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From the classroom to the workplace Essential Skills matter! 

 Welcome to the essential skills work ready youth program
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From the classroom to the workplace Essential Skills matter! 

Introducing the essential skills
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From the classroom to the workplace Essential Skills matter! 

The Nine essential skills
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From the classroom to the workplace Essential Skills matter! 

 
Essential skills are measured on a 5 level scale (see below).  The scale describes: 

1. The complexity (difficulty) of an essential skills task, question, or problem. 

2. The proficiency (ability) of a person in completing an essential skills task, question, or
problem.

The ES Measurement Scale 
skills need work skills are adequate skills are strong 

Level 1 Level 2 Level 3 Level 4 Level 5 

tasks are basic tasks are 
complex 

What do the Levels Mean? 

- Tasks, questions, and problems at Levels 1 and 2 are less difficult than those at Levels
3, 4 and 5.

- People with essential skills at Levels 1 and 2 need to practice, in order to make their skills 
stronger. When we have skills at, or above, Level 3 we have skills that are strong enough
to enable us to cope with new situations and to efficiently learn academic, technical or
job-specific skills.

- Employers prefer to have workers who are efficient, capable, learners because they can
accurately solve problems, complete their work, learn new processes and adapt to
changes on the job.

- The skills are just as important in daily life.  We all need to read information, fill out
documents, make decisions about how much we can spend on things we want to buy, work 
and communicate effectively with friends, family, teachers and employers, and use
computers and other digital technologies.

Measuring ESSENTIAL SKILLS (ES)
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From the classroom to the workplace Essential Skills matter! 

Look at the list below. What skills do you think you would need, to 
complete each task? Write the abbreviation for any of the skills you 
think would be used to complete the task. One is started for you as an 
example. (HINT: they all require more than one skill.) 

Task Skill(s) Used 

Find information to complete the set-up of a new iPhone 

Apply for a learners’ license 

Book concert tickets 

Shop for new clothes 

Plan a weekend ski / snowboard trip 

Ask if you can use the car to go skiing 

Text your coach to say you will be late for practice, why, and how you 
will catch up 

Arrive at work early to learn the new customer payment system TS6, 

Use a transit schedule to get to your new job on time 

Essential Skills

RT Reading Text 

DU Using Documents 

N Numeracy 

W Writing 1. Problem Solving 

OC Oral Communication 2. Decision Making 

TS Thinking Skills… 3. Critical Thinking 

WWO Working With Others 4. Planning & Organizing Tasks

DS Digital Skills 5. Find Information 

CL Continuous Learning 6. Use Memory 

Give it A Try! Matching Tasks and Skills
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From the classroom to the workplace Essential Skills matter! 

 

Think about why you read – whether at a job or in your daily life. Be as 
specific as you can. We’ve filled in examples from a Web Designer’s work, 
to help you get started.  

REASONS I READ 

WEB DESIGNER You 

To stay up to date on stories and 

commentary related to the field of 

technology. 

To follow instructions, review 

feedback on designs, review 

meeting requests and 

arrangements.  

To ensure my work meets client 

company regulations related to 

internet and intranet sites and 

access. 

To track web traffic reports on sites I 

have been working on. 

Give it A Try! Why do you read?
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From the classroom to the workplace Essential Skills matter! 

At work, we often have to read icons. Look at the lists of icons 
below. What do you think they mean? Write your answer in the 
space provided. The first one is done for you. You can check your 
answers in the answer key.

Icon Meaning? Icon Meaning?

recycle

Give it A Try! Why do you read?
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From the classroom to the workplace Essential Skills matter! 

 

Reading Includes... 
Reading involves solving problems or completing tasks that use written materials such as: 

✔ forms and labels

✔ print and non-print (electronic) materials

✔ text and images in charts, tables, and graphs

What sorts of things do people read at work? 

Safety Regulations Policies Assembly Instructions Company Reports 

Recipes Rules and Standards WHMIS & MSDS Client Feedback 

Getting started with Reading 
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From the classroom to the workplace Essential Skills matter! 

 

If you use any of these…you are a reader! 

Reading makes a difference
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From the classroom to the workplace Essential Skills matter! 

At Work 
When you are working, the strength of your reading skills 
will help or hinder your ability to do a good job.  When we have 
reading skills at levels 1 or 2, we are twice as likely to be 
unemployed as someone who has skills levels 3, 4 or 5.  We 
also earn more during our working lifetime, if we have the 
skills to use information from reading text to solve 
problems and complete tasks. 

At Home 
Reading text skills make a difference in our non-working life 
too.  With reading skills at levels 1 or 2, we are less likely to 
be able to read and understand information related to our 
healthcare needs or the healthcare needs of family 
members. Having reading skills at or above level 3 makes us 
better able to understand information of all kinds including 
school assignment instructions, applications for training, 
and rules and regulations related to driving. Skills at level 3 
also enable us to stay up on local, national and world news 
events – an important element of being an engaged and 
informed member of society. 

Measuring Reading 
The level of difficulty of reading tasks ranges between being able to read short texts to find a 
single piece of information (complexity level 1), to being able to understand and use long and 
complicated texts, like contracts or reports (complexity level 5). 

The ability to read at Level 3 is essential for most jobs - even for those that do not require a 
college diploma, university degree or specialized training. For example, level 3 reading skill 
is needed for workers to succeed in job-specific training and to read safety-related 
information. 

If you test your reading skills, you will find that you are strongest in one of the 5 levels.  This 
does not mean you don’t have skills at other levels, but if your skills are below level 3, it means 
it would be a good idea to work on them.

reading makes a difference
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From the classroom to the workplace Essential Skills matter! 

Cool jobs that use Reading!
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From the classroom to the workplace Essential Skills matter! 

 

Think Reading isn’t a big deal?  Think again! 

● The woman who put organic essential oils on her wrists before a hot yoga class, thinking
it would add to the experience, and then went straight to the tanning salon. She ended
up with 2nd and 3rd degree burns. She missed the last sentence in the warning paragraph
on the bottle that said “Stay out of sunlight or UV rays for 12 hours.”

● The manager responsible for training staff at a turf company, where an employee was
killed in a workplace accident, who had not read the operator’s manual for the machinery
he was instructing people how to use. The court learned he knew the harvester came with
a manual, but he’d never read it saying, “We didn’t read the manual when we got the machine – 
it’s hands on learning.” While the death was ruled an accident, the inquest recommended a
series of changes be implemented in how training and operations are conducted across
the turf industry.
 

Reading Makes a difference

Source: http://www.refinery29.com/2017/04/151839/essential-oil-uv-exposure-photosensitivity-chemical-burn

Source: http://www.illawarramercury.com.au/story/4053064/blaine-rozs-tragedy-turfco-boss-didnt-read-manual/
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From the classroom to the workplace Essential Skills matter! 

 
Reading trivia

Answer: C 
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From the classroom to the workplace Essential Skills matter! 

1. Accounting and related clerks read computer instruction manuals, e.g. read accounting
software manuals and help files to learn how to generate financial reports.
(Reading Level 2)

2. Automotive painters read memos to learn about work schedules, performance goals and
changes to operating procedures. (Reading Level 2)

3. Computer network technicians read manuals, both paper-based and online, to look up
troubleshooting solutions, updates, and information about configuring hardware and
software including routers, modems and smart switches. (Reading Level 4)

4. Construction electricians read safety related information, e.g. read safety rules and
regulations governing fall protection and other hazards. (Reading Level 3)

5. Gas fitters read memos from supervisors and clients outlining work tasks and activities or
requesting technical information. (Reading Level 2)

6. Kitchen helpers read written instructions for particular work tasks, such as for cleaning a
piece of equipment. (Reading Level 1)

7. Machinists read to compare tool specifications and descriptions to identify tools that suit
their machining needs. (Reading Level 3)

Reading in action



 R 
19

From the classroom to the workplace Essential Skills matter! 

8. Steam- and pipefitters read job specification books to learn about project scopes and
engineering requirements. (Reading Level 3)

9. Welders read written instructions for the set-up, operation and maintenance of equipment,
such as welders, presses and breaks. (Reading Level 3)

10. Web designers and developers mainly read email for details of web page design ideas,
feedback on web designs, meeting arrangements and ongoing projects from supervisors,
clients and graphic artists.  (Reading Level 2)

11. TV/video producers may read forms to enter the correct data. For example, film directors
complete grant applications and tax credit applications and forms such as citizenship
declarations. (Reading Level 3)

12. Industrial mechanics and construction millwrights read complex schematic drawings, e.g.
view schematic drawing of complex mechanical, structural, pneumatic and hydraulic
systems to understand how they operate and to troubleshoot faults. (Reading Level 4)
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From the classroom to the workplace Essential Skills matter! 

For most people, Mark Zuckerberg is a household name.  Born on May 14, 1984, Mark 
Zuckerberg co-founded the social-networking website Facebook out of his college dorm room. 
Within a very short period of time, the site had grown to millions of users, making Zuckerberg 
the youngest billionaire on Forbes Magazine’s top 400 list. 

What do Mark Zuckerberg and other highly successful people have in common?  You guessed it!  
They read a lot!  Check out this article on reading habits of ultra successful people. 

Reading in the news!
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From the classroom to the workplace Essential Skills matter! 

Source: https://nmc-mic.ca/news/newspapers-numbers-2016/  
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From the classroom to the workplace Essential Skills matter! 

In Canada, the federal government also recognized 
that comic books might be a great way to reach 
younger readers. In 1990, Marvel Comics, under the 
direction of the Canadian Association of Chiefs of 
Police with the cooperation of the Alliance for a Drug 
Free Canada, produced “Spider-Man: Skating on Thin 
Ice,” a comic book focussed on the dangers of drug 
use. 

Supporters were Health & Welfare Canada, IBM, 
Shoppers Drug Mart, and various volunteers 
representing parents, students and health 
professionals from across the country.  

 

Reading bits and bites

Source: https://www.paulgravett.com/articles/article/comics_as_gateways_to_literacies 

Source: https:// comicbookrealm.com/series/130/0/the-
amazing-spider-man-skating-on-thin-ice
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From the classroom to the workplace Essential Skills matter! 

There’s a well-known story – maybe true, maybe not – about a teacher who hands out a multi-
page test and tells the students they have 30 minutes. The first question on the test reads, 
“Read all the directions from the beginning.” The last question on the test reads “You don’t have 
to answer any of the above questions.”   

Only students who read all the way to the end before starting figure this out. The purpose of the 
assignment? To show why you should always read all the instructions first before starting any 
project so you know what you need to do.  

1. Read all directions before beginning
2. Take out sheet of lined paper.
3. Skipping lines, number the paper 1-15.
4. On line 1, write your home address
5. One line 2 write the name of the person to your left
6. List the cities you have lived in on line 4 
7. Write the name of your first pet on line 12 
8. …
9. …

25. Do not answer any of these questions. 

GROAN! 

Reading bits and bites
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From the classroom to the workplace Essential Skills matter! 

