refer to these made-up characters with the singular pronoun “they”.

Best Practices

• Only give someone’s race, ethnicity, age, gender, sexual orientation or level of ability if it’s relevant.

• Refer to a people group by the term they prefer.

• Stay current, as terms and language change.

• Avoid negative terms, even when saying not to use them.

• Avoid adjectives that suggest competent people from specific people groups are unusual 
E.g. “She’s an intelligent person,” not “She’s an intelligent Ethiopian woman”.

Gender and Gender Identity 

• Use first names, whenever possible.

• Use full names to avoid gender-identifying titles.
E.g. Pat Mejia

• Use the singular pronoun “they / their”, unless gender is known.

• Use gender-inclusive terms.
E.g. Staffing; Staff hours; Personnel

• Use gender-inclusive job titles.
E.g. Business person; Chairperson; Supervisor; Employee

• Avoid gender-based pronouns with articles, “one”, “they / their” or “you / yours”.
E.g. Each worker must complete the / one’s / their / your shift.
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Inclusive Language

Varying Levels of Ability 

• Use people-first language to focus on the person, not the condition. 
E.g. A person who uses a wheelchair; A person with (a disability)

• Avoid negative terms that imply divine judgment.
E.g. A person who has (a disability)

Indigenous Peoples of Canada

• Understand the hierarchy of terms. 

• Use “Indigenous Peoples” to refer to the three original peoples of Canada - the First Nations, the Inuit and 
the Métis Peoples.

• First Nations is a collective term that refers to the many, different nations that existed in Canada prior to 
European contact and continue to exist today. Each of these nations has a specific territory to which they 
belong and identify with.

• Métis are a distinct culture group that was born in and around parts of what is now Ontario and Manitoba 
from a union between First Nations and European settlers. 

• Inuit (Inuk for singular) are the Indigenous people of the northern regions of Canada.

• Capitalize names to demonstrate respect for the peoples they represent.

• Refer to the distinct group to which an Indigenous person belongs, if possible.
E.g. Mi’kmaq 

• Use acceptable terms.
E.g. Aboriginal Peoples; Indigenous Peoples of Canada

Indigenous Peoples of Canada Content created in consultation with Dylan Letendre, a community educator and Michif/Métis from 
Batoche. The contributor recognizes that the information expressed in this lesson is based on the experience and knowledge of the 
contributor and does not necessarily reflect the entire experience and knowledge of the Indigenous People.

Access

Whenever possible, visual and auditory inclusivity should be included as well. This may include the need for such 
things as subtitles, captions, alt-text, etc. Please consult Instructional Design for further information and ideas.

Please refer to the Resources section for external websites and publications related to Inclusive Language.
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Consistent Instructions

Best Practices

• Include one instruction at the top of every page or under each sub-heading, as applicable 

• Use short, clear sentences

• Start with a verb

• Always provide an example answer for each student-centered activity

• Repeat the wording of similar instructions throughout your curriculum 

Sample Instructions

Throughout your curriculum, activities often repeat, even though their content changes. Therefore, have a bank of 
standardized, simple instructions to repeat throughout your curriculum. The following are some examples of such 
instructions. 

• Prediction
You are going to listen to X. What are some things they might talk about? 
You are going to read an article about X. What are three tips you think they might give?

• Fill in the Blanks
Look at the X on the previous page. Use it to answer the questions. Write your answers on the lines below.
Read each X. Fill in the blanks with the best answer. The first one has been done for you.

• Matching
Match the X on the left to the X on the right. The first one has been done for you.

• Multiple Choice
Read each X. Check the best answer for each one. The first one has been done for you.

• Ordering
Order each X from 1 - 3. The first one has been done for you.

• True / False 
Reach each statement. Decide if it is true or false. Circle the best answer.

• Differentiation
Look at each X. Check the ones that are (give characteristic). The first one has been done for you.

• Categorization
Read the X. Put them in the right category. The first one has been done for you.
Add one X to each category.

• Writing
Write X on the lines below. The first one has been done for you.
Write 8 questions about the reading. Focus on X. The first one has been done for you.
Complete the form with all the required information.

• Post Activity Discussion
Share your ideas with the class. Were their ideas similar to or different thank yours? 
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Consistent Instructions

• Peer Evaluation
When you’re done, tell your partner how did they. How was their:
• Make a short list of relevant points to comment on.

When you’re done, evaluate your partner’s X. Tell them:
• One thing they did well 
• One thing they could do better next time

• Self Evaluation
What is one thing you did well? 
What is one thing you could do better next time? 
What is one specific way you will try to improve for next time?

• Special Instructions 
Use each X twice.
Use X to help you.

These instructions are only meant to serve as examples. Adapt them to suit your purposes. Always use short, simple and 
straightforward language, regardless of the target CLB level. 
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Style

Face-to-face and online curriculum styles differ. Face-to-face styles are provided by Communications. Online styles are 
provided by Instructional Design. 

