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Designing Your Future, Grade 11, Open (GWL3O)

This course prepares students to make successful transitions to postsecondary destinations 
as they investigate specific postsecondary options based on their skills, interests, and personal
characteristics. Students will explore the realities and opportunities of the workplace and
examine factors that affect success, while refining their job-search and employability skills.
Students will develop their portfolios with a focus on their targeted destination and develop 
an action plan for future success.

Prerequisite: None
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Personal Knowledge and Management Skills

Overall Expectations

By the end of this course, students will:

• analyse their personal characteristics, strengths, interests, skills, and competencies to 
determine career-related goals;

• maintain a portfolio for use in career planning that provides up-to-date evidence of 
knowledge, skills, interests, and experience;

• demonstrate an understanding of the personal-management skills, habits, and characteristics
that could contribute to success in their selected postsecondary destinations and independent
adult life.

Specific Expectations

Self-Knowledge
By the end of this course, students will:

– summarize their personal strengths, inter-
ests, skills, and competencies based on a
self-assessment (e.g., interest tests, skills
inventories) that draws on their school,
community, leisure, family, and work 
experiences;

– identify the transferable skills and personal-
management skills most valued by employ-
ers, and explain how their own skills can
contribute to employability;

– identify occupations and career goals that
align with their interests and skills, and
identify the areas of growth needed to
meet these goals.

Portfolio Development
By the end of this course, students will:

– explain the benefits of the portfolio process
as a strategy for directing the management
of their own learning;

– describe the purpose and content of both
comprehensive portfolios and portfolios
targeted for specific purposes (e.g., for 
specific jobs, interviews, scholarships,
program admissions, community-based
leadership opportunities);

– select and organize documentation (e.g.,
certificates of training in cardiopulmonary
resuscitation (CPR),Workplace Hazardous
Materials Information Systems (WHMIS),
Service Excellence, SuperHost; work 
samples; reference letters) from various
sources (e.g., work experience, community
involvement, school-based programs) to
develop their comprehensive or targeted
portfolios;

– explain their choices of specific portfolio
items as evidence of selected knowledge,
skills, and personal accomplishments.

Personal Management
By the end of this course, students will:

– identify and describe the personal-
management skills (e.g., organizational
skills, problem solving, scheduling tasks),
habits (e.g., meeting timelines), and char-
acteristics (e.g., showing initiative, adapt-
ability) that could contribute to success 
in their postsecondary learning, work,
or community life, and explain their
importance;

– explain the internal and external influ-
ences (e.g., parental expectations, peer
pressure, financial situation) that can affect
their career-related decision making;
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– describe the range of individual differ-
ences in how people manage themselves
in dealing with issues such as risk, stress,
change, time, planning, and personal
finance in various settings (e.g., school,
workplace, community);

– demonstrate the use of time- and priority-
management strategies to help achieve a
healthy lifestyle that balances school, fam-
ily, work, and leisure activities;

– identify effective risk-, stress-, and anger-
management strategies and use them
appropriately in school and/or community-
based activities.
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Interpersonal Knowledge and Skills

Overall Expectations

By the end of this course, students will:

• demonstrate interpersonal and teamwork skills required for success in their school, work,
and community activities;

• demonstrate an understanding of the elements of group dynamics in a variety of settings;

• explain ways in which they can make a contribution to their communities and ways in
which the community can assist them with career planning.

Specific Expectations

Interpersonal Relations
By the end of this course, students will:

– identify and describe the interpersonal
skills (e.g., using active listening, showing
mutual respect, using non-verbal language)
and teamwork skills (e.g., building consen-
sus, encouraging and recognizing contri-
butions) that contribute to success in post-
secondary education/training and
employment;

– demonstrate effective and respectful use of
interpersonal and teamwork skills in their
experiential learning activities (e.g., volun-
teer work, work experience, cooperative
education placement, extracurricular 
activities);

– communicate appropriately with various
audiences (e.g., peers, employers) and in
various situations (e.g., attending inter-
views, writing letters).

Group Dynamics
By the end of this course, students will:

– demonstrate respectful and responsible
behaviours (e.g., respect for levels of
authority, respect for diversity, responsibi-
lity for one’s actions) in groups at school
and in community-based learning 
activities;

– explain how diversity (e.g., cultural, eco-
nomic, gender, intellectual) among mem-
bers in a group may affect group dynamics

in a positive way (e.g., by providing
broader perspectives, a wider range of
ideas, more varied strengths);

– explain how conflict-resolution strategies
(e.g., mediation, negotiation) can be used
to reach mutually agreeable solutions in
work-related situations;

– describe the skills necessary to act as an
advocate for themselves or others in 
various situations involving prejudice,
bullying, or discrimination.

Connecting With the Community
By the end of this course, students will:

– identify ways in which they can use their
interests, skills, and knowledge to con-
tribute to the development of their com-
munity or its members (e.g., volunteer
work, part-time employment);

– demonstrate the ability to develop net-
works and other supportive relationships
with individuals and groups in the school
and community (e.g., mentors, tutors,
employers, entrepreneurial clubs, commu-
nity agencies) in a variety of ways (e.g.,
through information interviews, job twin-
ning, work experience) for assistance with
career exploration and planning;

– describe, on the basis of research, the 
types of school and community support
services available to help students meet
postsecondary goals (e.g., student services
departments, employment centres, small
business centres).

jillcooper
Highlight

jillcooper
Highlight

jillcooper
Highlight

jillcooper
Highlight

jillcooper
Highlight



30 T H E  O N T A R I O  C U R R I C U L U M ,  G R A D E S  1 1  A N D  1 2 :  G U I D A N C E  A N D  C A R E E R  E D U C A T I O N

Exploration of Opportunities

Overall Expectations

By the end of this course, students will:

• use research skills and strategies to gather and interpret relevant information about work and
learning opportunities;

• analyse emerging social and economic trends and their impact on individuals, workplaces,
and career opportunities;

• describe, on the basis of research, opportunities in various occupational sectors and explain
the requirements and challenges of selected occupations;

• demonstrate an understanding of types of workplaces, their related workplace issues, and 
legislation governing the workplace.

