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Skill for Success: Adaptability 

Task: Responding to a mee�ng schedule change no�ce. 
 

Language for Success (LFS) 
Level CLB Stage I (CLB 4) 

Demonstra�ng Skill 
(from LFS Framework) 

Read a brief no�ce to learn the new date and �me for an upcoming mee�ng; 
respond by expressing willingness to change your schedule. 

CLB Skills and 
Competencies 

Reading: 
• Interac�ng with Others    
 
Wri�ng: 
• Interac�ng with others 

 
Communica�on: 
• Interac�ng with others 

Es�mated Time Approximately 1.5 hours. Depending on learners, the content could be broken 
up into different sec�ons to be used for mul�ple lessons. 

 

Knowledge and Context 
Grammar and 
Language Focus 

When responding to a work mee�ng schedule change no�ce, it is crucial for to 
u�lize proper grammar and language to express their willingness to adapt. Here 
are three key points to keep in mind: 
 

1. Expressing willingness and understanding: 
- It is important for me to express my willingness to adjust my 

schedule to accommodate the change in the work mee�ng. 
- I understand the significance of being adaptable and am fully 

prepared to make the necessary adjustments. 
- I am commited to being flexible and accommoda�ng in order to 

ensure the success of the work mee�ng. 
 

2. Confirming understanding of the new date and �me: 
- To ensure clarity, may I confirm the new date and �me for the work 

mee�ng? 
- Just to clarify, the new schedule for the work mee�ng is [date] at 

[�me], correct? 
- I want to ensure that I have accurate informa�on regarding the 

rescheduled work mee�ng. 
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3. Reques�ng more informa�on about the upcoming work mee�ng: 
- Could you please provide addi�onal details about the agenda or any 

specific changes that will be discussed during the work mee�ng? 
- Can you let me know if there are any materials or documents that I 

should review prior to the work mee�ng? 
- Is there anything else I should be aware of in prepara�on for the 

upcoming work mee�ng? 
 
By employing these strategies, Deaf learners can effec�vely convey their 
willingness to adapt and par�cipate in the rescheduled work mee�ng, while 
seeking further informa�on or clarifica�on as needed.  

Workplace Culture  In addi�on to discussing adaptability in responding to a mee�ng schedule 
change no�ce, it is important to prepare lessons that include informa�on about 
fostering a workplace culture that promotes inclusion and accessibility for Deaf 
employees. 

Equity, Diversity, and 
Inclusion 

To ensure inclusivity, it is crucial to incorporate a diverse range of individuals in 
all learning materials and images. This includes individuals who are Deaf, 
2SLGBTQ+, Indigenous, Francophone, from different cultures, as well as those 
with disabili�es or who are neurodivergent. 

 

Learning Ac�vi�es and Tasks 
Warm Up Before delving into the learning ac�vi�es and tasks, it is beneficial for learners 

to engage in a warm-up exercise that encourages self-reflec�on on personal 
adaptability. Consider the following prompts. Select one or more of the 
following prompts that best suit your learners’ needs and prior experiences: 
 

1. Think of a situa�on where you had to adapt to a change in your 
schedule or plans. How did you handle it? What strategies did you 
employ to adjust your schedule and accommodate the change? Reflect 
on the outcome of your adaptability. 

 
2. Consider the benefits of being adaptable in a work se�ng. How can 

adaptability posi�vely impact your professional growth and success? 
Reflect on specific examples or scenarios where adaptability played a 
significant role. 

 
3. Iden�fy any challenges or barriers you have encountered when trying to 

be adaptable. What factors make it difficult for you to adjust to 
changes? Reflect on how you can overcome these challenges and 
enhance your adaptability skills. 
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By engaging in this warm-up ac�vity, learners can gain a deeper understanding 
of their own adaptability and set the stage for further learning and 
development in responding to mee�ng schedule change no�ces. 