These styles include, but are not limited to:

• Font style and size

• Bullet and period use

• Table style 

• Page layout

• Headers, sub-headers and footers

• Bold and italic use 

• Spelling

• Punctuation

• Hyphenation

• Acronyms and abbreviations 

• Terms (such as instructor, learner, etc.)

• Time and date format

• Justification and font style of citations

For face-to-face curriculum:

• Some styles are included in the InDesign templates themselves

• Some topics are included in the Style Guide

• For all other styles / topics consult Communications for more information

If a style is not listed, it is always a good idea to ask for clarification. When no styles exists or is flexible (such as whether 
or not to start bullet points with capital letters), be internally consistent. What you do in one specific instance in your 
curriculum, do throughout it. 

As well, unless a style poses a significant challenge to learners, follow the Style Guidelines set out by Communications / 
Instructional Design. 

As a curriculum developer, you have a lot of control over the content you create. This is your realm of expertise, while 
design (unless you have been formally trained) is not your realm of expertise. Rely on, respect and follow the design 
expertise of other departments. 

Should you want to discuss the possibility of a style change:

1. Discuss your proposed change with your Supervising Team Lead (STL)

2. Provide them with sufficient rationale to bring the change forward 

3. If they agree, approach Communications / Instructional Design

4. Apply the final decision made by Communications / Instructional Design
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Style

When developing face-to-face curriculum, there are some best practices to follow. These include, but aren’t limited to, 
the following.

Headings

Depending on the curriculum needs, your headings may differ slightly from the template to suit your content. If this is 
the case, first discuss your proposed changes with your STL. Once in agreement, send formatting change requests to 
Communications for approval. Include a document which demonstrates the styles you’d like approval for.

Emphasis

Use bold sparingly, so it doesn’t lose its effect. Before you use bold, ask yourself why you’re using it and if there is 
another way you could show emphasis without it. Some suitable alternatives include: Italics, semibold, phrasing (so the 
emphasis in within the wording itself), etc. Once you have evaluated your options, choose the method that best suits 
the need. Refer to other ISANS’ publications for visual examples of emphasis. 

Bullets

Generally, don’t end bullets with periods. The exception is when bullets contain sentences that require punctuation to 
make sense. This is true for both online and face-to-face curricula.

Example Answers

For each activity, provide a sample answer. In InDesign, this is best done with a text box overlaid on a blank line. The 
example answer is then placed within the text box in an alternate font. These fonts are identified in the ISANS’ Style 
Guide. 
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InDesign Files Organization

InDesign is a publishing standard. As such, it is the program we use to create all of our publications. As InDesign 
documents can either be very large or very numerous, it’s helpful to know how to organize them. The following is a 
method generally used at ISANS.

Create a folder on your Y:/ with the name of the curriculum. Create subfolders named:

• Back Matter

• Curriculum Guidelines

• Introductions and Covers

• Module A (Create a separate subfolder for each module)

Within each folder, create a “Links” folder. In this folder, put all files (PDFs, JPEGs, PNGs, etc.) that you link to any 
InDesign files within this folder.

In the Back Matter folder, create one InDesign file for each of the following, as needed:

• Answer Key

• Appendices

• Transcripts

• Language Companion

In the Introductions folder, create one InDesign file for each of the following, as needed:

• Student Workbooks Cover

• Student Workbook Introduction

• Instructor Guide Cover

• Instructor Guide Introduction

In the Curriculum Guidelines folder, create one InDesign file for each Curriculum Guideline.

In each section’s subfolder, create one InDesign file for:

• Each handout (if the section is longer) 

• Each section (if the section is shorter) 

When it comes time to finalize your publication, consult with your Supervising Team Lead (STL) about where on T:/ to 
save your InDesign files. Use Adobe Acrobat Pro to gather all of your finalized files into one print-ready document.
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Copyright

Cite any external material you use. Larger excepts require copyright permission. Should you have questions about what 
does and does not require copyright permission, consult ID. 

To request copyright permission, complete the template on the following page. Once this template is completed, send 
an email to the copyright holder. This email may be similar to the following:

Hello [Name],

I am writing on behalf of my manager to request permission to use [details of material] from [Publication 
Name] in our [Curriculum Name]. 

The details of our request can be found in the attached document. 

 We sincerely appreciate you taking the time to consider our request and we look forward to your reply.

 Regards,

[Your Name]

Once you have obtained copyright permission, keep a folder of approvals in the same location as your curriculum. Also 
forward a copy of the approval to Instructional Design, so they can also keep one for their records.

Place citations for approved materials immediately below the final page of the material and in the following format: 
Used with permission: Name of Publication, Name of Copyright Holder (website), date of publication. 