Specific Expectations

Accessing and Managing Information
By the end of this course, students will:

– identify the specific types of information
they need in order to make effective 
decisions about work and learning 
opportunities;

– identify, through research, various sources
(e.g., print, electronic, human) of career-
related information and assess these sources
on the basis of identified criteria (e.g., bias,
authority, accuracy, usefulness, personal 
relevance);

– acquire information about fields of work
and the nature of the workplace through
experiential learning opportunities (e.g.,
information interviews, job twinning, job
shadowing, work experience);

– demonstrate the ability to communicate
effectively (e.g., using appropriate vocabu-
lary, telephone protocol, and letter format)
to gather career-related information;

– demonstrate the ability to obtain and
interpret career-related information from
labour-market statistics, charts, graphs, and
tables.

Trends
By the end of this course, students will:

– identify and explain the impact of eco-
nomic and societal trends (e.g., globaliza-
tion, outsourcing, new technologies, envi-
ronmental concerns) on the work life of
women and men in Canada (e.g., reduced
job security, increased prevalence of part-
time and contract work, more frequent
career changes);

– identify fields of work, jobs, and self-
employment and entrepreneurship oppor-
tunities – in local, regional, national, and
international contexts – that are growing
as a result of identified trends;

– describe employment-related trends (e.g.,
the relationship between education levels
and earnings or employment rates), using
statistical information, such as labour-
market analyses, occupational outlook
projections, and census data.
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Opportunities
By the end of this course, students will:

– use the inquiry process to obtain detailed
information about selected sectors of
employment, and describe the work
opportunities and emerging trends within
these fields;

– compare selected occupations based on
the requirements for entry (e.g., certifica-
tion, knowledge, technical skills, essential
skills) and the challenges of each 
occupation;

– assess secondary school options (e.g., co-
operative education experience) that may
help them achieve their postsecondary
work and learning goals;

– identify and describe selected community
involvement and/or leisure opportunities
that can contribute to their postsecondary
work and learning goals;

– explain how knowledge and appreciation
of various cultures, including those of
Aboriginal peoples, and fluency in French
and other languages can expand employ-
ment opportunities;

– summarize the results of their career-
related research, using a variety of presen-
tation formats (e.g., oral, video, print), and
document them in their portfolio.

The Workplace
By the end of this course, students will:

– describe various types of businesses (e.g.,
profit, non-profit; small, medium, large;
retail, service; public, private) and employ-
ment opportunities (e.g., self-employment,
part-time work, contract work) and iden-
tify the advantages and disadvantages of
each;

– identify examples of ethical behaviour
within the workplace (e.g., respecting the
rights of others, taking a stand against dis-
criminatory behaviour, honesty, not caus-
ing harm, obeying and respecting the law);

– describe key features of legislation govern-
ing human rights, antidiscrimination,
employment, and workplace health and
safety (e.g., Ontario Human Rights Code,
Employment Standards Act, Occupational
Health and Safety Act) and relate these to
their observations of how the rights and
responsibilities of employees and employ-
ers are addressed in their workplace 
experiences;

– explain the historical development of
labour unions and describe their current
role in the workplace from the point of
view of employers and employees.
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Preparation for Transitions and Change

Overall Expectations

By the end of this course, students will:

• demonstrate an understanding of the transition process and the strategies used to facilitate
change;

• demonstrate effective use of a variety of strategies and resources for finding work and 
creating work;

• apply goal-setting and action-planning processes to prepare for the transition from secondary
school to their first postsecondary destination and for future transitions in their career.

Specific Expectations

Managing Change
By the end of this course, students will:

– demonstrate an understanding of career
development as a lifelong process that will
include transitions, changes, and lifelong
learning;

– describe the practical and psychological
challenges (e.g., increased independence,
greater responsibilities) that are part of 
secondary school graduates’ transitions to
new roles and environments (e.g., work,
postsecondary education/training, inde-
pendent adult life);

– predict and explain the planned and
unplanned changes that they will experi-
ence throughout their careers;

– identify the stages of a transition process
(e.g., an ending phase, an interim phase,
and a new beginning phase) that involves
adapting to change over a period of time;

– identify and explain strategies that help
people adjust to new situations (e.g., learn-
ing from mistakes, using flexible thinking,
overcoming fears, maintaining optimism);

– assess their own abilities to manage planned
and unplanned change by analysing effec-
tive and ineffective strategies they have
used in the past to manage each kind of
change.

Work Search
By the end of this course, students will:

– locate and select appropriate work oppor-
tunities (e.g., summer, part-time, full-time,
contract) from electronic and print sources
in the “open” (publicly advertised) job
market;

– identify and expand the network of con-
tacts that may assist them in accessing the
“hidden” (unadvertised) job market in a
field of interest;

– identify opportunities for self-employment
(e.g., government programs, enterprise
centres, community organizations) and
resources available to assist the enterpris-
ing person;

– produce effective, up-to-date résumés and
cover letters for a targeted field of work or
occupation, using word-processing soft-
ware and appropriate vocabulary and con-
ventions (e.g., style, punctuation);

– demonstrate the ability to complete job
applications (in print, online);

– demonstrate the ability to prepare and
conduct themselves effectively throughout
the job-interview process (e.g., prepare
answers to expected questions before the
interview, behave appropriately during the
interview, engage in reflections and follow-
up activities after the interview).
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Goal Setting and Action Planning
By the end of this course, students will:

– evaluate selected postsecondary options
with reference to personally relevant crite-
ria (e.g., cost, location, length of program,
accreditation, learning environment);

– explain how they plan to continue and
finance (e.g., through loans, bursaries,
scholarships, part-time work) their learn-
ing after secondary school (e.g., apprentice-
ship, on-the-job training, college, univer-
sity) and summarize the advantages and
disadvantages of their choices;

– use problem-solving strategies to reduce
internal barriers (e.g., skill gaps, health
problems) and/or external barriers (e.g.,
financial constraints, lack of local opportu-
nities, cultural differences) that could
interfere with the achievement of their
work, learning, and personal goals;

– apply a decision-making process to 
produce an action plan with backup
options, describing how they will achieve
their work, education/training, and 
community-involvement goals;

– identify the financial implications of their
postsecondary choices and describe in
their action plan how they will manage
their finances after secondary school.
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Leadership and Peer Support, Grade 11, Open (GPP3O)

This course prepares students to act in leadership and peer support roles.They will design 
and implement a plan for contributing to their school and/or community; develop skills in
communication, interpersonal relations, teamwork, and conflict management; and apply those
skills in leadership and/or peer support roles – for example, as a student council member or a
peer tutor. Students will examine group dynamics and learn the value of diversity within
groups and communities.

Prerequisite: None
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Personal Knowledge and Management Skills

Overall Expectations

By the end of this course, students will:

• explain how their personal characteristics and acquired skills may affect their interactions
with others in leadership and peer support roles;

• identify the characteristics of an effective leader and use these to evaluate their own 
leadership and peer support capabilities;

• identify and apply the personal-management skills and characteristics required to succeed 
in leadership and peer support roles;

• identify and apply effective teaching and learning strategies and resources to help others
through leadership and peer support roles.

Specific Expectations

Personal Knowledge
By the end of this course, students will:

– identify and differentiate between their
personal characteristics and skills they have
developed over time, based on information
gathered through self-assessment (e.g., per-
sonality inventories, interest tests, feedback
from others);

– summarize their leadership qualities and
experiences, and describe how they may
affect interactions with others in leadership
and peer support roles;

– explain how a variety of factors (e.g., cul-
ture, family background, personal experi-
ences, the media) have influenced their
personal motivation and skills related to
leadership and peer support roles;

– create a personal profile reflecting the
results of their self-assessment and incor-
porate it into their portfolio.

Leadership Qualities
By the end of this course, students will:

– research and identify the leadership quali-
ties and styles of a diverse range of people,
including Aboriginal individuals, in leader-
ship and support roles (e.g., in sports, poli-
tics, community, and/or school);

– describe various learning styles (e.g., audi-
tory, visual, kinesthetic) and identify strate-
gies used to support people with these
learning styles;

– describe a set of criteria (e.g., personal-
management skills, personal characteristics)
to assess the effectiveness of individuals in
leadership and peer support roles, and use
these criteria to assess their own strengths
and needs for further development.

Personal Management
By the end of this course, students will:

– identify and describe personal-management
strategies that contribute to academic 
success (e.g., strategies for dealing with
homework, tests, missed classes, workload,
procrastination), and demonstrate how to
communicate these strategies in tutoring
and mentoring roles;

– demonstrate an understanding and appro-
priate application of the principles and
protocols related to confidentiality and
privacy rights (e.g., referral of an issue to
the appropriate teacher or department) in
a variety of leadership and peer support
roles;
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– explain how acquiring experience in 
leadership and peer support roles at school
and in the community can help them
achieve their present and future goals 
(e.g., meeting diploma requirements for
community involvement, developing skills
for specific jobs, attaining scholarships and
awards);

– maintain an updated résumé and portfolio
to reflect their abilities, skills, and experi-
ences in leadership and peer support roles
at school and in the community.

Strategies and Resources
By the end of this course, students will:

– demonstrate an understanding of a range
of teaching and learning strategies (e.g.,
positive reinforcement, individualized
instruction, task management) that can be
applied to assist others in achieving their
goals;

– identify and describe challenges (e.g.,
emotional, motivational, learning, socio-
economic, family-related) to effective
learning and goal achievement;

– explain how to recognize challenges to
learning in others and how to determine
their own role in helping others address
these challenges;

– describe school and community support
programs and services (e.g., guidance 
services, social service agencies, cultural
and religious organizations, mentorship
programs available to support students’
needs) and explain how to access them.
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Interpersonal Knowledge and Skills

Overall Expectations

By the end of this course, students will:

• use strategies that promote positive interpersonal relationships as they pertain to leadership
and/or peer support;

• demonstrate effective use of communication skills in a variety of settings;

• apply theories related to group dynamics and leadership in various situations;

• explain how community dynamics affect leadership and peer support roles.

Specific Expectations

Interpersonal Relations
By the end of this course, students will:

– identify the elements that contribute to
building positive self-esteem (e.g., main-
taining optimism, recovering from mis-
takes, overcoming fears, achieving goals,
accepting positive reinforcement from 
others);

– describe the elements of effective inter-
personal relations (e.g., respect for differ-
ences, commitment to equity and fairness,
flexibility, honesty, integrity) and demon-
strate their use in selected leadership and
peer support roles in school or in the
community;

– describe a conflict-resolution model and
demonstrate its use in a variety of situa-
tions to reduce conflict and reach mutually
agreeable solutions;

– identify sources of pressure on adolescents
(e.g., peer behaviour and attitudes, family
relationships, prejudice, discrimination,
media influences), and appropriate strate-
gies to deal with these pressures.