 

Cooks and Bakers use the essential skill of reading text on the job to read texts like these: 

✔ Read a variety of instructions and procedures, e.g. read sequenced instructions for the
operation of equipment, such as commercial pressure cookers and fryers. (3)

✔ Read a variety of trade magazines, brochures and website articles, e.g. read articles in
magazines, such as Food Service and Hospitality, to learn about technological advances
in commercial kitchens. (3)

✔ Read instructions and other text entries on product labels, e.g. read instructions for
storing and mixing concentrated colour and flavour extracts. (1)

✔ Read instructions in recipes, bakers' sheets and production sheets, e.g. follow
instructions in production sheets and recipes to create products, such as gluten-free
bread, cookies and specialty seasonal items. (2)

✔ Read website articles and trade magazines to learn about trends, techniques and
industry highlights, e.g. read about the food science involved in new flavour blends and
suggestions for refreshing fresh fruit desserts. (3)

Reading bits and bites
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From the classroom to the workplace Essential Skills matter! 

Parks Canada recipe app gives you a real taste of history 

You are visiting one of Canada’s national historic sites this summer. As you explore the scenery 
and cultural artifacts, you can’t help but wonder: How did the cuisine of the early 
settlers taste? Well, you guessed it – there’s now an app for that. 

To mark its 100th anniversary in 2017, Parks Canada launched its first mobile phone 
application, Heritage Gourmet, which offers more than 70 recipes tied to historical settler 
landmarks, some dating back to the 18th century. 

There’s a recipe, for example, for 18th-century French soldiers’ bread from the Fortress of 
Louisbourg on Cape Breton Island. There’s the original King family recipe for marmalade from 
former prime minister William Lyon Mackenzie King’s boyhood home of Woodside, in Kitchener, 
Ont. And there’s even a recipe for moose muffle soup from Fort Anne in Annapolis Royal, N.S., 
and one for fried muskrat (substituting rabbit) from Fort St. James, B.C. 

Recipes are accompanied by photos and stories and information about the historic site and 
people related to it. For example, a raspberry vinegar beverage from Nova Scotia’s Alexander 
Graham Bell National Historic Site, was included because the famous inventor reportedly drank 
the concoction after the 1909 launch of the famous Silver Dart airplane, which he had a role in 
developing. 

 

Reading bits and bites

Edited from http://www.theglobeandmail.com/life/food-and-wine/food-trends/parks-canada-recipe-app-gives-you-a-real-
taste-of-history/article587470/
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From the classroom to the workplace Essential Skills matter! 

 

Career Tip: Possible Reason #512 You Didn’t Get the Interview 

Employers use many strategies to narrow down a long list of prospective employees.  If you 
didn’t read and carefully follow the instructions in the job posting, it can make a bad impression 
with a potential boss and knock you out of the competition. Oops! 

When applying for a job: 

✔ Follow the instructions in the ad. There’s a reason for them.

✔ Do exactly what it says. If you ignore them, it tells the employer you don’t care enough
about getting the job to bother.

✔ If it says, no phone calls please: don’t call. 

✔ If it says to attach your resume with the file name [your last name – posting 123 –
date] don’t just attach a file that says “Jack’s resume”.

✔ And read the content. If the ad says “email to Mary Smith”, don’t start your email, dear
Mr. Smith. 

Reading bits and bites
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From the classroom to the workplace Essential Skills matter! 

 

Students said: 

● Print was aesthetically more enjoyable, saying things such as “I like the smell of paper” or 
that reading in print is “real reading.” What’s more, print gave them a sense of where they
were in the book – they could “see” and “feel” where they were in the text. 

● Print was also judged to be easier on the eyes and less likely to encourage multitasking.
Almost half the participants complained about eyestrain from reading digitally (“my eyes
burn”), and 67 percent indicated they were likely to multitask while reading digitally
(compared with 41 percent when reading print). 

● At the same time, respondents praised digital reading on a number of counts, including the
ability to read in the dark, ease of finding material (“plenty of quick information”), saving
paper and even the fact they could multitask while reading.

But the bigger question is whether students are learning as much when they read onscreen. The 
study asked students about their reading patterns and preferences. The responses to were 
particularly revealing. 

● When asked on which medium they felt they concentrated best, 92 percent replied “print.”
For long academic readings, 86 percent favored print. Participants also reported being more
likely to reread academic materials if they were in print. 

● Students also said it was easier to focus using print. They felt like “the content sticks in the 
head more easily.”

● By contrast, in talking about digital screens, students noted “danger of distraction” and “no
concentration.” 

● Overall, students saw print as the medium for doing serious work.
What do you think?  
Edited from https://newrepublic.com/article/135326/digital-reading-no-substitute-print 

Reading bits and bites

https://newrepublic.com/article/135326/digital-reading-no-substitute-print
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From the classroom to the workplace Essential Skills matter! 

Who uses design documents and Models? 
Design documents and models are used in many occupations.  For example, Carpenters use 
blueprints that define the scope of specific projects.  They use blueprints to build foundations, 
install beams, to erect walls and roofing systems, to build stairs and wall partitions and to 
install fixtures.  They may even use blueprints to build skateboard ramps! 

Design models can be computer-generated, three dimensional (like Lego), or two dimensional, (like 
a blueprint or floor plan). Design documents include plans, diagrams, drawings, sketches, maps, 
layouts and other representations.   

Reading bits and bites
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From the classroom to the workplace Essential Skills matter! 

 
 

Essay disaster… 
An outline is a document that can help you organize your thoughts in preparation for writing an 
essay.  Check out the pie chart below to find out what can happen if you don’t plan ahead! 

Reading bits and bites

graphjam.com 
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From the classroom to the workplace Essential Skills matter! 

 
 

The list below has some interesting stats from the Canadian 
Safety Council 

● 60% of Canadians say they feel tired most of the time.
● 78% say they go to work tired at least one day a week.
● 55% of nurses say they are almost always tired at work.
● 20% of private vehicle accidents are caused by fatigue.
● Workplace accidents caused by fatigue cost employers more than $330M per year.

Reading bits and bites
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From the classroom to the workplace Essential Skills matter! 

Did you know… 
Automotive painters read documents called colour charts to help them identify, match and 
select colours.  Colour charts are used in many occupations.  For example, hairstylists use colour 
charts to select and match hair colour, metal workers select paint coating colours, graphic 
designers use numbering on colour charts to enter information into design software, and 
estheticians use nail colour wheels to help their clients select nail polish colours. 

R 
 eading bits and bites





Give your skills a workout in 
this section of the workbook.  
Skills, Like muscles, get 
stronger the more we use them. 
Build your ES muscles by 
working independently to 
complete all of the workouts.  
You can check your answers in 
the answer key.

Put your skills to 
work!

ES WORKOUT!
ES WORKOUT!

Put your skills to 
work!



Reading TEXT 
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1. Readers rock!

Reading and success 

http://journals.sagepub.com/doi/abs/10.1207/s15548430jlr3601_2
http://journals.sagepub.com/doi/abs/10.1207/s15548430jlr3601_2
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2. keys for reading
Need help? Try the Boosters. 

• Keywords and phrases
• Skimming and Scanning

Keywords and phrases 

 

 


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From the classroom to the workplace Essential Skills matter! 

3.Snorkeling and diving
Need help? Try the Booster. 

• Skimming and Scanning

Skimming and scanning 

Skimming = looking for overall meaning 

Skimming is like snorkeling. 

Skimming and scanning are two very commonly used reading strategies. It is well worth becoming 
proficient at both strategies because that proficiency will help you to be more productive whether 
reading at work or at school. 

Scanning = looking for specific information 

Scanning is like pearl diving 
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From the classroom to the workplace Essential Skills matter! 

Review the Skimming and Scanning Booster, before you start. 

1. Practice skimming and scanning by answering the questions below. In brackets at the end of 
each question, is the word skimming or scanning. This indicates which of the two skills you 
will use to locate the answer to the question. Remember, skimming is like snorkeling and 
scanning is like pearl diving. The information you need in order to answer the questions is in 
the document on the next page.  
 (reading text levels 1, 2 and 3, writing level 2) 

“Header” is the word used to describe the top of a document. What two pieces of 
information are in the header? (scanning)

What is the title? What does it suggest to you that the article will be about? (scanning) 

What does the logo tell you? (scanning) 

Font size is usually an indication of importance in a document. Locate the next largest font 
after the title. What are the first 3 words in that font? Which of the three words are 
keywords? (scanning) 
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From the classroom to the workplace Essential Skills matter! 

“Footer” is the word used to describe the bottom of a document. It often contains legal 
information, or “fine print”. What does the information in the footer tell you about the 
program? (scanning) 

What is the main idea of the document? (skimming) 



Edited from: http://skillscompetencescanada.com/en/canada150/ 
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From the classroom to the workplace Essential Skills matter! 

2. 
Practice skimming and scanning once more, by answering the questions below. At the end of 
each question, write the word skimming or scanning to indicate which of the two skills you 
will use to locate the answer to the question. The information you need in order to answer 
the questions is in the document on the next page.  
 (reading text levels 1, 2 and 3, writing level 2) 

In general, what type of information is provided in the document? 

Of the trades described, which one has the highest average hourly wage? 

Are there more trades that pay, on average, above or below $25.00 per hour? Which ones 
pay above? 

Is the same information provided for all of the trades that are profiled? If yes, what is that 
information? 

What is Indeed? 



1. Mason

• Average hourly wage for jobs posted on Indeed: $24.70 per hour
• Number of postings on Indeed per 1 million postings (as of October 2017): 100
• Growth in demand on Indeed (2016 to 2017): 133 per cent
• Education/credentials required: Certificate, apprenticeship

Outlook: Those interested in becoming a concrete mason will find the most demand in 
Manitoba. Nova Scotia, B.C. and Ontario are runners-up as they offer a fair demand, according 
to the Government of Canada’s Job Bank. 

2. Journeyman carpenter

• Average hourly wage for jobs posted on Indeed: $29.45 per hour
• Number of postings on Indeed per 1 million postings (as of October 2017): 251
• Growth in demand on Indeed (2016 to 2017): 120 per cent
• Education/credentials required: Certificate, apprenticeship

Outlook: Journeyman carpenters are most in demand in B.C. at the moment. This is followed by 
Manitoba, Nova Scotia, Ontario, P.E.I., Northwest Territories and the Yukon as they offer fair 
demand outlooks. 

3. General contractor

• Average hourly wage for jobs posted on Indeed: $23.24 per hour
• Number of postings on Indeed per 1 million postings (as of October 2017): 83
• Growth in demand on Indeed (2016 to 2017): 111 per cent
• Education/credentials required: Apprenticeship, construction management degree or

certificate

Outlook: General contractors will find demand in almost every province and territory in Canada 
– the most demand being in Manitoba, B.C., Ontario and Nunavut. The least demand can be
found in Alberta and Newfoundland and Labrador.

4. Farmer

• Average hourly wage for jobs posted on Indeed: $22.08 per hour
• Number of postings on Indeed per 1 million postings (as of October 2017): 494
• Growth in demand on Indeed (2016 to 2017): 90 per cent
• Education/credentials required: Certificate, apprenticeship

Outlook: Animal farmers in particular are in highest demand in Manitoba, Quebec and 
Saskatchewan. Demand everywhere else is seen as fair. 

https://www.jobbank.gc.ca/LMI_report_bynoc.do?lang=eng&noc=7271&reportOption=outlook
https://www.jobbank.gc.ca/LMI_report_bynoc.do?lang=eng&noc=0711&reportOption=outlook
https://www.jobbank.gc.ca/LMI_report_bynoc.do?noc=0821&reportOption=outlook


5. HVAC installer

• Average hourly wage for jobs posted on Indeed: $26.44 per hour
• Number of postings on Indeed per 1 million postings (as of Ocober 2017): 164
• Growth in demand on Indeed (2016 to 2017): 77 per cent
• Education/credentials required: Certificate, apprenticeship

Outlook: Quebec, Saskatchewan and B.C. are the three provinces that are in needof HVAC 
installers the most, followed by Manitoba, Nova Scotia and Ontario. 