To note, some copyright holders request a sample of how their material is used. Only send relevant curriculum pages 
(in PDF format) that show their resource in context. 

As well, once permission is obtained, follow up the approval with another email to have the citation approved. This 
email may be similar to the following:

Hello [Name]

Thank you for granting ISANS permission to use your material in our publication. 

Immediately below your material, we have included the following citation: 

Used with permission: Name of Publication, Name of Copyright Holder (website), date of publication. 

Should you require any changes to this citation, please don’t hesitate to contact me.

Cheers,

[Your Name]
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[Name of Copyright Holder] 
[Position] 
[Company] 
[Address] 

[Date] 

Dear [Name]: 

I am writing to request permission to use your publication(s) in our [Name of 
Program/Course/Workshop]. [Include intended use of publication] We are asking for permission to 
reproduce and/or adapt [name of specific material] from the [Title of Publication]. 

The works would be an important component in our [Name of Course]. The material will be hosted on 
our LMS and will be accessible only to registered clients with password access to the system OR The 
material will be included within our curriculum and will be accessible only to clients who have purchased 
a copy of the student workbook. This request is for a non-exclusive, irrevocable, and royalty-free 
permission, and it is not intended to interfere with other uses of the same work by you. We would 
include a full citation to the work, as well as provide a link to your website and the publication in the 
introduction to the course. We would also be pleased to provide any other acknowledgement you might 
request.  

Immigrant Services Association of Nova Scotia (ISANS) is a leading community organization that 
welcomes immigrants to Nova Scotia. Working in partnership, we offer services and create opportunities 
to help immigrants to participate fully in Canadian life.  We work with newcomers to help them build a 
future in Canada by providing a wide range of services to immigrants, from refugee resettlement to 
professional programs, from family counselling to English in the Workplace. We are the largest 
immigrant-serving agency in Atlantic Canada with over 190 staff members from more than 46 countries. 
We offer services in an inclusive manner, respectful of, and sensitive to, diversity. We make partnership, 
professionalism and accountability a priority in every aspect of our work.  

I hope that you will support our educational programs by granting us continued permission to reproduce 
and/or adapt your publication. If you agree with the terms as described above, please reply and accept 
our deep gratitude. 

Sincerely, 

[Manager's Name] 
[Manager, Division] 

Copyright

Section G: External Resource Usage



60 Immigrant Services Association of Nova ScotiaCurriculum Developer’s Guide

Graphic Images

You can obtain graphic images from a variety of sources. Before you consider external resources, search through what 
ISANS currently has.

ISANS Image Bank

Sometimes, ISANS already has the images you require. To search these images easily:

• Open up Adobe Bridge

• Navigate to P:\COMMUNICATIONS\2-Photography For Staff

• Select the appropriate folder for purchased or free images (you can only search one folder at a time) 

• Click the drop-down icon in the Metadata box and select “Find”

• Search the metadata of purchased images for relevant tags

• Search the FileName of free images for relevant titles

Alternatively, view the thumbnails of all images within a folder in Bridge. 

If you cannot find an image you need, consult an external resource.

Purchased

Whenever possible, request funding for an Adobe Stock account. These photos do not require any citation and are a 
useful resource for the organization as a whole across teams.

Before you purchase a subscription, identify the images you want and note their FILE #. Once you obtain a subscription 
(monthly is best and 350 a month is cheapest), download and insert all of your images at once. Most publications do not 
require the amount of images you can access. Therefore, consult your Supervising Team Lead (STL) to see what other 
photos could be downloaded. Don’t let purchased assets to go to waste. (They don’t roll over.)

When you save images, keep the FILE # in the name. Add a description to this # if you like. E.g. If the FILE # is “Adobe 
Stock_4973458”, the new name could be: “HO-A9 - Adobe Stock_4973458” or “Phone - Adobe Stock_4973458”. 

Free

Sometimes, you can not obtain funding. Use free photos that require no attribution, such as those found here:

• Unsplash.com 

• Pixabay.com

• Pexels.com

At the time this document was written, the above websites did not require any attribution to the original source. Please 
verify these terms and conditions before using images from these sites.

If the above websites don’t meet your needs, you may need to use images that have a Creative Commons License with 
attribution required. If so, contact your Supervising Team Lead (STL) about using these images. 

Section G: External Resource Usage



61Immigrant Services Association of Nova Scotia Curriculum Developer’s Guide

Graphic Images

Purchased & Free: Saving 

Save all purchased and free images in two locations: 

• In a Links folder connected to your InDesign document

• In the appropriate folder here: P:\COMMUNICATIONS\2-Photography For Staff

Local

Sometimes, you require local photos. If you do, you might take them. This usually requires a photo consent form, which 
is located on Connect.

Once you have the photos, share them. 

• Put the photos and their consent forms here: P:\KRISTY

• Create a folder called “Program Name – Consent”. 