Communication Skills
By the end of this course, students will:

– describe the elements of effective com-
munication (e.g., active listening, non-
judgemental statements, paraphrasing) 

and demonstrate their use in selected 
leadership and peer support roles in 
school or in the community (e.g., tutor-
ing, mentoring, coaching, mediating,
assisting with school or community 
projects);

– explain the benefits and pitfalls of express-
ing emotions, and demonstrate appropri-
ate ways of managing their own emotions
and responding to others’ expressions of
emotions;

– demonstrate an understanding of how to
respond appropriately (e.g., remaining
calm, empathizing, recommending a refer-
ral) to peers’ disclosures of serious personal
matters (e.g., health problems, physical 
and emotional abuse, bullying, exclusion,
discrimination, family issues, harassment,
substance abuse);

– demonstrate the ability to provide feed-
back to help others identify their strengths
and areas needing improvement.

Group Dynamics
By the end of this course, students will:

– describe theories of group dynamics 
(e.g., theories describing stages of group
development, roles of group members)
and produce an analysis of the dynamics
of groups in which they participate;
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– demonstrate a variety of team-building
strategies (e.g., listening, task sharing, pro-
viding positive feedback and constructive
criticism, building consensus, identifying
and using strengths of group members)
and explain how they facilitate positive
interaction and improve group and indi-
vidual results;

– explain how selected leadership styles
(e.g., autocratic, democratic, delegative)
and strategies (e.g., organizing groups,
soliciting support, setting goals) affect
group interaction and results;

– demonstrate effective use of leadership
skills in classroom groups and in planning
school or community events.

Connecting With the Community
By the end of this course, students will:

– describe the dimensions of diversity
within their community (e.g., gender,
race, culture, ethnicity, ability, sexual 
orientation, age, religion, socioeconomic
level) and identify the value of diversity 
as well as the challenges it poses;

– explain how cultural diversity within
groups may affect communication, inter-
personal relations, and leadership styles,
both positively and negatively;

– explain how power can be used positively
(e.g., to promote engagement and inclusion)
or misused (e.g., in situations involving
bullying, exclusion, workplace harassment)
in work, family, and peer contexts, and
identify strategies to deal with situations
where power is misused;

– describe their rights (e.g., a safe environ-
ment, freedom from harassment and dis-
crimination, adequate training) and
responsibilities (e.g., adhering to ethical
behaviour, maintaining confidentiality,
showing respect for others and their 
property, following safety procedures) in
various leadership and peer support roles.
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Exploration of Opportunities

Overall Expectations

By the end of this course, students will:

• describe, on the basis of research, the range of leadership and peer support opportunities in
the school and the community, and identify those to which they are most suited;

• demonstrate the ability to design and implement a plan or program that addresses needs
identified in the school or the community;

• identify a range of careers and postsecondary options requiring skills in leadership and 
peer support.

Specific Expectations

Accessing Options
By the end of this course, students will:

– produce a comprehensive list of the leader-
ship and peer support opportunities avail-
able in their school and community, using
print, electronic, and human resources;

– analyse selected leadership or peer support
roles (e.g., tutor, student host, team captain,
student council member) in terms of
responsibilities of the role, skills required,
time commitments, and benefits and 
challenges;

– evaluate their own suitability for a selected
leadership or peer support role and pro-
vide a rationale for their choice of role.

Developing a Plan
By the end of this course, students will:

– identify an opportunity within the school
or community (e.g., orientation for new
students to the school, career fair, school
arts showcase, community agency fair,
social justice event, fund-raising events)
where they can take a leadership and/or
support role;

– design and present a plan to address a need
identified within the school or community
where they can make a positive 
contribution;

– use appropriate software in accessing and
managing information and producing

materials appropriate to their plan (e.g.,
advertising brochure, posters, orientation
day agenda);

– design an evaluation tool (e.g., survey,
feedback form) to assess the plan or 
program that they have developed.

Exploring Careers
By the end of this course, students will:

– identify occupations or fields of work 
that require skills in leadership and peer
support;

– investigate postsecondary programs and
learning options for careers requiring skills
in leadership and peer support, using a
variety of resources (e.g., course calendars,
informational interviews, guest speakers,
Internet websites), and identify those to
which they are most suited;

– explain the relationships among personal
experiences, lifelong learning, and career
development.
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Advanced Learning Strategies: (GLS4O/GLE4O/GLE3O)
Skills for Success After Secondary School,
Grade 12, Open

This course improves students’ learning and personal-management skills, preparing them to
make successful transitions to work, training, and/or postsecondary education destinations.
Students will assess their learning abilities and use literacy, numeracy, and research skills and
personal-management techniques to maximize their learning. Students will investigate trends
and resources to support their postsecondary employment, training, and/or education choices
and develop a plan to help them meet their learning and career goals.

Prerequisite: For GLS4O – None
For GLE4O and GLE3O – Recommendation of principal

jillcooper
Highlight



41A D V A N C E D  L E A R N I N G  S T R A T E G I E S :  S K I L L S  F O R  S U C C E S S  A F T E R  S E C O N D A R Y  S C H O O L ,  G R A D E  1 2 ,  O P E N  ( G L S 4 O / G L E 4 O / G L E 3 O )

Learning Skills

Overall Expectations

By the end of this course, students will:

• evaluate learning skills and strategies that contribute to success in various settings;

• apply appropriate literacy and numeracy skills and strategies to support learning and 
planning for postsecondary choices;

• analyse their learning skills and styles to determine their learning strengths and needs, and
develop strategies to maximize their learning while in secondary school and throughout
their lives.

Specific Expectations

Learning and Thinking Strategies
By the end of this course, students will:

– identify and apply appropriate strategies
for improving concentration and minimiz-
ing internal and external distractions;

– demonstrate effective use of the
inquiry/research process and problem 
solving in a variety of learning situations;

– describe and make effective use of mem-
ory strategies to support learning;

– demonstrate the ability to adapt their study
techniques and test-taking strategies to suit
different subjects and testing formats (e.g.,
essay, multiple choice, open book, oral).