6. Plumber

• Average hourly wage for jobs posted on Indeed: $26.58 per hour
• Number of postings on Indeed per 1 million postings (as of October 2017): 689
• Growth in demand on Indeed (2016 to 2017): 27 per cent
• Education/credentials required: Certificate, apprenticeship

Outlook: Plumbers will have the most success in P.E.I. as demand is highest in the province. 
Manitoba, B.C., Northwest Territories, the Yukon, Nova Scotia, Ontario and Quebec all see fair 
demand. 

7. Electrician

• Average hourly wage for jobs posted on Indeed: $30.32 per hour
• Number of postings on Indeed per 1 million postings (as of October 2017): 1,239
• Growth in demand on Indeed (2016 to 2017): 17 per cent
• Education/credentials required: Certificate, apprenticeship

Outlook: Manitoba and B.C. have the highest demand for electricians. Ontario, Quebec, P.E.I., 
Nova Scotia, Nunavut and the Northwest Territories are also all seeing fair demand for the job. 

https://globalnews.ca/news/3905609/7-in-demand-trade-jobs-in-canada/ 

https://www.jobbank.gc.ca/LMI_report_bynoc.do?lang=eng&noc=2232&reportOption=outlook
https://www.jobbank.gc.ca/LMI_report_bynoc.do?lang=eng&noc=7251&reportOption=outlook
https://www.jobbank.gc.ca/LMI_report_bynoc.do?lang=eng&noc=7241&reportOption=outlook
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4. Let the structure be your guide

Need help? Try the Boosters. 

 Reading a Contract

 Skimming and Scanning

 Keywords and phrases

Find the clues 
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The table of contents as a guide 

1. 

 

 


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Search Questions Page # 

1. Will there be a formal orientation?

2. Will work clothing be provided?

3. What statutory holidays do I get?

4. Is alcohol allowed in the work site?

5. Where are the company offices?

6. Is there a union steward on site?

7. Is the company an equal opportunity employer?

8. Can I bring personal property to the site?

9. If my personal property is damaged on site, will the company pay for repairs?

10. Can I wear my contact lenses while working?
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Guide for New Employees 

Table of Contents 

Introduction……………………….. 2 

Company Vision & Values …………………….. 4 

Privacy & Property 5 

Benefits & Remuneration……….. 6 

Leave Policies…………………………. 8 

Clothing Requirements 9 

Employee Health & Safety………………………… 12 

Performance Evaluation…………………... 15 

Termination…….………………….  17 

Non-Harassment, Non-Drug & Alcohol……. 18 

Union Representatives………..  19 

Orientation………………  21 

Conclusion……………… 23 
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2. 

 

 

 

Search Questions Page # 

1. What are my responsibilities related to my own safety?

2. Who do I report a safety problem to?

3. When do I have to report a problem?

4. How can I help a co-worker who is injured?

5. Who do I call if there is an emergency to report?

6. How can I find out what information this manual will provide?

7. How do I know what to do if the fire alarm goes off?

8. Where can I find more details on some of the sorts of emergencies that could
happen?

9. What is my supervisor supposed to do in an emergency?
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Navigating regulations 

1. 

Question Division Section 

If I am part time, do I get any paid vacation days? 

How much time do I get off to vote in a federal election? 

Can I save up my overtime pay and use it for paid time off? 

Are there different rules if I have more than one job? 

Do I get paid extra if I work on Christmas Day? 

Am I allowed to work 11 hour shifts 5 days per week? 

How do I calculate vacation time? 

I’m 16; do I get paid the same as an adult doing the same job? 

How far in advance does my employer have to tell me my 
schedule? 

What if a holiday occurs in the middle of my vacation time? 

What if I get fired mid-year; do I have to pay back vacation time? 

What does “termination” mean? 
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Numbering systems and text format as a guide 

1.
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The glossary as a guide 

1. 

2.
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5. Comics and Reading

Need help? Try the Boosters. 

 Skimming and Scanning

Bring on the comics! 

 

 



 
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1. 

 




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SUBMISSIONS 

Here at CanComics we are actively seeking new talent—writers and artists alike—to join the creator-owned family. Thank 

you for your interest in submitting your work to us, please read our official submission guidelines below. Good luck! 

HOW TO SUBMIT TO CANCOMICS: 

CanComics only publishes creator-owned material. We do not contract creators; we’re only interested in publishing 

original content for which you would retain all rights. Please do not submit any work that utilizes already-existing 

characters—Image characters or otherwise—as they will automatically be declined. 

CanComics publishes creator-owned/creator-generated properties and WE DON’T PAY PAGE RATES. 

CanComics takes a small flat fee off the books published and it will be the responsibility of the creators to determine the 

division of the remaining pay between their creative team members. 

Things often change from story proposal to the printed page. If the intended title of your book is awkward or 

unwieldy, we may suggest changing it. If your logo is unreadable we may suggest changing it. There have been cases 

where we’ve designed logos, helped redesign characters, and done cover sketches. However, no changes will be made 

without creator approval. 

Artists: We accept inking, pencilling, lettering, or coloring samples. These will be kept on file and you may be contacted if 

and when the occasion presents itself. If your art-only submission is not kept on file, you will not get a response. DO NOT 

SEND ORIGINAL ART as your work will not be returned. 

Writers: We accept story proposals only (see Submission Requirements below)—please do not send storyboards, 

scripts, notes, or manuscripts—anything other than a proposal that meets the below specifications will be automatically 

declined. 

SUBMISSION REQUIREMENTS: 

1. A brief, typed cover letter that summarizes your project and your previous work, if relevant. Include contact

information (name, e-mail address, address, phone and fax numbers) clearly printed on the top of the page.

Submissions are responded to via e-mail only.

2. A typed, one page, synopsis of the overall story arc. Tell us what sets your story apart from other comics and be

clear as to who the target audience is (“Everyone” is not realistic—there is no single book on the market today that

everybody buys).

3. Photocopies of fully inked and lettered sequential story art pages (any size, but no character sketches or

bios). DO NOT SEND ORIGINAL ART as your work will not be returned. Please include a minimum of five pages that

are fully inked and lettered.

4. A cover mock-up—this lets us know whether or not you understand the market and gives us a good barometer on

your design sense. With creator approval, this may go through a redesign if we decide to acquire your project.

5. Mail all submissions to:

Submissions, c/o CanComics 
2017 Any Street, Suite 100 

Toronto, ON M1M 1M1 

THINGS TO KEEP IN MIND: 

 The creative team in your pitch is the one we expect to see actually working on your book. If the artist

you pitched with leaves the team, you will need to re-submit your proposal with the new creative team line-up. This

also means that with all ongoing titles we need to be made aware of and approve all changes to the creative team.

 Due to a high volume of submissions we are unable to respond to each proposal individually. If you do not receive

a reply within one month of submitting consider your proposal declined. If you do not include an e-mail

address in your proposal it will automatically be declined.

 Please do not include praise or testimonials. We are only interested in your work as it stands on its own merits.

 We are not looking for any specific genre of comic book. We are looking for comics that are well written and

well drawn, by people who are dedicated and can meet deadlines.

 Finally, since CanComics, Inc. owns no intellectual properties, you can be assured—accepted or not—that your

property will remain yours.
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2.
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6. An educated guess

inference 

 

 

 

 

 

 








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 

 

 

 

1. 

Bruins bad boy Brad Marchand back in the vice-principal’s office, vowing to 
change 
It hardly looks like the office of a vice-principal. But that's exactly what the visitors' dressing 
room at Canadian Tire Place felt like on Thursday as Brad Marchand – sometimes called 
"Rat" by his teammates – was cornered by several cameras and a dozen microphones. 
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Why the traditional sit-down breakfast is dying a slow death 
The traditional first meal of the day is dying a slow death. … how busy schedules and 
diminishing kitchen skills are changing how we eat our oatmeal and eggs 
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Why cats make better pets than dogs 
I am too selfish to own a dog. But when a cat accepted my touch and then seemed 
indifferent, it was a perfect match. 
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The 2018 Skills Canada National Competition 
Join us for the 24th Skills Canada National Competition, being held June 4 - 5, 2018, at 
the Edmonton EXPO Centre in Edmonton, Alberta. 

How do I wear glitter without turning my face into a disco ball? 
Think of December as your time to shine, taking style cues from the twinkling lights and 
shimmering snowflakes of the season. Even if you're not the type of dresser to make like a 
disco ball in a sequined ensemble, the latest glitter-infused makeup makes it easy to razzle-
dazzle within your aesthetic comfort zone. 

http://edmontonexpocentre.com/
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Skills Canada 

BY SOME ESTIMATES, GENDER EQUALITY IN THE WORKPLACE 
WON'T BE ACHIEVED UNTIL 2095. THAT'S NOT GOOD ENOUGH. 

HeForShe is taking action now for equal opportunity and fair pay 
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2. 
 






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7.Critical Reading

Just the facts please 
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Reading health checkup 

1.
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Check your sources and keep thinking 

1. 

Determining Reliability in What We Read 

Not everything we read is reliable or truthful. Especially now that we do so much reading online and 

there is so much information to read, it is easy for inaccurate stories to be posted. Reading with a 

“critical eye” is a valuable skill that helps us to sort accurate from inaccurate information.  What 

follows are reading and research strategies you can use to sort fact from fiction. Consider the source: 

Where did what you are reading come from? If you are reading online, do you know the website? If 

not, click away from the story to learn more about the website, including its stated mission and 

contact information. For a picture, try a reverse image search to find out where it was originally 

used. This will allow you to determine whether the picture has been changed in any way. 

Read beyond: Don’t stop at the outrageous headlines CALF BORN WITH 3 HEADS GRADUATES 

FROM UNIVERSITY! statements in ALL CAPS, or sensational images designed to get clicks or 

capture your attention in paper. Read the full story and then investigate further. Read a little further 

before you decide to pass along a headline. Headlines rarely tells the whole story. Check the author: 

Do a quick search to find out if the author is reliable (or even a real person). What qualifications does 

the author have, and are the qualifications related to the topic they are writing about? Ask yourself, 

is this author likely the most reliable person to pass on the information in this article? Supporting 

sources: Often stories that are untrue or include untrue information, will cite official — or official-

sounding — sources. Check that those sources are real and credible, and that they do actually 

support the story. Check the date: Is this an old story? Some stories claim that something that 

happened long ago is related to current events. Is it a joke?: Remember, there is such thing as 

satire. If the image looks unbelievable or the story sounds too outrageous, it may be satire. Research 

the site and the author to check. Ask the experts: Ask a librarian, or visit a fact-checking site.  
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2. 

here did this info come from?

Check whether I know where the  information came from and , if  I don’t, 

take some time to check into it. 
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3. 