• Communications will then vet them for color, cropping, sizing, etc.

• Communication will put them in the appropriate Communications folder after they’ve been vetted

You can use un-vetted photos in your publication. However, don’t share them until they have been vetted by 
Communications.

Attribution

For photos that require attribution, include a brief description of the picture (one to three words if possible) and a 
reference number in brackets. At the end of the curriculum, include a References section. In the References section, 
include the full citation. 

On the handout, it would look like:

                                                         Africville [1]

In the Appendices, there would be a section for Photos References. It would look like:

Photo References

[1] Africville: By Halifax Municipal Archives [No restrictions], via Wikimedia Commons 

Photo

Section G: External Resource Usage



62 Immigrant Services Association of Nova ScotiaCurriculum Developer’s Guide

Portfolio Based Learning Assessment (PBLA)

Developing curriculum with PBLA in mind is an increasingly important consideration. The following are some factors to 
reflect on when creating your curriculum. 

PBLA Focus

How you use PBLA determines how you develop your curriculum. Are you focused on PBLA and in the context of a 
topic? Your curriculum should employ skill-building tasks and scaffold up to real-world tasks appropriate for the topic. 
Each module will look like a traditional PBLA module plan. Are you focused on topic and trying to include PBLA? Your 
curriculum may or may not include a lot of scaffolding, but will be more suited to the needs of your topic. Each module 
may not look like a traditional PBLA module plan. 

Best Practices

When developing within a PBLA framework:

• Ensure skill-using tasks are examples of real-world tasks 

• Clearly identify skill-building and skill-using tasks, as both are valuable, but have different purposes 

• Use competency statements to create assessment criteria and, if required, also consult the Profile of Ability 
and Knowledge and Strategies 

Curriculum Guideline Pages 

The Curriculum Guideline pages are modified to include not only the handout name and language task, but also:

• Competency Area

• Whether the task is skill-building

• Assessment Criteria (for skill-using tasks only)

Please note there is a template for this Curriculum Guideline page for you to use. 

Assessments 

Often, the assessment criteria in the Curriculum Guidelines is all you need to create. Instructors will draw from this to 
build the rubric that best suits their leaners’ needs. 

If, however, you decide to include a complete reading or listening assessment within a handout, ensure you:

• Assess the real-world task and not just the language task

• Include the assessment on the relevant handout, and not in the Curriculum Guidelines, to ensure it’s 
accessible to the learners

• Include the assessment rubric on the last page of the associated activity 

• Include the question level (1, 2 or 3) and weighting in the Curriculum Guidelines

You may also wish to include a sample PBLA module planning template in the curriculum. These can be found on the 
T:/ drive. Consult your Supervising Team Lead (STL) or PBLA Team Lead for more information. 
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Portfolio Based Learning Assessment (PBLA)

When creating PBLA assessments, ensure they are complete. What is included on each assessment may vary according 
to the assessment’s purpose. However, every assessment should include:

• Competency Area

• Assessment Criteria

• Scoring Guide

In addition, also weight the questions. Ensure that all Reading and Listening assessments are weighted appropriately 
and have an appropriate number of Literal (level 1), Interpretive (level 2), and Applied (level 3) questions.  

For help with planning listening and reading comprehension questions, refer to Conestoga College’s guide below. 
Percentages refer to both the number of questions to include and the weight of the questions for the overall mark. The 
ratios assume the complexity of the text is appropriate for the CLB level. If the text is less or more complex, question 
level ratios may need to be adjusted accordingly.

Listening / Reading Comprehension Question Level Tool

CLB Levels Questions Level 1 Questions Level 2 Questions Level 3

Literacy 100% - -

CLB 1 100% - -

CLB 2 100% - -

CLB 3 80% 20% -

CLB 4 50% 40% 10%

CLB 5 30% 50% 20%

CLB 6 20% 60% 20%

CLB 7 20% 50% 30%

CLB 8 20% 40% 40%

Used with permission: © The Conestoga College LINC Program, 2016 (funded by IRCC).

For more information and resources on question weighting and rubric design, please refer to CCLB (www.language.
ca) and the PBLA Emerging Practices Guidelines (pblaepg.language.ca). In addition, Conestoga College had additional 
resources on Tutela which you may find helpful (https://tutela.ca/Resource_20375).

Also ensure that all Writing and Speaking assessments are weighted appropriately. For productive assessments, tasks 
are assessed both holistically (for the success of the task overall) and analytically (for individual elements within the 
task). Holistic criteria is usually given a minimum of 20% importance, though it can be given more. For holistic criteria, 
the current common practices are to double-weight the holistic element or to make the holistic “yes/no” (pass/fail) in 
addition to any scores given for the analytic criteria.  