Literacy and Numeracy Skills and Strategies
By the end of this course, students will:

– identify and apply appropriate reading
skills and strategies (e.g., referring to head-
ings and subheadings for content clues,
using pictures and charts to help in under-
standing content, asking questions) to
acquire and evaluate information from a
variety of written materials;

– apply a variety of skills and strategies 
(e.g., brainstorming, use of mind maps 
and charts, note taking) to improve their
writing for various audiences and purposes
(e.g., writing reports, completing job
applications, preparing personal résumés);

– identify and apply oral communication
skills and strategies to improve interactions
with others (e.g., participating in class 
discussions, conducting interviews,
requesting assistance, asking for informa-
tion) in school, the community, and the
workplace;

– identify and apply appropriate numeracy
skills and strategies (e.g., calculating, inter-
preting data, budgeting) to meet academic
and career-planning requirements.

Planning for Learning
By the end of this course, students will:

– identify and analyse learning styles (e.g.,
auditory, visual, kinesthetic) to determine
how they learn best;

– list positive and negative personal factors
that affect learning in secondary school
(e.g., motivation, values, attitude), and
identify strategies to maximize their learn-
ing (e.g., connecting rewards to achieving
goals, connecting learning to personal
goals, engaging in practical learning 
experiences, using peer support);

– identify difficulties they have experienced
in educational settings (e.g., completing
projects, tests, essays; working in groups;
making oral presentations) and explain
how they could improve in these areas;
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– identify possible challenges (e.g., learning
difficulties, physical barriers, family,
finances, location) to effective learning 
in their selected postsecondary work or
educational destination;

– identify a variety of resources (e.g., library,
Internet, tutors, guidance office, school
personnel, community agencies) available
to support student learning;

– identify and use strategies for self-advocacy
to meet learning and personal needs;

– describe how they will continue lifelong
learning in both formal and informal ways
after secondary school.
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Personal Management

Overall Expectations

By the end of this course, students will:

• identify and apply the personal-management skills and strategies that contribute to success in
a variety of settings;

• explain the impact of personal factors on achievement and apply strategies for personal
improvement;

• apply the interpersonal skills and strategies required to achieve success in reaching goals in a
variety of settings.

Specific Expectations

Applying Personal-Management Skills
By the end of this course, students will:

– compare the personal-management skills,
habits, and characteristics needed for suc-
cess in secondary school (e.g., setting goals,
effort and persistence, willingness to reflect
and learn from their mistakes) with those
required in other learning and work 
environments;

– evaluate their personal-management skills,
habits, and characteristics through a self-
assessment process (e.g., using personal
inventories, skills tests; examining past 
successes and failures), and identify those
areas most in need of improvement;

– describe the variety of ways in which peo-
ple manage themselves when dealing with
issues such as risk, time, change, planning,
and money;

– demonstrate effective use of strategies for
improving their personal-management
skills (e.g., use of agenda, goal setting,
time management, priority management,
budgeting).

Impact of Personal Factors
By the end of this course, students will:

– identify and describe personal factors that
can negatively affect their learning and
thinking (e.g., low self-esteem, high anxi-
ety, substance abuse, poor interpersonal
skills, family relationships);

– describe the personal and social factors
that contribute to positive and negative
stress (e.g., disabilities, racism, discrimina-
tion, financial situation, family support),
and explain how stress affects them in a
variety of settings (e.g., school, family,
workplace, peer group);

– explain the relationship between a healthy
lifestyle (e.g., adequate sleep, good nutri-
tion, regular exercise; holistic approaches
to well-being, such as those found in Abo-
riginal cultures) and daily performance in
various settings;

– assess their affective preparedness (e.g., sense
of responsibility, independence, emotional
readiness) for their postsecondary 
education or work goals.
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Interpersonal Skills
By the end of this course, students will:

– identify and use strategies and resources
(e.g., conflict resolution, co-curricular
activities, counselling) to maximize success
in school and for daily living;

– demonstrate an understanding of the
importance of networking, mentorship,
and self-advocacy to the achievement of
postsecondary goals (e.g., work, travel,
training, further education);

– demonstrate the use of interpersonal skills
that contribute to achievement of goals in
a variety of areas (e.g., communicating
with employers in the workplace, request-
ing information about community
resources, applying for a job, obtaining
work experience).
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Exploration of Opportunities

Overall Expectations

By the end of this course, students will:

• demonstrate knowledge of selected workplace trends in order to make decisions about 
postsecondary choices and pathways;

• apply research and career-exploration strategies to identify postsecondary options;

• identify and describe the learning environments and resources available to support 
lifelong learning.

Specific Expectations

Trends
By the end of this course, students will:

– assess the effects of information technology
on selected fields of work, including its
impact on educational and skill require-
ments, learning opportunities, how work is
done, and employment opportunities;

– compare emerging work-style alternatives
(e.g., contract work, telecommuting, talent
pooling) and other employment-related
trends (e.g., changing composition of the
labour market, impact of education level
on earnings and employment), and explain
how these trends may influence their edu-
cation and career plans;

– identify traditional and emerging approaches
to learning in modern workplaces (e.g.,
formal instruction, independent computer-
based learning, mentorship, apprenticeship)
and explain why businesses and other
organizations value ongoing, self-directed
learning;

– assess how well their transferable and
essential skills (e.g., writing, oral commu-
nication, numeracy, computer skills) and
other personal information (e.g., learning
styles, family commitment, finances) align
with selected fields of work.

