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Essential Skills: 
Using Documents and Reading Graphical Text 

 

Critical Learning Materials and Interaction 

 

 Develop an awareness of the Essential 
Skills and the Human Resources and 
Social Development Canada (HRSDC) web 
site  

 Use strategies, e.g., making inferences, 
when using documents, e.g., forms 

 Read and interpret graphical text, e.g., 
tables  

 Make inferences in order to understand 
documents and graphical text  

 Understand why accuracy is critical in 
document use 

 
 

 

 Student Response Page: Essential Skills  

 Internet access 

 Small group discussion 

 Teacher-Student Conference 

 “Essential Skills” page of Human 
Resources and Social Development 
Canada available at 
http://srv108.services.gc.ca/english/general/
Understanding_ES_e.shtml 

 Student Resource: “Form F311-3 
Administration of Medication Monthly Log”.   

 “Graduate Employment Report”. Conestoga 
College available at  
http://www.conestogac.on.ca/careersvc/ind
ex.jsp See the menu on the right-hand side 
of the page.  

 Skillplan, BC Construction Industry Skills 
Improvement Council available at 
http://www.towes.com/pdfs/towessampletes
tbooklet.pdf 

 3 levels of “Document Use” indicators that 
are instantly scored for you online: 
http://srv108.services.gc.ca/english/general/
news_new_profiles.shtml 

 

Minds On  
 

The Government of Canada has researched 

the skills necessary not only for the workplace 
but for a productive life. For each skill Human 
Resources and Development Canada has 
developed a diagnostic test. Use this diagnostic 
test as an indicator to assess your Essential 
Skills knowledge. 
 
Hard copies of any documents created by 
Human Resources and Social Development 
Canada can be obtained by writing to 140 
Promenade Portage, Phase IV, Level 0, 
Gatineau, QC, K1A 0J9, by fax 819-953-7260 
or e-mailing publications@hrsdc-rhdsc.gc.ca 
 

 The ability to follow directions is an 

essential workplace skill. 

 

Locate “Nine Essential Skills “on the 

“Essential Skills” page of Human Resources 
and Social Development Canada at 
http://www.hrsdc.gc.ca/eng/workplaceskills/ess
ential_skills/general/understanding_es.shtml 

  
  

  In the left-hand column, select “Essential 

Skills Toolkit” (3rd bullet).  Select the link to 
Document Use from the row of the chart 
labeled “Online Indicator”. This site has 
pretests (diagnostic quizzes) that evaluate your 
familiarity with graphical text. 

 
 

Step 1: Try each of the pretests on Document 

http://srv108.services.gc.ca/english/general/Understanding_ES_e.shtml
http://srv108.services.gc.ca/english/general/Understanding_ES_e.shtml
http://www.conestogac.on.ca/careersvc/index.jsp
http://www.conestogac.on.ca/careersvc/index.jsp
http://www.towes.com/pdfs/towessampletestbooklet.pdf
http://www.towes.com/pdfs/towessampletestbooklet.pdf
http://srv108.services.gc.ca/english/general/news_new_profiles.shtml
http://srv108.services.gc.ca/english/general/news_new_profiles.shtml
mailto:publications@hrsdc-rhdsc.gc.ca
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/understanding_es.shtml
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/understanding_es.shtml
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Use with a partner if possible.  
 

Step 2: This site automatically checks the 
accuracy of your answers and gives immediate 
feedback.   
 
Step 3:  With a partner or your teacher, review 
your answers and discuss the following 
question: What are the potential consequences 
of misreading in each of the questions you 
answered? 
 
Step 4:  Try each of the post-tests on your 
own.  Record your results on the Student 
Response page that follows. 

 

Action!   

 
  Documents such as those used in the 

diagnostic test are commonly used in 
businesses and organizations. 
 
 “Administration of Medication Monthly Log” 
has the following features common to forms. 

1. Every form is a “dialogue”: the company 
or organization “asks” for information 
and you reply.  

2. Forms summarize a lot of information in 
an organized way for quick reference. 
Usually the information is in lists with 
labels.  

3. Forms can be challenging because the 
labels and language are formal and 
specific to a particular company or 
situation. 

4. Forms make a lot of assumptions about 
your prior knowledge. It’s as important 
to read what’s not on the form, as it is to 
read what’s there. Therefore, you have 
to make a lot of inferences in which you 
connect the items on the form to your 
own experience. 

 

 Entering information into documents 

accurately is critical. Depending on the 
situation, mistakes can cause loss of profit or 
physical injury.  
 

 As reported by CCL in 2007, the majority of 

 

  Work with a hard copy of the document 

“Administration of Medication Monthly Log.” 
Using a highlighter, map the path your eyes 
take as you read the “Administration of 
Medication Monthly Log”. 

 Where do you begin?  

 Where do you look next?  

 How do you ensure that you take notice of 
the critical details? 

 
: Work with a partner if possible. Questions 

on “Administration of Medication Monthly Log” 
are on the Student Response page. These 
focus on the parts of the document and their 
function, or purpose. Answer the questions 
by jotting your ideas on the empty form or on 
the Student Response page. 
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adult Canadians (60%) do not have the 
necessary skills to manage their health 
adequately. For an overview of health-literacy 
levels in Canada, visit www.ccl-
cca.ca/healthliteracy  
 

Consolidation   

 

  This report contains tables. Tables are 
intersected lists:  

 There is a row of labels across the top and 
a column of labels down one side.  