Section H: Special Situations



64 Immigrant Services Association of Nova ScotiaCurriculum Developer’s Guide

Sector-Specific

Developing sector-specific curricula requires a bit more planning and involvement from external parties. You are not 
the SME (Subject Matter Expert) in the topic. Your expertise is language instruction. You cannot and should not ever be 
seen as the topic expert. This is reserved for external partners. So, how can you ensure your curriculum is appropriately 
informed? 

Ask for Input

For all curricula, you need to ensure they are relevant and accurate for your sector. How do you do that? Invite input 
from sector-specific partners, such as:

• Governing / Licensing Bodies   •   Professional Associations

• Apprenticeship Agencies    •   Multi-Stakeholder Working Groups

• Employment Counsellors    •   Sector Council

• Community Colleges     •   Non-Sector Partners, such as NSRAP 

Have an idea of what input you’d like and at what stage(s) of the development process you’d like it to tailor the input you 
receive to what you need.

Revise or Update

For some curricula, you might revise or update existing curriculum. When you do, how do you proceed? Review the 
existing curriculum, and ask these questions:

• What do you keep?

• What do you omit?

• What do you revise?

• What do you add?

Part of your decision should be based on whether or not the material is: 

• In another non-profession-specific language curriculum

• Easily accessible to these learners 

• Clearly recommended as a follow-up to this curriculum

Use Essential Skills

For all curricula, you need to include or reference Essential Skills to some degree. So, first identify if Essential Skills 
Profiles exist for the profession you curriculum is for. If so, use this profile to help plan your curriculum.

• How do you sort the skills into groups for a Table of Contents?
Group Essential Skills by communicative function (who learners will use the skills with)

• What do you do with language skills that are above the level of learners?
Provide coping methods for highly-demanding contexts 

• How do you include non-language skills into the curriculum?
Include “non-language” skills, as many are language-based, and introduce language needed for them
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External Collaboration 

If you need to partner with others outside the organization, there are some best practices to follow. As these practices 
change over time, consult with your Supervising Team Lead (STL) to ensure you follow the most current procedure.

Finding Partners

In many instances, ISANS has existing connections to a variety of partners. Depending on which partnerships you need 
to foster, you may need to consult with other departments at ISANS to identify existing connections, such as:

• Communications & Research

• Employment and Bridging 

• Business & Workforce Integration 

• Refugee Resettlement

• Community Integration Services

Before you reach out to other departments, always consult with your STL. Your STL may direct you to a specific person(s) 
within a department who can help you identify the best partnerships. You may ask that persons(s) for a contact(s) or 
collaborate with them to create a working group.

Always include your STL on emails to potential/secured partners and invite them to partner meetings.

Thank You Cards

There is a wide discrepancy across the organization as to how to appropriately thank our partners. In many instances, 
where there is open-ended or prolonged contact with a partner(s), thank you emails are sent out on an as-needed 
basis. In other instances where partners are asked for input or feedback on a specific component of your curriculum, a 
thank you card is appropriate to send once feedback is received. Obtain thank you cards from Communications.

If you are unsure of how to proceed, consult your STL.

Honorariums

In certain circumstances, it is appropriate to provide partners with honorariums. This is often true for partners who 
come from marginalized people groups where their knowledge of and background with this people group is the basis 
of the expertise on which they are consulted. In such circumstances, these partners are often called upon by many 
organizations for their expertise and may not have the ability to provide it freely. Offering an honorarium is often seen 
as a sign of true respect for the expertise they provide.

Before working with any partner, ensure you and your STL are clear as to whether or not you will offer an honorarium, 
how much it is and exactly how it will be offered. Honorariums are usually built into the funding and cannot be offer 
freely and at will. Never offer an honorarium without first consulting your STL.

If you feel an honorarium is necessary, but it was not originally built into the funding, discuss this with your STL. Work 
together to find an acceptable and respectful solution. 
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Collaboration with Indigenous Peoples 

To create materials that include information about Indigenous Peoples, refer to the Truth and Reconciliation Calls to 
Action #62, #63, and #93 (https://bit.ly/1ETcJ8g ) to understand what content is currently absent in our EAL curriculum 
and how we are working towards reconciliation in the materials we create at ISANS. When you develop content, consider 
the following recommendations from the Calls to Action: 

• Reflect a more inclusive history of Canada’s Indigenous Peoples (First Nation, Inuit, Métis, on / off reserve, etc.)

• Present Indigenous Peoples as alive and present in Canada and not as historical figures

• Include content about Residential Schools, Treaties, historical and contemporary contributions

• Work in consultation and collaboration with Survivors, Indigenous Peoples and educators

Therefore, to develop content, use the framework “Nothing about us, without us”. Involve an Indigenous person or group 
from start to finish. ISANS has started to develop some relationships, so contact your STL and the ISANS First Nations 
reconciliation committee about where to start. Below is some information that we have learned about Indigenous 
protocol and our collaboration process.