Opportunities
By the end of this course, students will:

– locate, select, and summarize relevant 
educational and career information from 
a variety of sources (e.g., print material,
Internet websites, information interviews,
job shadowing, work experience) based
on their personal interests and abilities;

– identify and describe selected education/
training options (e.g., independent study;
college, university, workplace training) that
could help them achieve their learning
and career goals, and assess the suitability
of these options on the basis of criteria
that they have identified (e.g., cost, dura-
tion, learning environment);

– describe the knowledge, talents, and skills
required for success in selected occupa-
tions, and the education/training routes
that prepare people for these occupations;

– compare the eligibility criteria for pro-
grams relevant to their learning goals
through the use of course calendars and
other literature from educational institu-
tions or training centres.
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Learning Environments and Resources
By the end of this course, students will:

– locate and assess resources and assistance
programs that support learning in selected
education/training programs (e.g., adult
literacy centres, Human Resources and
Social Development Canada website,
programs for students with learning 
disabilities);

– describe the benefits of such experiences
as volunteering and part-time work and
other out-of-school activities for acquir-
ing new knowledge and skills;

– describe the learning environments and
the approaches to learning (e.g., appren-
ticeships, correspondence courses, online
learning, field work, independent study,
lectures and tutorials) that they can expect
to encounter in postsecondary education
or training programs.

– demonstrate an understanding of career
development as a process involving life-
long learning.
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Preparation for Transitions and Change

Overall Expectations

By the end of this course, students will:

• evaluate their own transition skills and strategies, and identify those requiring improvement;

• demonstrate the skills and strategies needed to prepare for the work search process;

• demonstrate effective use of decision-making, goal-setting, and action-planning skills and
strategies to prepare for transition to their first postsecondary destination.

Specific Expectations

Transition Skills
By the end of this course, students will:

– identify the successes and challenges of
transitions and changes they have experi-
enced (e.g., graduating from elementary to
secondary school, dealing with changes in
family situations, starting a new job);

– describe the challenges (e.g., physical, social,
emotional) and the positive experiences
that may be part of secondary school stu-
dents’ transitions to new roles and environ-
ments (e.g., work, postsecondary education/
training, independent adult life);

– analyse ways of thinking and behaving 
that support successful adjustments to new
situations and environments (e.g., positive
attitude, supportive team/group attitudes
and behaviours, proactive problem solving,
self-directed lifelong learning, professional
work ethics, punctuality);

– demonstrate effective use of transition
management strategies and skills (e.g.,
managing stress, risk, time, change, and
money; becoming familiar with new 
environments; anticipating challenges) 
to prepare for their first postsecondary 
destination.

Work Search
By the end of this course, students will:

– create an up-to-date résumé and cover 
letter outlining their work skills and expe-
riences for use in postsecondary planning;

– demonstrate the ability to prepare and
conduct themselves effectively in an inter-
view process;

– identify a variety of resources (e.g., per-
sonal networks, employment centres,
Internet job postings) to identify fields of
work and specific job opportunities suited
to them;

– maintain an updated portfolio (e.g.,
including an updated résumé, certifica-
tions, relevant assignments, letters of 
recommendation) as evidence of their
learning and skill development.

Planning for Transition
By the end of this course, students will:

– demonstrate an understanding of the per-
sonal financial skills that will be required
for the future (e.g., budgeting, banking,
saving, borrowing money);

– investigate sources and types of financial
assistance (e.g., Ontario Student Assistance
Program, small business loans, government
grants, bursaries) for postsecondary educa-
tion/training and identify those appropri-
ate to their situations;

– use a decision-making process to produce
a plan that addresses their learning and
career goals, including the steps they can
take to help make a successful transition to
their selected postsecondary destination;

– identify viable options to the plan that
address anticipated or unexpected chal-
lenges (e.g., unsuccessful school or job
applications, changes in financial or family
circumstances).
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Navigating the Workplace, Grade 12, Open (GLN4O)

This course provides students with opportunities to develop the workplace essential skills and
work habits required for success in all types of workplaces. Students will explore occupations
and careers of interest through participation in real workplace experiences.They will make plans
for continued learning and work, work with others to design learning experiences, and investigate
the resources and support required to make a smooth transition to their postsecondary destination.

Prerequisite: None
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Essential Skills for Working and Learning

Overall Expectations 

By the end of this course, students will:

• demonstrate an understanding of the workplace essential skills necessary for success in life,
school, and work;

• demonstrate effective use of literacy and numeracy strategies that support the application of
the workplace essential skills to complete specific tasks in real or simulated workplace
settings;

• demonstrate effective use of learning and thinking strategies in school and in real or
simulated workplace settings;

• plan for, assess, and document their ongoing development and demonstration of selected
workplace essential skills.

Specific Expectations

Understanding Workplace Essential Skills
By the end of this course, students will:

– identify and describe the workplace essen-
tial skills, using a variety of electronic,
print, and human resources (e.g., Human
Resources and Social Development Canada
website, Ontario Skills Passport, employers,
brochures on essential skills), and explain
how these skills are used in the workplace;

– locate information on the most important
workplace essential skill requirements for a
range of occupations, and identify the
varying complexity levels of tasks associ-
ated with these skills;

– describe the transferability of the work-
place essential skills (e.g., from home to
school, school to work, occupation to
occupation) on the basis of their experi-
ences in the community or the workplace.