WCA4News.com reported this: 

ROCKFORD, Illinois – A new interview with Bill Murray is creating a lot of buzz in and 

around Rockford, Illinois this morning after the actor began praising Rockford residents for 

helping him when his car encountered some mechanical problems as he passed through the 

city recently. 

http://www.wca4news.com/763467/bill-murray-said-this-about-the-residents-of-rockford-illinois/
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More fun with Fact or fiction 

1. 

   

   

Pig rescues Goat 

A 30-second video appeared on YouTube, depicting a baby goat that had 
become stuck in the pond of a petting zoo and that was heroically rescued with 
a helpful nudge from a pig that swam out to it. 

Post a Facebook Copyright Status to Protect Your Information 

Posting a status about copyright to your facebook page will protect your 

photographs and other information from copyright violations. 
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   

   

   

West Point Cadets Weaponized a Pillow Fight 

For generations, freshmen cadets at the United States Military Academy have 

marked the end of a grueling summer of training with a huge nighttime pillow 

fight that is billed as a harmless way to blow off steam and build class spirit. 

Selfie Shoes are All the Rage 

Tired of carrying a selfie stick around? Try the new selfie shoes! Retailing for 

about $199.00, the shoes are a great solution to a problem. 

Ski-Thru Bank Opens Atop Whistler Mountain 

Canada’s first ATM for skiers has opened at Whistler mountain in British 

Columbia. It's even got a places to put your gloves and your poles so you don’t 

lose them. 

http://topics.nytimes.com/top/reference/timestopics/organizations/u/united_states_military_academy/index.html?inline=nyt-org
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   

2. 

Canada Post looks to drones as possible future of mail delivery 

The post office is quietly exploring the possibility of small, unmanned aerial 

vehicles one day helping get the mail to where it needs to go, said Jon Hamilton, 

a Canada Post spokesman. 
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8.Experiencing Reading

Survey says 
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An ongoing discussion 

1.
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Do people learn as much when they read digitally as they do in print? The answer to the 
question, needs far more than a yes-no response. A two-year research study gathered data 
from 429 university students from five countries to compare the ways in which people read in 
print and on screen.  

Students said: 
 Print was aesthetically more enjoyable, saying things such as “I like the smell of

paper” or that reading in print is “real reading.” What’s more, print gave them a sense
of where they were in the book – they could “see” and “feel” where they were in the
text.

 Print was also judged to be easier on the eyes and less likely to encourage
multitasking. Almost half the participants complained about eyestrain from reading
digitally (“my eyes burn”), and 67 percent indicated they were likely to multitask while
reading digitally (compared with 41 percent when reading print).

 At the same time, respondents praised digital reading on a number of counts,
including the ability to read in the dark, ease of finding material (“plenty of quick
information”), saving paper and even the fact they could multitask while reading.

But the bigger question is whether students are learning as much when they read onscreen. 
The study asked students about their reading patterns and preferences. The responses to 
were particularly revealing. 

 When asked on which medium they felt they concentrated best, 92 percent replied
“print.” For long academic readings, 86 percent favored print. Participants also
reported being more likely to reread academic materials if they were in print.

 Students also said it was easier to focus using print. They felt like “the content sticks
in the head more easily.”

 By contrast, in talking about digital screens, students noted “danger of distraction”
and “no concentration.”

Overall, students saw print as the medium for doing serious work. 
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2.
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3. 

4. 

5. 

6.



 r
98

7. 

8.



 r 
 99 

From the classroom to the workplace Essential Skills matter! 

9. Your sin card
Can’t get work without it!
need help? try the following Booster  

• Entry Forms

https://www.canada.ca/en/employment-social-development/services/sin/reports/shared-responsibility.html  

A SIN is an important piece of identification in Canada. You receive a SIN by completing and 
submitting an application form to the Government of Canada. 

SIN is an acronym for Social Insurance Number. 

Your SIN is a nine-digit number that you need, in order to be able to work legally in Canada and to have 
access to certain government programs and benefits. 

In many cases you can go to a Service Canada office with all of the required original documentation 
needed to apply and complete the process there. However, if you are not able to go to an office, you 
will need to complete the application form. The SIN application is an entry form and, like many entry 
forms, it can be challenging to fill it out correctly. It has many sections and asks many questions. 
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From the classroom to the workplace Essential Skills matter! 

Some of the information required for a SIN application is similar to what is found on a Driver’s Licence. 
Compare the two licences below and answer the three questions that follow. 

 

1. For how long are licenses issued in the two jurisdictions? 
(reading text level 2)

http://www.bcpl8s.ca/Drivers-Licence 
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From the classroom to the workplace Essential Skills matter! 

2. Which driver is older?
(reading text level 2)

3. What information is included on the front of the BC card that is not on the ON card?
(reading text level 2)
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From the classroom to the workplace Essential Skills matter! 

10. Manual Materials Handling

Reading safety information 

Important safety or emergency information that 
workers need to read is often presented using images 
or icons and short pieces of text.  Icons, images, and 
short pieces of text are particularly useful when 
employees need to be able to clearly understand a 
safety or emergency procedure quickly.  

Moving or handling things at work is a common source of workplace injury. Information about the risks 
is especially important for young workers because they are more likely than older workers to be 
injured.  

Look at the next page to see the full size Manual Materials Handling poster and use it to answer the 
questions that follow. 
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From the classroom to the workplace Essential Skills matter! 
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From the classroom to the workplace Essential Skills matter! 

1. What does MMH stand for? 
(reading text level 1) 

2. 
Why is it important to know about MMH?  
(reading text level 1) 

3. 
What part of your body should you lift with? 
(reading text level 1) 

4. 
What are three things you should do before lifting? 
(reading text level 1) 

5. 
Under what circumstances should you ask for help when lifting? 
(reading text level 1) 
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From the classroom to the workplace Essential Skills matter! 

6. 
The word “manual” comes from the Latin word “Manus” meaning “hand”. In the case of the 
poster, to what else does “manual” refer, when handling materials? 
(reading text level 2) 

7. 
According to the poster, what is the opposite of “hold”? 
(reading text level 2) 

8. 
In what position should your chin be, when you lift something? 
(reading text level 2) 

9. 
How would you summarize the message in the poster in one sentence? 
(reading text level 2) 

10. 
Where would you get more information about MMH? 
(reading text level 2) 
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From the classroom to the workplace Essential Skills matter! 

11. Stories in Blue

Blueprints 

blue print 
/’bloo, print/ 
noun 
A design or other technical drawing. 
Synonyms: plan, design, diagram, drawing, sketch, map, 
layout, representation 
“blueprints of the camera” 

verb (North American) 
Draw up (a plan or model) 
“a neatly blueprinted scheme” 

 Why are blueprints blue? 

The blueprint process was developed in the 1800s when 
scientists found an easy way to reproduce documents by 
combining ammonium iron citrate and potassium 
ferrocyanide to create something like a photocopy. When 
the chemicals reacted together, they made the paper blue. 
Blueprints have been mostly replaced by whiteprints, but 
the name has stuck ever since. 
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From the classroom to the workplace Essential Skills matter! 

Landscape gardeners use blueprints to plan out the gardens they are creating, to be sure they turn 
out as expected and to help with explaining their ideas to clients. 

Look at the blueprint of the garden below and answer the questions that follow, then checkout the 
profile for landscape gardeners. 

http://www.jobbank.gc.ca/es_view_profile-eng.do?prof_id=129&lang=eng 

1. 
The blueprint author has included information about the amount of sun in different sections 
of the yard. Why do you think this information was included? 
(reading text level 1, critical thinking level 2) 

http://wdfw.wa.gov/living/landscaping/ 
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From the classroom to the workplace Essential Skills matter! 

Cabinet makers refer to assembly or shop 
drawings and blueprints to check details.  

Check out the profile for cabinet makers. 
http://www.jobbank.gc.ca/es_view_profile-
eng.do?prof_id=240&lang=eng  

Cabinetmakers use blueprints to construct or repair things they work on such as kitchen cabinets, 
windows and window frames, and all types of furniture. Accuracy is very important in the work they 
do; they regularly need to fit small parts and sub-assemblies together to precisely make and install 
cupboards and cases and to operate woodworking machines to cut and form parts.  

Look at the blueprint below and answer the questions that follow. 

http://extremehowto.com/cabinet-building-basics-for-diyers 
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From the classroom to the workplace Essential Skills matter! 

1. What object is this a blueprint for?
(reading text level 2)

2. How wide is the sink area?
(reading text level 1)

3. What is the back of the object made of?
(reading text level 1)

4. How thick is the backing?
(reading text level 1)

5. How deep is the object?
(reading text level 1)
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From the classroom to the workplace Essential Skills matter! 

6. How high is the object? 
(reading text level 1)

7. 
Which surface(s) of the object will be set against a wall? Explain how you can determine that 
from the blueprint. 
(reading text level 3, critical thinking level 2) 

8. What do you think the dividers shown on the front right of the object are for?
(reading text level 1, critical thinking level 1)
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From the classroom to the workplace Essential Skills matter! 

12. Puzzles in Patterns

Fashion designers use a particular kind of blueprint called a pattern. 
To make the sewing construction process simpler, the information 
for every pattern sold in Canada is organized in the same way on the 
back of the envelope containing the pattern pieces. This is true for 
clothing patterns and home décor patterns. 

 https://www.pinterest.ca/mccallpatternco/shirtdress-patterns/ 
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From the classroom to the workplace Essential Skills matter! 

If you look at the sample above, you can see that the information on the back of the pattern envelope 
is arranged in a table with rows                  and columns.        Read the table to answer the following 
questions.  

1. 
How many main columns are there? 
(reading text level 2) 

2. 
What headings would you give to each of the columns? 
(reading text level 2) 

http://www.simplicity.com/simplicity-pattern-8226-easy-pillows/S8226.html#start=3 
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From the classroom to the workplace Essential Skills matter! 

3. 
How many different types of pillows does the pattern include instructions for? 
(reading text level 1) 

4. 
How many pieces are included in the pattern? 
(reading text level 1) 

5. 
What is dupioni? 
(reading text level 2, problem solving level 2) 

6. 
What do you think a “notion” is? 
(reading text level 2, problem solving level 2) 

7. 
How many different fabrics are used in Pillow C? 
(reading text level 2) 
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From the classroom to the workplace Essential Skills matter! 

8. 
Describe one way in which pillows D and E are the same and one way in which they are 
different?  
(reading text level 2) 

9. 
Which pillows are the same size? 
(reading text level 2) 

10. 
Which is the largest pillow? How big is it? 
(reading text level 2) 
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From the classroom to the workplace Essential Skills matter! 

1. 
You need to plan your timetable for your Apparel Technology Design program. The course 
schedule and your part-time work calendar are shown below. On the next page is a blank 
calendar for January 2018. Create a class schedule that will allow you to take all your 
courses and to maintain your work schedule. 
 (reading text level 3, job task planning and organizing level 2) 

Course Schedule 
Course Code Course name Course Days/Times 

ATD1001 Apparel Manufacturing T- 3:20 P.M.; W- 8:00 A.M.;     F- 
11:20 A.M. 