Indigenous Protocol

• Build a relationship. Work with Indigenous Peoples is done in relationship. Working together may involve 
going to a First Nations reserve, meeting in a coffee shop, and responding to invitations to events like a Pow 
Wow or a Mawiomi. 

• Offer tobacco when you meet with a First Nations person. This is done by placing loose tobacco inside a red 
cloth and then tying it up with twine. ISANS has a supply of tobacco and red cloth.  

• Offer an honorarium if the Indigenous person is assisting to develop content, providing training, or doing a 
presentation. Depending on the scope of work, you may need to work with your STL to ask ISANS for funds to 
offer a contract for a content advisor. 

• Learn more about Indigenous protocol. The ISANS First Nations reconciliation group can help you with this. 
Additionally, the websites in the Resources section are a helpful place to start.

Collaboration Process

• Establish a relationship first. ISANS may already have a partnership in place for your project. If not, meet 
people, make connections and learn about the work they do. Work with your STL to determine how and when 
you will make these connections. 

• Get approval from your STL and finance for an honorarium before you request additional help on your work 
from this Indigenous person or group. 

• Get advice from the Indigenous person or group about what content should be included. This may include 
advice about what wording to use, how to approach the content, what pictures to use, and what information 
to keep. Be clear about your target CLB level.

• Write the curriculum content and use the information that you learned from your initial conversation(s) as a 
framework for what you write. Stay in contact with your content advisor and seek their advice as needed.

• Re-send your material to the content advisor for approval before publishing. Make edits as needed. This is 
especially important if you acknowledge your content advisor by name in your publication. This helps ensure 
they are comfortable with their name attached to what you’ve written. 
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Literacy

When creating literacy materials, follow these best practices. These best practice are summarized below. Please note 
that CLB: ESL for Adult Literacy Learners (ALL) contains information about visuals, white space, font size, numbering, etc. 
for different levels of adult literacy learners. 

Images

1. Images should be consistent: when part of a narrative the pictures should reflect the characters of that 
narrative and not switch to different types of representation. When representing key directions or ideas the 
same image should be used consistently through the materials.

2. Images should present positive images of immigrant groups. They should avoid stereotyping according to 
age, gender, ethnic group, religion, or mental or physical ability. 

3. Images should be real, not clip art. In order to ensure classroom materials are relevant and meaningful for 
the learners, images should reflect the lived realities of the learners. This means that, when possible, images 
should be of local sights and services that learners encounter in their day-to-day lives. 

4. Images should use graphics (symbols, charts, diagrams, etc.) as appropriate according to level and context. 

5. Images should maintain original dimensions as much as possible. They should not to be stretched or 
condensed to an extent that compromises their comprehensibility.

6. Images are ideally created by instructors or come from a reliable bank of shared resources.

7. A reliable image bank should be part of an accessible, searchable, shared resource.

8. As much as possible, instructors should workshop materials with other literacy instructors to ensure CLB 
level-appropriateness and ensure they have avoided bias. 

Texts

1. Text-based documents should be built around relevant themes.

2. Text-based documents should present positive images of immigrant groups. They should avoid stereotyping 
according to age, gender, ethnic group, religion, or mental or physical ability.

3. Text-based documents should be consistent both within the text and between story books and worksheets. 
When possible recycle key images, vocabulary, phrases, and instructions between theme-based worksheets 
and stories to encourage learners to transfer knowledge between documents.

4. Text-based documents should be level-appropriate. Keep in mind that materials can be shared / spiralled 
between levels if offered appropriate scaffolding. 

5. Text-based documents should be created and printed with a template. Instructors and Instructional 
Assistants should make themselves comfortable with document creation. 

6. When in story book form, text-based documents should be saved as both PDF and word doc formats. This is 
to ensure there is a version that can be altered and a version that remains consistent with the original. 

7. File text-based documents on P/: using a consistent file naming system that indicates level-appropriateness. 

8. Text-based documents should use appropriate fonts and white space.

9. As much as possible, instructors should workshop materials with other literacy instructors to ensure CLB 
level-appropriateness and ensure they have avoided bias. 
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General Strategies

Although this section comes at the end of this guide, it is, in many ways, the most important. Taking care of yourself will 
influence your work as a whole and your ability to engage in it. 

Many developers were formerly instructors. In the world of instruction, there is a specific kind of busyness associated 
with it. This can leave developers feeling “guilty” when moving into a development role. The busyness changes form so 
dramatically it can be to feel as though it doesn’t exist, perhaps because the same pressures and accountabilities of a 
regular classroom don’t apply in the same way. This can be hard to accept, but it is a fact of development. 

In addition, progress is much slower. It can be hard to feel that you’ve accomplished anything, not only in the planning 
stage (when progress seems so elusive as there is little to show for your effort), but also in the writing stage, as materials 
(or at least good materials) take time to develop. Don’t lose heart. Focus on what you have done and remember that 
quality takes precedence over quantity.