Using Literacy and Numeracy Strategies 
By the end of this course, students will:

– demonstrate effective use of numeracy
strategies required for calculation and 
estimation in order to manage money
(e.g., make change), to work with schedules
and budgets (e.g., schedule room reserva-
tions), to analyse data (e.g., compare
monthly reports), and to measure and
make numerical calculations (e.g., measure

ingredients and reduce quantity by half),
using real workplace materials in real or
simulated workplace settings;

– demonstrate effective use of strategies for
reading and interpreting text (e.g., pre-
reading strategies, such as identifying sig-
nal words; strategies used during reading,
such as sorting ideas using a concept map;
post-reading strategies, such as writing
brief notes in response to a text) for spe-
cific tasks, using real workplace materials
in real or simulated workplace settings;

– demonstrate effective use of strategies for
writing text (e.g., generating ideas using
rapid writing; developing ideas using map-
ping; revising using peer editing) for spe-
cific tasks, with or without a computer, in
real or simulated workplace settings;

– demonstrate effective use of strategies for
communicating orally (e.g., active listen-
ing, paraphrasing, verbal affirmation) in
real or simulated workplace settings;

– assess the impact of their own non-verbal
communication strategies and habits
(e.g., body language, dress, facial expres-
sion, gestures) on their audiences, and
determine strategies to clarify their
intended message, using feedback from
others (e.g., supervisor, teachers, peers).
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Using Learning and Thinking Strategies
By the end of this course, students will:

– demonstrate the ability to use a process to
reflect on their home, school, or work
experiences (that is, describe their experi-
ence, assess their performance, set goals for
future performance, identify strategies for
achieving them, apply the learning in a
new situation), and explain how this
reflection process contributes to continu-
ous learning;

– use knowledge of the ways they learn best
(e.g., by visual means, in kinesthetic ways,
by using various technologies, through
discussion) to develop effective strategies
for learning (e.g., taking notes, using audio
devices) in school and in real or simulated
workplace settings;

– demonstrate effective use of strategies for
remembering (e.g., using mnemonics,
dividing written material into memorable
“chunks”) in situations that require signif-
icant use of memory in school and in real
or simulated workplace settings;

– use a decision-making process to make
informed choices (e.g., to select opportu-
nities for learning, to prioritize workplace
tasks) in the school, community, or work-
place, and analyse the impact of their deci-
sions on themselves and others;

– demonstrate effective use of a problem-
solving process to deal with issues in
school and in the workplace.

Developing Workplace Essential Skills 
By the end of this course, students will:

– assess their application of selected work-
place essential skills, using feedback from
others (e.g., peers, teachers, supervisors);

– produce a gap analysis of their workplace
essential skills by identifying the workplace
essential skill requirements for a specific
occupation, comparing the requirements
with the skills they have, and identifying
the skills they need to develop;

– produce a plan for the development of the
workplace essential skills that they require
to complete specific tasks in the commu-
nity or workplace;

– document their ongoing development of
selected workplace essential skills, includ-
ing evidence of demonstration of these
skills from their Ontario Skills Passport.
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Personal Management

Overall Expectations 

By the end of this course, students will:

• demonstrate an understanding of their interests, strengths, and needs, and describe how these
influence their postsecondary education, training, and career plans;

• identify and describe self-management and teamwork skills and strategies, and use them
effectively in working with others in real or simulated workplace settings;

• identify and effectively apply strategies for managing time, planning tasks, and managing 
personal finances.

Specific Expectations 

Self-Knowledge
By the end of this course, students will:

– summarize, assess, and document various
aspects of their personal profile (e.g., inter-
ests, skills, needs, values), using feedback
from others, personal reflection, and infor-
mation from standardized assessment tools,
and explain how this information influ-
ences their postsecondary education,
training, and career plans;

– describe how learning from experience
(e.g., work done in school subjects, volun-
teer work, part-time jobs) contributes to
the achievement of their goals for learning
and work;

– identify and describe internal and external
factors that motivate them (e.g., sense of
satisfaction, money, recognition), and explain
how such factors contribute to the
achievement of their goals for learning and
work.

Working With Others
By the end of this course, students will:

– describe self-management skills (e.g., priori-
tizing, managing stress, problem solving)
and use them to deal effectively with chal-
lenging situations in the school, community,
or workplace (e.g., situations involving
harassment, unreliability of others);

– describe and use strategies for managing
conflict (e.g., negotiation, mediation) and
explain the issues and difficulties that may
be encountered when resolving conflict;

– describe the value of diversity (e.g., in
perspective, gender, culture) in teamwork
as well as some of the challenges it may
create;

– identify strategies that contribute to effec-
tive teamwork (e.g., presuming positive
intentions, managing conflict, paying
attention to self and others, seeking diverse
strengths and perspectives), and use them
to work collaboratively to accomplish
team goals in real or simulated workplace
settings;

– identify a specific need in the community
and respond to this need, working as part
of a team (e.g., organize a career fair for
parents and teachers);

– identify and use appropriate strategies
(e.g., clarifying needs) to obtain the
resources and support required to meet
their needs when communicating with
employers and postsecondary education
and training providers.
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Resource Management 
By the end of this course, students will:

– identify and use time-management skills
(e.g., prioritizing, allocating adequate
time, limiting interruptions) and time-
management tools (e.g., personal planners,
schedules,“to-do” lists) to complete tasks
and projects in real or simulated work-
place settings;

– develop and implement a plan to com-
plete a task or series of tasks in the com-
munity or the workplace (e.g., collect and
organize materials and resources, sequence
components of the task, create a timeline,
delegate responsibilities, make adjustments
as required), and assess the effectiveness of 
the plan;

– describe how such factors as personal
goals, priorities, and needs affect their use
of money as a resource;

– demonstrate an understanding of the
money-management strategies (e.g., bud-
geting, using credit, investing) required to
handle their short- and long-term
expenses.
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Exploration of Opportunities

Overall Expectations 

By the end of this course, students will:

• demonstrate the ability to research information about learning and work opportunities,
using print, electronic, and human resources;

• describe occupations of interest and the postsecondary education or training required for
these occupations;

• demonstrate an understanding of the nature of work and of workplace expectations and
issues;

• identify, explain, and follow health and safety policies and procedures in school and in the
workplace.