Skill-building Ac�vi�es To strengthen the skill of responding to a mee�ng schedule change no�ce, 
learners can engage in the following ac�vi�es. Select one or more of the 
following ac�vi�es that best suit your learners’ needs and prior experiences: 
 
1. Role-play Ac�vity:  

Pair up with a Deaf classmate and take turns simula�ng a mee�ng 
schedule change no�ce. One person can play the role of the sender, 
while the other plays the role of the recipient. Prac�ce reading the 
no�ce, expressing willingness to adapt, confirming understanding of the 
new date and �me, and reques�ng any addi�onal informa�on needed. 
Provide feedback and sugges�ons to each other to improve 
communica�on skills. 
 

2. Writen Response Exercise:  
Learners write a response to a mee�ng schedule change no�ce provide; 
Focus on using proper grammar and language to express their 
willingness to adjust their schedule; Confirm the new date and �me, 
and ask any necessary ques�ons for clarifica�on. Review and revise 
their response, paying aten�on to clarity and coherence. 
 

3. Group Discussion:  
Learners have to engage in a group discussion about the importance of 
adaptability in the workplace; to share personal experiences of adap�ng 
to schedule changes and discuss strategies for effec�vely responding to 
mee�ng schedule change no�ces. Consider the impact of adaptability 
on teamwork, produc�vity, and professional growth.  
 

4. Real-life Scenario Analysis:  
Learners have to analyze real-life scenarios where mee�ng schedule 
change no�ces were mishandled or where adaptability was successfully 
demonstrated. Discuss the consequences of ineffec�ve responses and 
the benefits of adaptability in different work environments. Brainstorm 
strategies and solu�ons for effec�vely responding to mee�ng schedule 
change no�ces in various situa�ons. 

 
By ac�vely par�cipa�ng in these skill-building ac�vi�es, learners can enhance 
their ability to respond to mee�ng schedule change no�ces with clarity, 
professionalism, and adaptability. These ac�vi�es provide opportuni�es for 
prac�ce, reflec�on, and collabora�on, enabling learners to develop and refine 
their communica�on skills in a suppor�ve learning environment. 
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Skill-using Tasks To further apply and demonstrate the skill of responding to a mee�ng schedule 
change no�ce, select one or more of the following ac�vi�es to use with 
learners depending on needs and abili�es. 
 
1. Email response: 

Imagine that learners have received a mee�ng schedule change no�ce 
via email. learners have to write a response to the sender, expressing 
their willingness to adjust their schedule and confirming their 
understanding of the new date and �me and also ask for any addi�onal 
informa�on or materials that they need to prepare for the mee�ng. 
Focus on using clear and concise language to convey their message 
effec�vely. 

 
2. Video response: 

Learners have to record a video response to a mee�ng schedule change 
no�ce. Start by expressing their willingness to adjust their schedule and 
their understanding of the importance of adaptability. Clearly state the 
new date and �me for the mee�ng and confirm that they have accurate 
informa�on. They have to ask any necessary ques�ons or request 
addi�onal details about the agenda or prepara�ons for the mee�ng. Pay 
aten�on to their body language, facial expressions, and clarity of 
signing in the video. 

 
3. Group discussion and feedback: 

In a small group, learners have to discuss and provide feedback on each 
other's writen email responses and video responses. Share insights, 
sugges�ons, and construc�ve feedback to help each other improve 
communica�on skills and enhance the effec�veness of the responses. 
Discuss any challenges or areas for improvement that were iden�fied 
during the tasks and brainstorm strategies to overcome them. 

 
By engaging in these skill-using tasks, learners can further develop their ability 
to respond to mee�ng schedule change no�ces in various communica�on 
formats. These tasks provide opportuni�es to apply the strategies discussed 
earlier, prac�ce ac�ve watching, and receive feedback from peers, fostering 
con�nuous learning and growth in adaptability skills. 

Assessment Tasks To assess learners' ability to respond to a mee�ng schedule change no�ce, one 
or more of the following tasks can be assigned: 
 
1. Role-play Assessment: 

In pairs, simulate a role-play scenario where one person plays the role 
of the sender and the other plays the role of the recipient. The sender 
provides a verbal mee�ng schedule change no�ce, and the recipient 
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responds by expressing their willingness to adapt, confirming their 
understanding of the new date and �me, and reques�ng any necessary 
details or materials. Assess the learners' communica�on skills, clarity of 
speech/signing, and ability to effec�vely convey their message. 