ATD1005 Garment Fit and Pattern Adjustment T- 11:20 A.M.; W/TR- 9:40A.M. 
ATD1010 Pattern Drafting Software T/W- 1:00 P.M.; F- 2:40 P.M. 
ATD1015 Apparel Preproduction Management T- 9:40 A.M.; W- 2:40 P.M.;        TR-

11:20 A.M. 
ATD1020 Collection Technical Development M/T/TR- 2:40 P.M. 
ATD1025 Design and Product Development Technology M/W/TR- 3:20 P.M. 

January Work Schedule 



Class Timetable 

TIME/PERIOD MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
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From the classroom to the workplace Essential Skills matter! 

Origami refers to the art of paper folding. Many people are 
familiar with the paper cranes made from origami, but origami 
is also used in some manufacturing and design processes. The 
bike helmet shown on the left was created, using origami folds, 
by a woman who is an industrial designer. It is as strong as a 
conventional helmet, but inexpensive and can be folded flat. 
On the next page is a pattern for making a traditional origami 
box. Read the instructions in the pattern to create your own 
box. 

1. 
To begin, you need the correct size of paper. Origami paper is always square. 
It comes in several sizes, but standard sizes include 75 × 75 mm (about 3 × 3 inches), 6-
inch squares and 10-inch squares.  

If you don’t have any origami paper, you can create a square from a regular sheet of 8 ½ by 
11 paper by following the steps below.  Create a square of paper by following the 
instructions. 
(reading text level 2, job task planning and organizing level 1) 

Important: - - - - - means “fold” 
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From the classroom to the workplace Essential Skills matter! 

2. 
If you were to explain, in words, the steps for creating a square piece of paper, what would 
you write? Write the steps below. 

(job task planning and organizing level 2, writing level 2) 

3. 
Follow the instructions in the diagram below to make a basic origami box. 
(reading text level 2)  
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From the classroom to the workplace Essential Skills matter! 

13. Go with the flow
need help? try the following booster: 

• Flowcharts

Flowchart: 
a type of diagram that represents a process or workflow, showing 
the steps as boxes of various shapes, and the order of steps by 
connecting arrows. Flowcharts are designed to be easy to read. 
They are also intended to show an entire process “at a glance.” 

Flowcharts may be constructed using a single basic shape. 

Other flowcharts are constructed using shapes that have meaning, in addition to their content. 
Three common shapes are shown below. 

Flow charts commonly use arrows of some sort to indicate the direction in which the information 
should be read. Some also use colour for added meaning, as in the lamp flowchart above in which 
decision points are always in orange. 
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From the classroom to the workplace Essential Skills matter! 
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From the classroom to the workplace Essential Skills matter! 

1. What process is being shown in the flow chart? 
(reading text level 2) 

2. What is the first step in the process?  
(reading text level 1) 

3. How many steps are there in the process? 
(reading text level 1) 

4. How many responsibilities does the lead jurisdiction have in the process? What are they?  
(reading text level 2) 

5. How many different paths are there to develop a Red Seal Standard? 
(reading text level 1) 
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From the classroom to the workplace Essential Skills matter! 

14. Fashion and beauty in beads

From the Bear-Cree clan on her father's side and from 
the Pelican Lake First Nation, Helen Oro’s beadwork is 
inspired by the traditional beadwork her family members 
used to do when she was younger. One of her very popular 
products is beaded sunglasses. 
 
 
 

Beadwork is precise and, like other areas of fashion 
technology, it requires the user to have the ability to 
read detailed patterns.  

http://thestarphoenix.com/life/bridges/helen-oro-          
cutting-a-figure-with-confidence-in-fashion-world 
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From the classroom to the workplace Essential Skills matter! 

 The pattern shown on the left is called Brick Stitch. It is popular in the 
traditional jewellery making of North America, Africa, the Middle East and 
South America. 

The pattern is called Brick Stitch because individual beads are stacked 
horizontally – the same way that bricks are stacked in a wall. 

Follow Steps 1 to 4 below, to create your own bead pattern, in the graph 
paper provided below and on the next page. 

Step 1: Decide on your design. 

Step 2: Select the number of colours you want to include. 

Step 3: Draw your design (Tip: you may want to try it in plain pencil first using a letter to 
mark each colour. R = red, etc.) 

Step 4: Calculate how many beads of each colour you would need, to create your design. 

(reading text level 3, decision making level 3, measurement and calculation level 2) 
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15. What’s in a picture?

Infographic: 

Information graphics or infographics are graphical representations of information, data or knowledge 
intended to present information quickly and clearly. Infographics have been around for many years 
and recently the increase of a number of easy-to-use, free tools have made the creation of 
infographics possible for many people.  

Social media sites, traditional 
media, marketing and, increasingly, 
all other occupations are using 
infographics to get their message 
across. Being able to “read” 
infographic documents quickly and 
accurately is increasingly 
important.  

Research suggests that half of all 
viewable ads are seen for 1 to 5 
seconds only! 

10 Seconds and GO! 

A visual image such as a chart or 
diagram, used to represent 
information or data. 
“a good infographic is worth a 
thousand words”. 
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There is one infographic on each of the next three pages. Look at the first infographic for 10 seconds. 
After 10 seconds, answer the four questions in the table below, without looking back at the 
infographic. Then do the same for the other two infographics. 
(reading text level 3, significant use of memory level 1, writing level 2) 

Questions 
INFOGRAPHIC NAME 

Sun Safety Volatile is the New Up How to Pack Your Bags 

What is the key 
message? 

Who is the intended 
audience? 

Who is the sponsor of 
the message? 

What is the “call to 
action*”?  

*Call to action = an instruction or implied instruction, especially in marketing materials. It is what the author wants
you to do, in reaction to an infographic or other information. 
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Employment Information 

In Canada, the oil and gas industry is a significant contributor to the overall economy. It is also an 
industry that is impacted by many factors it cannot control such as world demand for oil and 
available supply worldwide. When outside factors affect the industry, the industry reacts by 
changing how it does work and how much work it does. 

Read the information in the infographic below, to answer the questions that follow. 

1. How much less did the industry spend in 2015 than in 2014?

(reading text level 2, measurement and calculation level 1)

2 How many workers were employed in, or affected by, the oil and gas industry in 2014?  
(reading text level 2) 
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3. 
What is predicted for employment in the industry from 2015 onward? 

(reading text level 2) 

4. 
Create a title for this infographic. 

(reading text level 3) 
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Understanding fonts – and how people react to fonts – is an important part of infographic design and 
information technology. 

Graphic Designers use images, print styles and visual effects to communicate their 
message clearly and persuasively.  

Web Developers prepare designs, sketches, illustrations, layouts and visual images to 
communicate information clearly, precisely and persuasively for their clients.  

Working in Film and Video Production includes developing and editing film, producing 
storyboards, and videotaping or audio recording on tape or disc.  

Use the infographic about fonts that follows, to answer the questions below. 

1. How many font types are described in the poster?

(reading text level 3)

2 What are three things designers have to consider about their audience when selecting a 
font?  
(reading text level 3) 

3. 
The word “sans” is a French word that means “without”. Sans-serif and serif fonts look 
different to one another. What do you think “serif” means? 

(reading text level 3) 
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4. 
Which font suggests reliability?  

(reading text level 2) 

5. 
What font should you use if you want people to think your product is strong? 

(reading text level 1) 

6. 
What font type should you use if you want people to think your business is stable or modern? 

(reading text level 2) 
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https://www.crazyegg.com/ 
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16. time pieces

Sleep is an important aspect of our 
personal health and a significant factor 
in workplace health and safety.  

Many people do not get enough sleep to 
be healthy and to be safe and 
productive on-the-job.  

Time management is also an expression we hear a lot. 
Sometimes we use our time efficiently and sometimes we 
squander it. Are you wise with your time?  

Time keeps on slippin, slippin, slippin 

Into the future 

Fly Like an Eagle 

Steve Miller Band  
Number 2 on the Billboard Hot 100 chart 

Week of March 12, 1977 
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Using the table developed by the National Sleep Association, answer the questions that follow to 
learn a bit about how much sleep we need at different times in our lives. 

1. How many hours of sleep are recommended for teens?
(reading text level 2)

2. What two groups need the same amount of sleep?
(reading text level 2)
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3. What group needs the least amount of sleep?
(reading text level 2)

4. 
What is the minimum number of hours recommended for any group?  
(reading text level 1) 

5. 
According to the chart, is it possible to sleep too much? How does the chart give you that 
information? 
(reading text level 2) 

6. 
Now locate your group on the chart and answer these three questions. 

1. What is the minimum number of hours you should sleep each night?
2. If you have to get up at 7:00 a.m., what time should you go to sleep?
3. Complete the timetable to reflect your sleep habits.

(reading text level 2, measurement and calculation level 2) 

TIMETABLE Usual sleep time Usual wake time Number of 
hours of sleep 

1. Recommended # of hours 

2. Actual weekday 

3. Actual weekend 
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It is easy for time to slip away, used in unproductive ways, when we are not aware of how we 
spend it. Just like tracking our finances, we can track our time and improve on gaps we may 
have in our management of time. Good time management skills make everything in life easier 
- and make us much more valued employees.

Pie charts are very useful documents for showing proportional information clearly and quickly. They 
are used to divide data into slices that indicate the size of some data relative to other data. It is the 
arc on the outside end of the slice that indicates the size of the slice. Pie charts are used when the 
total of the parts is 100% 

1. 
Use the information in the pie chart, and estimates of your own time, to complete the table 
below. Compare the time spent by the average student to how you spend your time, on an 
average weekday.  Any changes you’d like to make?  
(reading text level 2) 

Weekday Activity Average Student You 
Sleeping 
Leisure 
Working 
Education 

1.1 
0.8 
1.5 

Other 
Total 24 hours 24 hours 
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2. 
In the previous question, you were asked to look at the You column after completing it and to 
think about whether there are changes you would like to make in the way you are using your 
daily time.  

Now, to help you make those changes, you will create side by side pie charts. Having a visual 
display, instead of just words, will give you an easy-to-use reminder of changes you want to 
make. 

For the How I Use My Time pie chart, use the data in the You column of the data table above 
to create a chart that shows your estimates of how you currently use your weekday time. 

On the other side of the page create your How I Would Like to Use My Time chart to show 
changes you would like to make in how you use your time. 

In order to create the pie chart, you need to determine what percentage of the 24 hours is 
taken up for each activity. Then you will estimate the size of the slices you will draw to 
illustrate the amount of time you spend on each activity. 
To calculate the percentage:  

Divide 24 into the number and multiply by 100 
For example - sleeping uses 8.4 hours out of 24 hours 
8.4/24 x 100 = 33.3% 

Don’t be afraid to use colours in your chart. Colour is very helpful when ‘reading’ charts. 
(reading text level 3, numeracy level 2,) 



How I use my time How I would like to use my time 

YOUR PIE CHARTS HERE 
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17. stayin’ alive

Personal Protective Equipment (PPE): 
equipment or clothing worn to reduce exposure to 
hazards in the workplace  

PPE does not: 
• remove or reduce the hazard; it only reduces the exposure 
• replace effective engineering or administrative control methods 

PPE does: 
• provide a last line of defense when a hazard cannot be removed or adequately controlled

PPE you may use will depend on the where you work and what you are doing. Common PPE includes: 

Hard hats Hearing protection 
Safety glasses Protective clothing 
Work boots High visibility clothing 
Gloves Respirators  

Proper selection, use and care of PPE are important to ensure the proper level of protection. 
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Product labels always include a precautionary statement, if there are any hazards in the product.  