Specific Expectations

Researching Information
By the end of this course, students will:

– use an inquiry process (i.e., formulate
questions; gather, organize, interpret, assess,
and communicate information) to locate
information about postsecondary learning
and work options (e.g., on-the-job train-
ing, apprenticeship, college, university, fields
of work, specific occupations);

– locate information about learning oppor-
tunities and work, using a variety of career
information resources (e.g., National
Occupational Classification, Job Futures,
Ontario Prospects ) and human resources
(e.g., mentors, placement supervisors);

– design experiential learning opportunities
(e.g., cooperative education, work experi-
ence, site visits, job shadowing) and con-
duct information interviews (e.g., in per-
son, by telephone, by e-mail) to investigate
types of employment, employment trends,
and work-style alternatives (e.g., job shar-
ing, shift work, flex-time arrangements,
contract work, consulting).

Exploring Learning and Work Opportunities
By the end of this course, students will:

– summarize and communicate information
about occupations of interest (e.g., work
environment, employment prospects,
duties, required workplace essential skills)
and the education and/or training recom-
mended for these occupations;

– describe resources and opportunities avail-
able in the community (e.g., small business
loans, venture capital, adult and continuing
education, career counselling and job
placement agencies) that will support the
achievement of their postsecondary learn-
ing and work goals;

– describe types of employment and work-
style alternatives (e.g., job sharing, shift
work, flex-time arrangements, contract
work, consulting) and explain the advan-
tages and disadvantages in relation to their
own lifestyle and work preferences;

– explain how a variety of factors (e.g., sup-
ply and demand for workers, demographic
changes, trends in various work sectors)
affect work opportunities in their occupa-
tional areas of interest.
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Understanding the Workplace
By the end of this course, students will:

– identify workplace issues (e.g., harassment,
ethics, confidentiality and the right to pri-
vacy, responsible use of computers, gender
equity) and explain how policies and pro-
cedures dealing with them contribute to a
positive and productive work environment;

– explain workers’ rights (e.g., right to
refuse unsafe work, right to reasonable
accommodation) and responsibilities (e.g.,
accident reporting), and identify federal
and provincial legislation in which they
are described (e.g., Hazardous Products
Act, Ontario Human Rights Act);

– describe the role of unions and explain
their impact in the workplace.

Demonstrating Health and Safety Awareness
By the end of this course, students will:

– identify potential health and safety hazards
in a workplace setting;

– describe safety practices associated with
work-related risk reduction and injury
prevention (e.g., safety training, hazard
recognition, risk management, ergonomic
considerations, workplace accessibility) in
a workplace setting;

– explain and follow health and safety poli-
cies (e.g., proper handling of tools and
equipment, use of personal protective
equipment) and procedures (e.g., fire drill,
evacuation, equipment lockouts) in a
workplace setting;

– describe procedures for reporting accidents
and unsafe practices, and explain why they
are necessary in the workplace.



55N A V I G A T I N G  T H E  W O R K P L A C E ,  G R A D E  1 2 ,  O P E N  ( G L N 4 O )

Preparation for Transitions and Change

Overall Expectations 

By the end of this course, students will:

• identify the possible changes they will encounter in the transition from secondary school 
to their first postsecondary destination, and develop strategies and resources to manage this
transition;

• produce plans for a smooth transition to their selected postsecondary destination;

• apply job-search strategies, tools, and resources to find or create opportunities for work and
for learning about work.

Specific Expectations 

Managing Change
By the end of this course, students will:

– describe the challenges (e.g., financial
obligations, moving) and opportunities
(e.g., job offers, certification courses, re-
entry to school) that may occur during
their transition from secondary school to
new roles and environments (e.g., work,
postsecondary education/training, com-
munity living);

– use appropriate strategies (e.g., finding per-
sonal and financial support, compiling a list
of kinds of community support) and iden-
tify resources (e.g., key contacts within the
family, school, community, and workplace)
to assist them with their transition to a
postsecondary destination of interest;

– describe how to manage planned changes
(e.g., accepting a job offer) and unplanned
changes (e.g., non-admission to a post-
secondary program, illness) in their learn-
ing and work environments.

Planning for Learning and Work
By the end of this course, students will:

– describe the career-planning process 
(i.e., identify personal interests and attri-
butes; investigate education and career
opportunities in the school, community,
and workplace; decide which opportuni-
ties to select; plan the transition) and

develop their postsecondary goals and
plans using this process;

– develop, assess, and refine a back-up plan
describing the steps they would take and
the resources and support they would
need to make a smooth transition to their
first postsecondary destination;

– identify the financial requirements for
their selected postsecondary destination,
and produce and implement a plan for
managing their finances (e.g., income,
expenditures, savings).

Searching for Work
By the end of this course, students will:

– use various job-search strategies (e.g., con-
ducting online job searches, developing 
a personal network) to find work 
opportunities;

– document evidence of the knowledge,
skills (including workplace essential skills),
and work habits that they have acquired 
in the workplace or through volunteering,
using the Ontario Skills Passport and
other tracking tools;

– create effective job-search tools (e.g., job-
specific résumé, covering letter, portfolio)
that reflect their knowledge, strengths,
experience, skills (including workplace
essential skills), and work habits for an
experiential learning, volunteer, or work
opportunity;
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– communicate their interest in a volunteer
or work opportunity by telephone or e-
mail and by completing a real job applica-
tion form;

– present effectively their knowledge, skills
(including workplace essential skills), and
work habits in interviews with prospective
employers or placement supervisors;

– identify community-based agencies avail-
able to provide assistance in making the
transition to the next stage in their lives.
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