 Examples of tables include television and 
bus schedules.  

 Tables summarize a lot of information very 
efficiently. 

 

  Reading Graphical Text, such as a table, is 

not like reading novels or newspapers. 
Graphical text has multiple entry points. The 
reader can begin reading from the right, in the 
middle of the page, or the bottom of the page.   
 
 

 

  Locate the report “2006-2007 Graduate 

Employment Report”. (See Algonquin College 
URL above. Select “Graduate Employment 
Report (pdf) from the menu on the right-hand 
side of the page.) Print a hard copy and answer 
the questions in the Student Response Page.   

 

Connections and Next Steps 

 

  Do a scavenger hunt of reading materials for one of your courses. Can you locate 3 tables 

(intersected lists)?  
  

  The following website has additional diagnostic materials on Essential Skills developed and 

supported by Skillplan, BC Construction Industry Skills Improvement Council: 
http://www.towes.com/pdfs/towessampletestbooklet.pdf . These materials are specific to a variety 
of literacy skills needed in the workplace. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

http://www.ccl-cca.ca/healthliteracy
http://www.ccl-cca.ca/healthliteracy
http://www.towes.com/pdfs/towessampletestbooklet.pdf
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The Essential Skills – Student Resource 
Using Documents and Reading Graphical Text 

 

Below is an authentic form from a district school board manual. The form sets out 
instructions for providing students with medications during the school day. Similar forms 
are used by the staff in vacation camps or other settings where parents are not able to 
provide medications.  
 
FORM F311-3 ADMINISTRATION OF MEDICATION MONTHLY LOG 
________________________________________________________________ 

Reminder:  Administration Checklist 
 
1. Compare the information recorded on the request 

for administration of medication by the parent with 
the pharmacy label on the medication container. 
Ensure they are the same. 

2. Check the expiry date on the medication. 
3. Confirm student's surname and first name. 
4. Record each occasion when medication is given 

(date & time). 
5. Record dates when student is absent. 
6. Record the medication and dosage, and sign the 

form. 
 

 
 

 
AFFIX CURRENT PHOTO 

OF STUDENT 
HERE 

 
STAFF ADMINISTRATION OF MEDICATION MONTHLY LOG 

(Administrative Procedure 311) 

NAME OF STUDENT _____________________DATE OF BIRTH  _______________ 

Date Time Medication Dosage Signature of 
Person 

Administering 

Comments 

 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

From the Hastings and Prince Edward District School Board. Used with permission. 
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The Essential Skills – Student Response  
Using Documents and Reading Graphical Text 

  You can: (1) Work on this template online and print a completed copy. It will expand 

as you work or (2) print a blank copy after adjusting the spacing to leave room to write or 
(3) use this as a guide to structure responding in a notebook.  

 

Minds On 

 

  Responses to the “Essential Skills Document Use Indicator”. 

 
 
 

Action!    

 

“Administration of Medication Monthly Log” 
 
1. Who asks for information 
      Who answers with information 
      The purpose of the form  
 
2. Reason for the photo 
      Why it has to be “current” 
 
3. What the checklist cues you to do 
      Why instructions have their own box 
      Why instructions are in the upper left corner 
 
4. Information usually on a bottle of prescription medication 
 
5. Format of the expiry date printed 
      How the format prevents errors in interpreting the date 
 
6. Checklist item 3. Why confirming first and last name is vital 
 
7. Checklist items 4-6: Why time is just as important to record as date 
      Why it matters if the student is absent on a given day 
      Why a signature is required 
      Who requests the information 
      Who answers with the information 
      The purpose of the form 
 

Consolidation   

 
  “2006-2007 Graduate Employment Report”  
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1. Highlight the phrases that tell you the information is reliable 
 
2. Which school’s graduates found employment more often 

         .  Highlight the figures that show this  
 

3. How the “status unknown” number influences your conclusions 
 

4. Why information in this report collected 
            Why its accuracy important to you and the college 
 

Connections and Next Steps 

 

  Complete additional skills indicators at http://www.towes.com/pdfs/towessampletestbooklet.pdf   

 
 

 
 

Teacher’s Feedback: 
 

 Successfully completed  
 

 Still to do: 
______________________________________________________  

 
Comments: 

 

 

http://www.towes.com/pdfs/towessampletestbooklet.pdf
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The Essential Skills 
Using Documents and Reading Graphical Text 

 
Literacy Learning Self-Assessment Checklist 

 

  Check items you have completed confidently in this lesson. Highlight items 
about which you have questions or need to consolidate further.  
 
 
Critical Learning 
 

 Develop an awareness of the HRSDC Essential Skills and web site  

 Read and interpret tables  

 Make inferences in order to understand documents and graphical text  

 Understand why accuracy is critical in document use 

 
 
Minds On 
 

 I am familiar with “Nine Essential Skills” website created by Human Resources 
and Social Development Canada 

 I have completed the diagnostic test on document use and have a sense of my 
skill level 

 I am aware of the variety of skills required to read information in charts and 
graphs 

 
 
Action! 
 

 I can locate and accurately interpret the information in a table 

 I can recognize a table from its structure and organization  

 I understand how reading graphical text differs from sentences and paragraphs 

 I understand why accurate detail is critical to many forms 
 
 
Consolidation  
 

 I can locate and interpret information in tables included in a complex document 

 I can compare and draw conclusions from information in a table   


