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Skill for Success: Digital 

Task: Responding to a co-worker’s shi� change request. 
 

Language for Success (LFS) 
Level CLB Stage I (CLB –3-4) 

Demonstra�ng Skill 
(from LFS Framework) 

Read a text message from a co-worker reques�ng a shi� change; respond using 
the same pla�orm. 

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.  

 

Knowledge and Context 
Grammar and 
Language Focus 

1. Familiarize Deaf learners with commonly used digital pla�orms for 
communica�on in the workplace. 

 

2. Provide examples of typical shi� change requests and responses in a work 
se�ng. 

 

3. Use appropriate verb tenses, sentence structures, and punctua�on in 
writen responses and prac�ce using polite language as professional in 
communica�on. 

Workplace Culture  1. Discuss the importance of �mely communica�on and responsiveness in the 
workplace. 
 

2. Emphasize the value of teamwork and collabora�on in accommoda�ng shi� 
change requests. 

Equity, Diversity, and 
Inclusion 

Ensure that all learning materials and images incorporate a wide range of 
people, including individuals who are Deaf, 2SLGBTQ+, Indigenous, 
Francophone, from different cultures, as well as those with disabili�es or who 
are neurodivergent. 
 



Language for Success Lesson Plan Incorporating ASL 

Non-language Skill 

 
 
 
 
 

 

Encourage learners to consider the diverse needs and circumstances of their 
co-workers when responding to shi� change requests. Promote inclusive 
language and respec�ul communica�on in all interac�ons. 

 

Learning Ac�vi�es and Tasks 
Warm Up 1. Engage learners in a discussion about their experiences with digital 

communica�on in the workplace. 
 

2. Introduce vocabulary related to shi� changes and scheduling. 

Skill-building Ac�vi�es Select one or more of the following ac�vi�es that best suit your learners’ 
needs: 
 
1. Provide learners with sample text messages reques�ng a shi� change and 

ask them to read and understand the requests. 
- Discuss possible reasons for shi� change requests and the appropriate 

responses. Have learners prac�ce wri�ng their own responses to the 
requests, focusing on clarity and conciseness. 

 
2. Group Discussions: 

- Facilitate a group discussion on the challenges and considera�ons when 
responding to shi� change requests. 

- Encourage learners to share their experiences and insights. 
- Discuss strategies for effec�ve communica�on and problem-solving in 

such situa�ons. 
 

3. Role-plays: 
- Divide learners into pairs and assign them roles as co-workers. 
- Provide each pair with a scenario involving a shi� change request. 
- Have learners take turns playing the role of the co-worker reques�ng 

the change and the one responding. 
- Encourage learners to use the appropriate digital pla�orm for 

communica�on. 

Skill-using Tasks Select one or more of the following ac�vi�es that best suit your learners’ 
needs: 
 

1. Assign learners a task where they have to respond to a real or simulated 
shi� change request from a co-worker using a digital pla�orm. 
 

2. Learners should demonstrate their ability to comprehend the request, 
formulate a clear and concise response, and use appropriate language. 
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Assessment Tasks Select one or more of the following tasks that best suit your learners’ needs: 
 
1. Evaluate learners' writen responses to the shi� change requests based on 

their comprehension, clarity, and professionalism. 
 

2. Assess learner’s ability to use appropriate verb tenses, sentence structures, 
and punctua�on. Consider their use of polite language and their 
considera�on of diverse needs and circumstances. 

Reflec�on Select one or more of the following reflec�ons that best suit your learners’ 
needs: 
 
1. Engage learners in a reflec�ve ac�vity where they can assess their own 

performance and progress in responding to shi� change requests. 
 

2. Prompt learners to reflect on their strengths and areas for improvement in 
digital communica�on. 
 

3. Encourage learners to set goals for further developing their skills in this area 
and suggest strategies for achieving those goals. 

 

Resources 
Ou�ngs and Guest 
Speakers 

N/A 

Extension Ac�vi�es 1. Have learners work in groups to analyze and discuss real-world examples of 
shi� change requests and responses in various industries. 
 

2. Ask learners to research and present on different digital pla�orms 
commonly used for workplace communica�on, highligh�ng their features 
and best prac�ces. 

Realia 1. Bring in real-life examples of shi� change request forms or digital 
communica�on pla�orms used in Canadian workplaces. 
 

2. Provide learners with authen�c workplace emails or text messages related 
to shi� changes for analysis and discussion. 

Websites, Videos, and 
Other Resources 

• Skills for Success: Digital 
• Up Skills for Work: Digital 
• Improve your Digital Skills 

  

https://www.canada.ca/en/services/jobs/training/initiatives/skills-success/learning-steps.html#digital
https://upskillsforwork.ca/wp-content/uploads/ABC-UP-Digital-1-1.pdf
https://www.youtube.com/watch?v=zxwu5TtKx_A