 
2. Writen Response Assessment: 

Provide learners with a mee�ng schedule change no�ce and ask them 
to write a response. Assess their writen communica�on skills, including 
grammar, language use, and clarity of the message. Evaluate their ability 
to express willingness to adjust their schedule, confirm understanding 
of the new date and �me, and request addi�onal informa�on if needed. 

 
3. Video Response Assessment: 

Ask learners to record a video response to a mee�ng schedule change 
no�ce. Assess their ability to express willingness to adapt, confirm 
understanding of the new date and �me, and ask any necessary 
ques�ons or request addi�onal details. Evaluate their use of body 
language, facial expressions, and clarity of signing in the video. 

 
By assessing learners' performance in these tasks, their proficiency in 
responding to mee�ng schedule change no�ces can be evaluated. Pay aten�on 
to their ability to effec�vely convey their message, use proper grammar and 
language, demonstrate understanding of the new date and �me, and ask 
relevant ques�ons or request addi�onal informa�on. Provide feedback and 
recommenda�ons for improvement to support their ongoing development of 
communica�on skills. 

Reflec�on Here are a few reflec�on ques�ons for learners: 

1. How has your understanding of adaptability evolved throughout this 
learning experience? 

2. What specific strategies or techniques have you learned that have 
helped you become more adaptable? 

3. Can you provide examples of situa�ons where you have successfully 
applied adaptability skills? 

4. How has being open-minded and flexible benefited you in both personal 
and academic se�ngs? 

5. Have you encountered any challenges or barriers in developing 
adaptability? How have you overcome them? 

 
These reflec�ve ques�ons can help learners assess their progress, iden�fy areas 
for improvement, and gain a deeper understanding of how adaptability impacts 
their learning and future success. 
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Resources 
Ou�ngs and Guest 
Speakers 

Invite a guest speaker who is a Deaf professional to share their experiences and 
insights on adap�ng to schedule changes in the workplace. This interac�ve 
session will provide valuable real-world perspec�ves and allow learners to ask 
ques�ons and engage in a meaningful discussion. 

Extension Ac�vi�es 1. Workplace Simula�on: Create a simulated workplace scenario where 
learners must adapt to mul�ple mee�ng schedule changes within a short 
period of �me. This ac�vity will challenge learners to demonstrate their 
adaptability and �me management skills while maintaining effec�ve 
communica�on with team members and supervisors. 

 
2. Research Project: Assign a research project where learners inves�gate and 

present on workplace accommoda�ons and accessibility prac�ces for Deaf 
employees in different industries. They can explore case studies, interview 
professionals, and analyze best prac�ces to promote inclusion and support 
for Deaf employees. 

 
By engaging in these extension ac�vi�es, learners can further develop their 
adaptability skills, expand their knowledge of workplace accessibility, and 
enhance their overall understanding of the importance of inclusive 
communica�on prac�ces. These ac�vi�es provide opportuni�es for deeper 
learning, self-reflec�on, and collabora�on, empowering learners to thrive in 
diverse work environments. 

Realia 1. Use actual mee�ng schedule change no�ces that have been used in real 
workplaces as examples for analysis and discussion. 
 

2. Provide real-life workplace documents, such as emails or memos, to 
prac�ce responding to mee�ng schedule changes. 

 
These ac�vi�es can help create a more authen�c and engaging learning 
experience for Deaf learners, allowing them to apply their skills in a realis�c 
context. 

Websites, Videos, and 
Other Resources 

There are various resources available online that provide learners with 
addi�onal opportuni�es to prac�ce and strengthen their adaptability skills, 
reading comprehension, wri�ng, and communica�on in a professional se�ng. 
 
• Skills for success: adaptability 
• Adap�ng to Canadian work culture as a newcomer 
• Adap�ng to the Canadian workplace culture 

  

https://www.canada.ca/en/services/jobs/training/initiatives/skills-success/learning-steps.html#adaptability
https://newcanadians.tv/adapting-to-the-canadian-workplace-culture/
https://arrivein.com/career-ca/adapting-to-canadian-work-culture-as-a-newcomer/