Precautionary Statement: A phrase (and/or pictogram) that describes what to do, to minimize or 
prevent problems a user might experience from exposure to, or improper storage or handling of, a 
hazardous product. 

1. 
The WHMIS label below is for Methanol. Find the information related to safety and identify 
how many types of PPE the worker should wear when using the product. List them. 
(reading text level 2) 

HINT: Usually PPE 
information is included in the 
Precaution or Precautionary 
Statement, but the need for 
additional PPE may also be 
suggested or indicated 
elsewhere in the label.  
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Selecting PPE 

The table below lists the names of some commercial products that 
are used in making PPE clothing (e.g. gloves, aprons, vests, suits). 
The list gives the trade name, name of the manufacturer, a brief 
description of the material and examples of what kinds of personal 
protective clothing are made from the material.  

Use the information in the table to answer the questions that follow. 

Trade Name of 
Material Used 

Manufacturer Description 

ChemMax® Lakeland 
4 levels of chemical protective suits. Each level constructed with a fabric and 
barrier film. Provides protection for manufacturing, clean up, and chemical 
handling environments. 

Interceptor® Lakeland 
Manufactured to both NFPA 1991 and CE type 1 requirements. Available in 
encapsulated and non-encapsulated configurations. Use for protection from 
gas, vapor, aerosol, liquids, harmful contaminants or particulate protection. 

Kevlar® DuPont 
Aramid (aromatic polyamide) fibre - textile fiber used in protective clothing for 
resistance to cuts, heat, bullets or flying fragments. 

Nomex® DuPont 
High-temperature-resistant aramid (aromatic polyamide) fibre; resistant to a 
wide range of industrial chemicals and solvents. 

SARANEX™ 
Dow Chemical 
Company 

Barrier films are multilayered plastic films that combine two or more polymers 
to form a layered film. Barrier layer is SARAN resin. 

Teflon® DuPont 

Fluorocarbon polymers made from tetrafluoroethylene (TFE) or from a mixture 
of tetrafluoroethylene and hexafluoropropylene. Has chemical and thermal 
resistance but poor physical strength properties; is combined with other 
materials in protective clothing. 

Trellchem® Ansell 
A range of chemical protective suits. Made with a polyamide fabric coated with 
different materials for the outside and inside layers. Protection against 
exposure to wide range of chemicals. 

Tychem® DuPont 
Protection against exposure to wide range of chemicals. Tear and puncture-
resistant. 

Tychem® 
Responder® 

DuPont 
Multi-barrier film material. Offers permeation resistance to a broad range of 
chemicals. Various garment styles. 

WorkMaster® Draeger Suits made of the material HIMEX®. Material provides chemicals and 
mechanical resistance. 
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1. 
Which company provides the largest number of materials to select from? How many 
materials does it provide? 
(reading text level 2) 

2. What material(s) provides the best protection when working with high heat? What words
tell you that? 
(reading text level 2)

3. To what standards is Interceptor produced?
(reading text level 2)

4. Which products provide good resistance to tearing and holes? What words tell you that? 
(reading text level 2)
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5. What is the weakness of Teflon? How is the weakness managed?
(reading text level 2)

6. How many polymers are in Saranex?
(reading text level 2)

7. What material is best for persons working in policing or the military? Explain your choice.
(reading text level 2)
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Dress to Live 

In Canada, there are nearly five deaths on the job every 
workday. That’s about 1,000 people each year who don’t get 
home from work at the end of the day. In addition, every 
work- day there are about 15.5 cases of work-related 
injuries for every 1,000 working Canadians. 

Canada’s five most dangerous industries are: 
1. Fishing and Trapping
2. Mining, Quarrying and Oil Wells 
3. Logging and Forestry
4. Construction
5. Transportation and storage

People and organizations involved in health and safety are always working on new initiatives to make 
work safer, but workers also need to be aware of risks and take the precautions they know are 
available to help keep them safe. 

There are nine categories of PPE. They are listed below with a few examples of each. 

Respiratory protection 
(supply air, purify air) 

Hand protection 
(gloves, barrier creams) 

Working from heights 
(harness, fall-arrest device) 

Eye protection 
(goggles, shields, visors) 

Foot protection 
(steel-toed boots) 

Skin protection 
(clothing, sun screen) 

Hearing protection 
(ear plugs, ear muffs) 

Head protection 
(helmets, caps, hoods, hats) 

Other protection 
(PPE for specific tasks e.g. leather 
clothing for welding) 
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1. Your task is to identify the appropriate PPE for the construction electrician shown on the 
next page, so that the worker will be safe on the job described.  

The steps to complete the task are: 
1. Research the types of injuries common to construction electricians and in the

described workplace
2. Cross-reference to the types of PPE that would be most useful in helping to prevent

the identified injuries 
3. Create a list of any PPE you think is required
4. Indicate on the figure on the next page, what PPE will be worn, and the purpose for the

PPE

Hard hat is done for you as an example 
 (reading text level 3) 

Work Situation 

The electrician is working on a project requiring wiring to be installed along the side of a mine 
shaft. The shaft is rough rock on all surfaces. It is not unusual for the miners to have bruises 
and cuts if they are not well protected by their PPE.  

The shaft is deep and while the air quality is usually quite good, dust particles can be a 
problem. The temperature in the area where the electrician will work is expected to be cold, 
possibly just above 0°C.  

There is a great deal of equipment in the shaft. Some is stored along the sides and some is 
moved back and forth along the shaft on a narrow “road” that has been constructed. It is 
very noisy  

The electrician will be installing electrical cable to power air conditioners and high powered 
lamps to provide the miners with good visibility. The cables will be installed near the top of 
the walls, which are 9 m high. Scaffolding has been set up for the electrician to work from. 
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Low-profile hard hat to help 
prevent head injuries due to 
impact from falls or other 
events. May have a bracket to 
hold a head lamp and a cord 
holder. 
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18. chemical caution

In Canada, Workplace Hazardous Materials Information System (WHMIS) legislation requires that 
products used in the workplace that meet the criteria to be classified as hazardous, must be 
properly labelled. 

Product labels are the first thing to alert a user to any hazards associated with a product. The labels 
also outline the basic precautions or safety steps that should be taken including describing what PPE 
should be worn – if any. 

Look at the Product K1 label and then answer the three questions that follow. 

+

Workplace 

Hazardous 

Materials 

Information 

System 

Personal 

Protective 

Equipment 
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1. What are three things you should not do when working with Product K1? 
 (reading text level 2) 

2. 
What kind of PPE should you use with K1?  
(reading text level 1) 

3. 
What should you do if you get K1 on your clothing? 
(reading text level 2) 
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19. the dangers of beauty

Car painters and auto body technicians 
may be exposed to health and 
environmental risks on the job. Because of 
the potential health hazards, it is really 
important for people who work in the field 
to be educated in the correct use, 
storage, and disposal of hazardous 
chemicals, as well as to be trained in 
proper safety procedures.  

Product labels are the first alert to a user that there are 
hazards associated with a product, but it is the document 
known as the Safety Data Sheet (SDS) (may be called a 
Material Safety Data Sheet (MSDS) that provides the 
critical, detailed information and safety precautions 
workers need to stay safe and healthy. 

SDSs are usually written by the manufacturer or supplier of 
the product and they are required for any product labelled as hazardous. 
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SDSs are found in any workplace using hazardous products. They tell users: 

• what the hazards of the product are

• how to use the product safely

• what to expect if the recommendations are not followed

• how to recognize symptoms of exposure

• what to do if emergencies occur

There is a lot of information in a SDS document but it is important to navigate through it all and find 
what is important. 

Two of the 11 pages of an SDS sheet for a product used by car painters are on the next pages. Look 
at the SDS pages and then answer the questions that follow. 
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1. What is the product name? 
(reading text level 2) 

2. 
What PPE are required when using the product?  
(reading text level 2) 

3. 
How should the product be stored? 
(reading text level 2) 

4. 
Is the product flammable? 
(reading text level 2) 



 r 
 162 

From the classroom to the workplace Essential Skills matter! 

5. 
What level is the environmental hazard of the product? 
(reading text level 1) 

6. 
What should you do if you get it on your skin? 
(reading text level 2) 

7. 
Who manufactures the product? 
(reading text level 1) 

8. 
What website will give you more information about the product? 
(reading text level 1) 

9. 
What is the principle purpose of the product? 
(reading text level 1) 
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10. 
What percentage of the product is 1-Methoxy - 2- propyl acetate? 
(reading text level 1) 
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20. disaster! Exploding toilets!!

Watch out for exploding toilets! 

May 2013 
Flusharoo, makes a high-pressure flushing system for toilets. They are recalling the parts in the 
system because they can burst near a seam with force enough to shatter the toilet tank. 

The company is recalling 351,000 units in the U.S. and about 8,400 units in Canada of the Series 
2304 Flusharoo 431 Pressure flushing systems installed inside toilet tanks that were made from 
April 2006 through May 2010. 

There haven’t been any reports of injuries, but Flusharoo has received reports of the 431systems 
included in the recall, bursting and causing property damage. 

The recall expands on a previous recall declared in June 2011 of the 431systems made from 
October 1995 through March 2006. For that recall, 1.9 million units in the U.S. and 8,400 in 
Canada were recalled. 

Flusharoo says owners should stop using the recalled system, turn off the water supply to the unit, 
flush the toilet to release the internal pressure and contact the firm to request a free repair kit.  

http://www.cpsc.gov/en/Recalls/2012/Flushmate-Recalls-Flushmate-III-Pressure-Assisted-Flushing-System-Due-to-Impact-and-Laceration-Hazards/
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1. Use the information in the article about Flusharoo to complete the chart below. 
(reading text level 2) 

     Recall Year 2013 

Units recalled in US 351,000 

8400 

Start of manufacturing period April 2006 

March 2006 May 2010 

2. 
Reading often involves deciphering meaning from pictures, symbols or icons. Look at the 
three pictures below and decide what message you think each conveys. Can you think of a 
caption for each picture that is just one phrase? Have fun! 
(reading text level 3, writing level 2) 

                                                         YOUR CAPTION HERE 
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YOUR CAPTION HERE 

YOUR CAPTION HERE 
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21. I’m hurt! Now what?
Workplace accident
reports /applications for
benefits

Every province and territory in Canada has a Board or Commission 
that supports workers who are injured on the job. For example, in 
Alberta it is the Workers’ Compensation Board 
(https://www.wcb.ab.ca/); in British Columbia it is Worksafe BC 
(https://www.worksafebc.com/), in Ontario it is the Workplace 
Safety and Insurance Board (http://www.wsib.on.ca/), and in the 
Northwest Territories it is the Workers Safety and Compensation 
Commission (http://www.wscc.nt.ca/). 

When a person is injured at work, they need to complete an 
accident report to receive benefits. Accident reports are very 
detailed and require many pieces of information. Providing a form 
that is incomplete or incorrect will delay benefit payments which 
can make it hard to keep up with paying bills. 

On the next two pages there is an accident report completed by an injured worker. Read the report 
and then answer the questions that follow. 