In lieu of this, here are some general tips in no particular order to help you thrive in your new role.

1. Record daily activities. 
Get a monthly calendar and write down your daily activities. You don’t need to go into great detail; just 
jot down the basics. This can be a great way to see what you’ve done at a glance and feel a sense of 
accomplishment. Noting how long it generally takes you to do something over a period of time is also a 
good way to estimate how long it will take you to complete your work too. 

2. Establish a routine.
Your routine will vary depending on what you need. However, it should include planning your day at the 
very start, so you know what you want to accomplish. Have designated times to check and respond emails, 
make phone calls and do other tasks that are not as directly related to development. 

3. Take breaks.
A good break should make you forget what you were doing. Get up and move around. Go for a short walk 
outside. Eat something healthy. If you work from home, stick on a load of laundry. Whatever you do, get away 
from a screen and anything that reminds you of work. Often, your best ideas form when you give your mind 
a break from thinking about development. .

4. Create a positive environment.
Decide what makes you work better and do it. Silence or music? Solitude or in close proximity to others? With 
snacks and tea/coffee or without? Knowing which external factors help you thrive and cultivating them will 
help you produce your best work.

5. Reward yourself.
What is something that you value? Do that when you’ve reached a milestone. It could be as simple as a latte 
from your favorite coffee shop or a day off at the beach. Whatever it is, use it to reward yourself. Development 
work is a lot of effort for a condensed result. So, treat yourself.

6. Use positive self-talk.
Problems will confront you every day. Sometimes, you’ll feel capable of challenging them and sometimes 
you won’t. Practice positive self-talk in happy and difficult moments to help you celebrate the successes and 
confidently respond to the challenges. Attitude may not be everything, but it plays a big role in effectiveness 
and results.
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General Strategies

7. Take care of your body.
Sometimes we need to just go back to the basics. Maintaining a proper posture, eating healthy food, drinking 
lots of water, exercising regularly and getting plenty of sleep is key to life success. It is also key to keep your 
brain functioning well so that you can be creative, make decisions, think critically and problem solve. Plan 
your day, week and month to include a physically healthy routine. 

8. Have a hobby.
Have an interest outside of work that you cultivate. From gardening to reading to crafts to sports, whatever 
your hobby is, make time for it. Development inspiration comes from a variety of places. Great developers 
are people whose interests are varied and who can transfer learning, strategies, enthusiasm and successes 
from one area of their lives (like a hobby) to another (like development).

9. Do simple tasks first.
Completing simple tasks helps you develop confidence. It is a good way to build up to move difficult tasks 
that require tact or creativity. It sets the stage for positive results.

10. Pace yourself and set realistic goals.
Planning helps break down large tasks and make them manageable. Plan your project from start to finish. 
Then, plan each component of your project. Continue to break larger component into smaller components 
until you have small, management chunks that you can accomplish easily. Of course, plans need to be 
flexible, but knowing not only your end goal, but small step-by-step ways of getting there will help you 
arrive successfully and calmly. Planning will help you regain control proceed with confidence.

11. Learn when to say no and when to delegate.
Sometimes developers are tasked with extra or too many duties because, after all, they are “just” developing. 
Know your threshold. What is reasonable for you to expect of yourself and in what period of time? Do you 
think this task falls into those categories? If not, negotiate a solution. Perhaps someone else can do this task 
or take over a different task so you can.

12. Reflect on the day.
Think about the three best things that happened each day. They don’t have to be work related at all. What 
were they? How did they make you feel? Why did they make you feel that way? Also think about the most 
challenging thing that happened each day. Why was it challenging? How did it make you feel? How could 
you perhaps deal with it differently next time?

These are just some tips. Can you think of others that can help you succeed in your developer role?
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Time Management

Time management is, by far, one of the most challenging issues facing developers. Deadlines compound the anxiety 
and really dictate a need for careful time management. Regardless of whether or not your deadlines are tight or flexible, 
managing your time well helps you walk away from your desk at the end of the day knowing you put your best foot 
forward. It helps you leave work at work and enjoy your life away from your desk.

Planning is key to time management. To plan: 

• know how long a handout takes you to develop

• know how many handouts you need to develop

• factor in PD days, staff and team meetings, possible sick time, planned vacation and other duties as required 

Now, use this information to plan out your development process. Write this on a physical calendar in pencil. Write out 
which lessons you plan to accomplish which weeks. Write out how many handouts you want to accomplish each day.  
The better planned you are, the more accountable you can keep yourself and the closer you can predict (or stick to) 
your deadlines.

Also, plan your breaks. Some people like to work in longer chunks with shorter breaks. Some people like to work in 
shorter cycles and take shorter breaks at the end of each. You decide what works best for you. 