Your answers should include the letter of the section in which you found the answer and, where 
applicable, the number of the sub-section. 
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1. What is the worker’s first name? 
(reading text level 1) 

2. 
What are the last three digits of the worker’s SIN?  
(reading text level 2) 

3. 
What is the worker’s marital status? 
(reading text level 1) 

4. 
What part of the body was injured? 
(reading text level 2) 

5. 
Has that part of the body been injured before? Where did you find the information? 
(reading text level 2)
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6. 
How did the current accident happen? 
(reading text level 2) 

7. 
Were there any witnesses? How do you know? 
(reading text level 2) 

8. 
What month, day and time was the accident? 
(reading text level 2) 

9. 
How long was the worker off work due to the accident? From when to when? 
(reading text level 2) 

10. 
What PPE could have prevented the accident? 
(reading text level 2) 
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Lost Time Claims 

Workplace injuries matter. In addition to the impact on individuals, workplace injuries often result in 
lost time claims.  

A lost time claim is made when a worker is injured or becomes ill and has to be away from work for 
longer than the day the injury or illness occurred.  

Lost time claims are one of the ways in which the safety of a workplace is measured. Employers are 
always concerned about improving the safety of their workplaces to reduce the number of lost time 
claims filed.  

On the next page is an infographic (learn more about infographics in the What’s in a Picture? ES 
Workout set).  

The infographic provides information from across Canada. Read the infographic and then answer the 
questions that follow. 



http://awcbc.org/?page_id=14 
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1. For what year is the information provided? 
(reading text level 1) 

2. 
What is being reported?  
(reading text level 2) 

3. 
Which age group had the highest number of claims? 
(reading text level 1) 

4. 
Which industry had the fewest number of claims? 
(reading text level 1) 

5. 
Which industry had the highest number of claims? 
(reading text level 1) 
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6. 
What percentage of the total claims were by youth 24 and younger? Round your answer to 
the closest whole number. 
(reading text level 2, measurement and calculation level 2) 
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1. KEYWORDS AND PHRASES

Keywords are important words because they give meaning to 
phrases and sentences, and ultimately, to paragraphs 
composed of those phrases and sentences. 

Identifying keywords helps you find the meaning or the 
message in what you are reading.  

Keywords also help you find specific information. 

The cafeteria will be open on Thursday. 

There are three keywords in the sentence. 

The cafeteria will be open on Thursday. 

Without the supporting words the sentence still 
makes sense.           

   cafeteria         open        Thursday. 

Without the keywords it is not possible to 
understand the sentence.  

The      will be   on   

HINT: To decide whether a word is a keyword or a 
supporting word, remove it from the sentence. If the message is still clear, the word is a 
supporting word. But if the message changes or disappears, the word is a keyword. 
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Identifying keywords 

In each of the following, keywords are in red. Supporting words are underlined. 

The meeting will be on Tuesday in Room 41. 

Please buy the paint from Colourmart. 

Arrive at the June 21 event by 6:15 PM. 

Using the Question keywords 

Question keywords tell you what kind of information to look for in order to answer a question. 

There are six question keywords to watch for. These question keywords can help you determine 
what you need to know, or to decide what kind of information to look for. 

Who – a person or group Where – a place or location 
What – a thing or event Why – a reason 
When – a time or date How – a way 

When will the new office furniture arrive? 

What do you know? There is new office furniture arriving. 

What is the question keyword? When 

So what type of information will answer the question?  A time or a date (or both) 

Where are the photocopier instructions? 

What do you know? There are instructions for the photocopier somewhere. 

What is the question keyword? Where 

So what type of information will answer the question? A place or location 
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Key phrases 

Keywords sometimes appear in groups, in which case we call them key phrases. Key phrases are 

groups of words that work together to show meaning. 

Keywords Key phrases 

engine 6-cylinder engine

lights LED lights 

carpool carpool lanes

students  math and science students

In the examples below, the keywords are in red and the key phrases are in blue. See how they 
work together to give meaning to each sentence. 

1. The engine sometimes runs hot for no apparent reason.

2. Icy sidewalks greatly increase the risk of injury. 

3. Before leaving for the day, make sure you turn off all computers and don't forget to turn
off the lights. 
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2. SKIMMING AND SCANNING
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skimming strategy and steps 

 

 

 

 

 

o 

 

o 

 

o 

 

 





 r 

187

Scanning strategy and steps 

 

 

 

 

 

 

 

 

 

 


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3. READING AN EMPLOYMENT

CONTRACT 

What is an employment contract? 








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This content should be in an employment contract 















o 

o 



o 

o 














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This content might be in a contract 

 

 

 

 

 

 


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Hints for reading an employment contract 

 

 

o 

 

 

 

o
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4. PRE-READing process

A process for preparing to read effectively 
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5. WHILE YOU ARE READING

A process for effective Reading 
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6. ENTRY FORMS

ENTRY FORM BASICS 

Entry forms: 

• are used to collect information in a compressed format

• are used to present information in a short, efficient format

• are usually highly structured

• use many abbreviations, acronyms, references, and form conventions (design
elements that apply to most forms)

• are often not well designed or user-friendly

USING ENTRY FORMS 

• We fill out forms to provide information and we read forms to acquire information. 

• Information that is related in some way, is usually organized into categories or
sections.

o e.g. personal information (name, address, date and place of birth) is often
grouped together 

• Sections may or may not have headings/titles/labels.

o Headings/titles/labels help us to understand what is required. Well-designed
forms usually have them.

• Section headings/title/label may be printed down the left hand side of the form
instead of at the top of the sections. 
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• There may be directions to tell you how to complete the form.

o fill in the blanks, circle the correct answer, cross out irrelevant data, tick
boxes, write in boxes, print or write, etc. 

• Shaded boxes usually mean do not fill out that cell or section OR that the
information is very important (e.g. a total at the bottom of a column of numbers)

• Character separators may be used to divide words into separate letters OR to
separate dates into month, day, year _/_/_/_/

• Forms are often designed so they can be mass produced and filled in by hand

• Many forms can now be filled in electronically

Sample Form Part 1 
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TIPS FOR FILLING IN AN ENTRY FORM 

Before you start! 

• Decide for what purpose the person/organization that receives the form will use the
information (the title often helps explain).

o This decision will help you decide on word choices, how much detail to include,
how formal any wording needs to be, how perfectly the form needs to be
completed, etc.

Purpose (may be more than 1) Examples 
to collect information order form, application form, medical history form 
to draw conclusions / make decisions customs form, assessment form 
to document events time card, accident report, medical chart, schedule 
to check or integrate information bills and invoices, claim forms, treatment option form 
to provide instruction recipes, process instructions 
to control a process inspection checklist, production plan, inventory control form 

• Look through the form to see how it is constructed and what you need to do. 

o How many sections are there?

o Do you need to complete all sections or only some?

o What kind of information is required?

o Do you have all the information available or do you need to find some of it
before you start (e.g. your SIN).

o Can you fill it out by hand or are you expected to fill it out online?

o Does it tell you to print using all capital letters?

o Are there sections you are supposed to skip, in some circumstances?

o Etc.

• Look at design features such as font sizes, bolding, italics, white spaces, etc.

o If a time is required, does the form use the 24 or 12 hour clock?

o How are dates to be written? day/month/year or month/day/year or?

• Do all required sections

o If you are missing information to complete a question, mark the section so
you will not forget to complete it later
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• Determine if there are legal implications around completing and signing the form

• Always ask yourself, “How will information I give be used?” and “Who will be reading
it?”

Sample Form Part 2 
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SOME TERMS COMMON TO ENTRY FORMS 

Below is a list of some terms found in entry forms. 

Applicant’s signature Effective from / to  Period ending  
Approved by Employee number Period of employment  
Area code (telephone) Employee signature Place of birth 
Authorized by  Extension (telephone) Postal code 
Billing date Form number  P.O. Box  
Block letters Branch Full name QTY; quantity  
Claimant Family name; surname  Reporting period 
Client first name Social insurance number (SIN)  
Completion date  Fiscal year  Requisition number  
Customer’s copy Floor (in a building) Section 
Dated at (town, city) Given name See other side; see reverse 
Date due Home address  Shaded area 
Date of birth; DOB  If applicable Stock number Street address 
Date of issue Item description  Shaded area 
Date of purchase Item Number Supporting documents 
Date received  Job title Title 

Marital status  Transaction code  
N/A; not applicable  Year; Y 
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7. FLOWCHARTS

HOW FLOWCHARTS WORK 

Flowcharts: 

• have a title that tells the user what process is being documented

• usually start at the top and progress down the page

• may progress straight down or from side to side

• use short, concise text

• may use abbreviations to save space

BASIC FLOWCHART SYMBOLS 

There are some symbols that are commonly used in flowcharts 

• Start / Stop 

o A circle or rounded rectangle usually means the start or end of a
process. The “start” refers to an action which kick starts the
process. The “stop” means the final action or outcome.

• Step / Task 

o A rectangle, without rounded corners, means a step in the
process or a task. Variations in rectangles can mean sub-steps
or sub-processes
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• Process Flow 
o Arrows indicate the direction of the process.
o Only one arrow leads to the next step.
o Several arrows can go to the same activity box. 

• Decision Point 
o A decision point means a question is asked and a decision

must be made.
o There are different processes/paths through the flowchart,

depending on the answer.
o Usually the possible answers are Yes or No.

USES OF FLOWCHARTS 

Flowcharts can: 

• help you remember a process or procedure

• help you learn a new process or procedure

• help you to see all of a process at one time

• help you make decisions 

• break complex procedures down into an easy
to follow step-by-step format

• help you learn specific terminology,
abbreviations and acronyms

• be used to test your understanding of a
process
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0. Matching Tasks and Skills
Use the answers below to check your work.

Suggested responses are below You may have thought of more/other 
essential skills for getting the job done. 

Task Skill(s) Used 

Find information to complete the set-up of a new iPhone 
RT, DS,DU, 
TS1 & 5 

Apply for a learners’ license 
RT, DU,W, 
TS5 

Book concert tickets 
DU, DS,RT, 
TS2 

Shop for new clothes N, TS2, OC, 

Plan a weekend ski / snowboard trip 
TS2, 4, 5, 
DU, N, RT, 
DS, WWO, OC 

Ask if you can use the car to go skiing OC, WWO, 

Text your coach to say you will be late for practice, why, and how you will 
catch up 

DS, W, TS1 & 
4 

Arrive at work early to learn the new customer payment system 
TS1, 6, 4, 
CL,N, OC 

Use a transit schedule to get to your new job on time 
DU, TS1, N, 
DS 
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00. ICONS
Use the answers below to check your work.

Icon Meaning? Icon Meaning? 

Recycle 
Flammable 
materials 

Disability Wet floors 

Do not enter Men’s restroom 

Women’s restroom Emergency exit 

First aid No parking 

Poison Hard hat area 

 Edited from: http://www.en.copian.ca/library/learning/hrsdc/essential_skills/du_tip_sheet/du_tip_sheet.pdf 
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1. readers rock!

Use the answers below to check your work. 

1. 

   

Answers will vary 
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2. Keys for Reading
Use the answers below to check your work. 

Keywords and phrases

1.
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2. 

3. 

North office site shop 

October 14 at 8:30 a.m. 