In addition to calendars and break plans, use other planning tools to help you:

• To-do lists

• Filing systems

• Schedules

• Pomodoro technique

• Activity logs

• Action plans

• Allen’s input processing technique

• Eisenhower’s urgent-important matrix

• Timeboxing 

• Software, like OmmWriter

Research these tools and try them out. See what works best for you. You’ll only know if you try. A little extra effort now 
to learn a new tool can save you a lot of wasted effort from working less effectively.

Can you think of other tools to help you? 
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Developer’s Block

Developer’s block is another common problem among developers. After all, our creative brains can only create so 
much before they need to shut down a little and care for themselves. While this can be frustrating, it’s not impossible 
to overcome. It just a commitment to often doing things that may not seem “work-related”. Here are some things that 
can help you deal with developer’s block.

• Go for a walk. Get outside and breathe fresh air.

• Identify distractions and remove them. If you can’t remove them, find ways around them, like headphones.

• Change it up. Try developing somewhere else in your same location or change your location completely.

• Play. Entertain yourself without technology. Use cards, LEGO, puzzles, etc. to de-stress.

• Cook or bake. Engage your brain in a totally different activity. 

• Listen to positive music. Something upbeat or something calming can help regain inspiration.

• Freewrite. Choose a prompt and respond to it in a timed response.

• Brew some tea/coffee. Really enjoy the smell and taste. Engage your other senses.

• Chat. Find a coworker, friend or family member who’s encouraging. Have a good conversation.

• Meditate. Take deep breaths and focus on them. Regain a sense of grounding.

• Reach out. Touch base with a colleagues to help kick-start an idea or the creative process itself. 

• Envision the result. Talk to the instructors who will be using your curriculum to envision the potential 
classroom environment and how your curriculum will be used within it.

Perhaps the most important point to note when dealing with writer’s block is that it may be in response to something 
completely unrelated.

• Are you stressed in any area of your life?

• Are you going through a challenging situation of any kind?

• Do you have worry, anxiety or fear for any reason?

• Could you be lonely, depressed or subconsciously mulling over a situation that encourages those feelings?

• What in your work environment might encourage those feelings?

• Is there a way you can manipulate your environment to minimize that impact?

Dealing with writer’s block isn’t easy. It’s not a one-size fits all solution. However, identifying underlying factors that 
may contribute to it and finding ways external to the situation to deal with it can provide lasting positive effects.

Can you think of other strategies to deal with developer’s block?
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Websites

Here are some resources that may be helpful for you as you continue on your journey.

Instructional Design

• Langevin Instructional Designer Starter Kit
offers.langevin.com/instructional-designer-starter-kit

• The ABCs of Instructional Design (free 3-hour online curriculum)
www.udemy.com/the-abcs-of-instructional-design/

• Instructional Design Models 
www.instructionaldesigncentral.com/instructionaldesignmodels

Plain Language 

• www.plainlanguage.gov 

• www.plainenglishfoundation.com/free-writing-tools 

• www.plainenglish.org.nz/ 

• www.plainenglish.ie/ 

• http://www.lisibilite.net/PlainTrain/Digest.html

• www.plainlanguagenetwork.org/Samples/index.html 

• www.webpagecontent.com/arc_archive/139/5/ 

Inclusive Language

• Trans Terminology and Etiquette: A Primer for Respectful Interactions with Trans People
nsbs.org/news/2017/08/new-guidelines-support-trans-and-gender-variant-learners-and-colleagues

• Guidelines for Lawyers: Supporting Trans* & Gender-variant Learners, Colleagues & Employees
nsbs.org/news/2017/08/new-guidelines-support-trans-and-gender-variant-learners-and-colleagues

• Indigenous Peoples: A Guide to Terminology
https://cdn2.hubspot.net/hubfs/374848/docs/Indigenous_Peoples_Guide_to_Terminology_v2.pdf?t=1497307456330

Protocol for working with Indigenous Peoples 

• www.ictinc.ca/blog/first-nation-elder-protocol

• catherinedonnellyfoundation.org/national/resource/native-protocol/

• Norquest’s 94 Recommendations (yet to be made available to the public)

Creative Commons

• creativecommons.org/share-your-work/public-domain/freeworks/

• creativecommons.org/share-your-work/licensing-types-examples/
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Templates 

These InDesign templates are available for all Language Services curriculum developers to use to create curriculum:

• Curriculum Guideline pages (regular)

• Curriculum Guideline (PBLA)

• Main Handout page

• Student Workbook Introduction

• Instructor Guide Introduction

• Student Workbook Cover

• Instructor Guide Cover

• Answer Key

• Appendices

• Transcripts

• Language Companion

Each template contains sample text and/or instructions for how to create a uniform look and feel.

Each template is just that - a template. As such, it is read-only. You will have to save your changes and any changes you 
make cannot affect the original document.

Resources
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