All employees 

Whether to hire more workers over Christmas 
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To make sure employees stay in touch and feel connected 

In Carol’s car

4.
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Not found in this article. Need to 

look elsewhere

Not found in 

this article. Need to look elsewhere.

5. 

Answers will vary
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3. Snorkeling and diving
Use the answers below to check your work. 

Skimming and scanning

1. 
Practice your skimming and scanning by answering the questions below. The information you 
need in order to answer the questions is in the document on the next page.  
Try the Skimming and Scanning Booster, if you need help. 
 (reading text levels 1, 2 and 3, writing level 2) 

“Header” is the word used to describe the top of a document. What two pieces of information 
are in the header? 

Title and logo 

What is the title? What does it suggest to you that the article will be about?

Alumni. The title indicates the article will be about people who 
participated in SCC events previously. (Alumni are former 
members of a group, or students or graduates of a program.)  

What does the logo tell you? 

That the document has something to do wuth Canada’s 150th 
birthday celebrations. 

Font size is usually an indication of importance in a document. Locate the next largest font 
after the title. What are the first 3 words in that font? Which of the three words are 
keywords? 

To celebrate Canada’s  Keywords are celebrate Canada’s 
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2. 

“Footer” is the word used to describe the bottom of a document. It often contains legal 
information, or “fine print”. What does the information in the footer tell you about the 
program? 

That it is funded / sponsored by the government of Canada and 
that Skills Canada holds the copyright. 
What is the main idea of the document? 

Answers will vary, but something similar to 

Skills Canada is working with the Government of Canada to select 
and profile 40 former skills champions, as part of the Canada 150 
celebrations. 

Practice skimming and scanning once more, by answering the questions below. At the end of 
each question, write the word skimming or scanning to indicate which of the two skills you will 
use to locate the answer to the question. The information you need in order to answer the 
questions is in the document on the next page.  
 (reading text levels 1, 2 and 3, document use level 2, writing level 2) 

In general, what type of information is provided in the document? skimming

Basic information on seven trades 

Of the trades described, which one has the highest average hourly wage? scanning 

electrician 

Of the trades described, are there more that pay, on average, above or below $25.00 per 
hour? Which ones pay above? scanning 

More pay above $25.00. They are journeyman carpenter; HVAC 
installer; Plumber; Electrician 

Is the same information provided for all of the trades that are profiled? If yes, what is that 
information? Skimming  

Yes. Average hourly wage; number of postings per million; growth 
in demand on Indeed; education/credentials; Outlook 

What is Indeed? scanning 

A job postings site. 
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4. let the structure be your guide

Use the answers below to check your work. 

The table of contents as a guide 

1. 
 

 

 

Search Questions Page # 

1. Will there be a formal orientation? 21 

2. Will work clothing be provided? 9 

3. What statutory holidays do I get? 8 

4. Is alcohol allowed in the work site? 18 

5. Where are the company offices? 2 

6. Is there a union steward on site? 19 

7. Is the company an equal opportunity employer? 4 

8. Can I bring personal property to the site? 5 

9. If my personal property is damaged on site, will the company pay for repairs? 5 

10. Can I wear my contact lenses while working? 12 
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2. 

 

 

 

Search Questions Page # 

1. What are my responsibilities related to my own safety? 2 

2. Who do I report a safety problem to? 4 

3. When do I have to report a problem? 4 

4. How can I help a co-worker who is injured? 14-17

5. Who do I call if there is an emergency to report? 1 

6. How can I find out what information this manual will provide? 1 

7. How do I know what to do if the fire alarm goes off? 5-7

8. Where can I find more details on some of the sorts of emergencies that could
happen?

7-10

9. What is my supervisor supposed to do in an emergency? 2-4
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Navigating regulations

1. 

Question Division Section 

If I am part time, do I get any paid vacation days? iv 186 

How much time do I get off to vote in a federal election? V 195.1 

Can I save up my overtime pay and use it for paid time off? I 174 

Are there different rules if I have more than one job? VI 203 

Do I get paid extra if I work on Christmas Day? V 196 

Am I allowed to work 11 hour shifts 5 days per week? I 171 

How do I calculate vacation time? IV 184 

I’m 16; do I get paid the same as an adult doing the same job? II 179 

How far in advance does my employer have to tell me my 
schedule? 

I 173 

What if a holiday occurs in the middle of my vacation time? IV 187 

What if I get fired mid-year; do I have to pay back vacation time? III 188 

What does “termination” mean? (no 

division) 

166 
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Numbering systems and text format as a guide 

1. 

230(1)(a) 

No the person cannot take action. The employer is required to give two 

weeks notice OR two weeks wages. The person received three weeks 

notice, which is more than required. 

230(1) 

No the person cannot take action. Until a person has been employed 

for three consecutive months, the employer does not need to give notice 

or pay. 

231(a)(b) 

No. The employer cannot reduce the person’s wages. 
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The glossary as a guide

1. 

4

PART III 166; Part III Divisions iv, v, vi 

2. 

Section 166 

danger and hazards arising out of, linked with or occurring in the 

course of employment 

Section 145.1 

No. It only references people who are employees. 
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5. comics and reading

Use the answers below to check your work. 

1. 

Writers and artists 

cover letter, synopsis, photocopies of artwork, cover 

No 

Nothing 

No 

No. Send photocopies 
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One month 

They take a fee of the published books before they sell. 

No 

Answers will vary. A sample is below. 

The purpose of the document is to provide information related to 

submitting work to CanComics, for consideration.

2. 

2 Write your script 
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4 Draw the comic 

1 

Start with an 

idea 

7 

Selling and 

marketing 

6 Lettering 

3 Plan the layout 

5 

Inking and 

colouring 
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6. an educated guess

Use the answers below to check your work. 

1. 

Answers will vary. Sample answers are provided. 

Bruins bad boy Brad Marchand back in the vice-principal’s office, vowing to change 
It hardly looks like the office of a vice-principal. But that's exactly what the visitors' dressing room at 
Canadian Tire Place felt like on Thursday as Brad Marchand – sometimes called "Rat" by his 
teammates – was cornered by several cameras and a dozen microphones. 

A Boston Bruins hockey player who has done something wrong and has 

promised to do better in future 

The press who wanted to interview him 

Bruins = Boston Bruins; bad boy = he’s done something wrong 

I know who the Bruins were, but not specifically who Marchand is. I also 

know there are some hockey players who don’t always play a clean 

game. 
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Why the traditional sit-down breakfast is dying a slow death 
The traditional first meal of the day is dying a slow death. … how busy schedules and diminishing 
kitchen skills are changing how we eat our oatmeal and eggs 

How people aren’t as skilled at cooking and also how they are too busy 

for a traditional breakfast, which would take more time than people 

usually spend on breakfast now. 

I think the author would say that people live differently than they did 

in the past. They work more and usually both adults in a family work, 

and so there is less time for cooking and eating meals. 

Probably bacon and eggs and toast or oatmeal and muffins or 

something like that. 

Words like “traditional” which usually mean something that’s been 

around a long time and “dying a slow death” which means something 

is changing – probably permanently. 

I hadn’t thought about it, but when I did, I could understand what the 

author might be saying. 

Why cats make better pets than dogs 
I am too selfish to own a dog. But when a cat accepted my touch and then seemed indifferent, it 
was a perfect match. 

A cat lover explaining why a cat seems like a better pet than a dog. 

The author might be a busy person who likes that cats seem to need less 

attention than dogs. 

Cats make better pets than dogs 
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I have had both cats and dogs so I understand why a person who is busy 

might prefer a cat, if they were going to have a pet at all. 

Skills Canada 
The 2018 Skills Canada National Competition 
Join us for the 24th Skills Canada National Competition, being held June 4 - 5, 2018, at 
the Edmonton EXPO Centre in Edmonton, Alberta. 

Skills Canada is going to hold the Canadian skills competition in 

Edmonton in 2018. 

Information about the location and how to participate as a competitor 

and maybe also as a spectator. There might also be information about 

what kinds of competitions there will be. 

The headline clearly states 2018 Skills Canada National Competition so they

must want to let readers know about it. 

I know about the competitions, but I didn’t know it was in Edmonton in 

2018. 

How do I wear glitter without turning my face into a disco ball? 
Think of December as your time to shine, taking style cues from the twinkling lights and shimmering 
snowflakes of the season. Even if you're not the type of dresser to make like a disco ball in a 
sequined ensemble, the latest glitter-infused makeup makes it easy to razzle-dazzle within your 
aesthetic comfort zone. 

How to wear makeup with glitter in it at Christmas time and how not to 

wear too much or wear it incorrectly. 

What type of makeup would be best for people with different tastes, 

especially people who wouldn’t normally wear sparkly makeup.  

http://edmontonexpocentre.com/
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wear glitter without turning my face into a disco ball 

Even if you're not the type of dresser to make like a disco ball 

makes it easy to razzle-dazzle within your aesthetic comfort zone 

Nothing about makeup with glitter. I know there are lots of varieties of 

makeup.  

Skills Canada 

BY SOME ESTIMATES, GENDER EQUALITY IN THE WORKPLACE 
WON'T BE ACHIEVED UNTIL 2095. THAT'S NOT GOOD ENOUGH. 

HeForShe is taking action now for equal opportunity and fair pay 

An initiative to promote gender equality in the workplace. Also, as it is 

Skills Canada, it probably is also about gender equality in trades 

workplaces. 

Some statistics other information on how much needs to change to 

achieve gender equality and how SCC is trying to speed up the process. 

Gender equality 

Not good enough 

taking action now 

I knew about gender inequality in pay and in workplaces but I didn’t 

know Skills Canada had an initiative to help address it. 

2. 
 

 



 
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Answers will vary. Sample answers are below. 

one 

No. Recipes for moose and muskrat seem to be popular 

Yes. They made marmalade. 

France and Scotland where they make marmalade. 

Possibly not as there are no recipes for beef, or they may have had 

cattle for dairy. 

Answers will vary 

The telephone 
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7. critical reading

Use the answers below to check your work. 

Reading health checkup 

1. 

Answer will vary 

Check your sources and keep thinking

1. 

Determining Reliability in What We Read 

Not everything we read is reliable or truthful. Especially now that we do so much reading online and 

there is so much information to read, it is easy for inaccurate stories to be posted. Reading with a 

“critical eye” is a valuable skill that helps us to sort accurate from inaccurate information.  What 

follows are reading and research strategies you can use to sort fact from fiction. Consider the source: 

Where did what you are reading come from? If you are reading online, do you know the website? If 

not, click away from the story to learn more about the website, including its stated mission and 

contact information. For a picture, try a reverse image search to find out where it was originally 

used. This will allow you to determine whether the picture has been changed in any way. 

Read beyond: Don’t stop at the outrageous headlines CALF BORN WITH 3 HEADS GRADUATES 

FROM UNIVERSITY! statements in ALL CAPS, or sensational images designed to get clicks or 

capture your attention in paper. Read the full story and then investigate further. Read a little further 
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before you decide to pass along a headline. Headlines rarely tells the whole story. Check the author: 

Do a quick search to find out if the author is reliable (or even a real person). What qualifications does 

the author have, and are the qualifications related to the topic they are writing about? Ask yourself, 

is this author likely the most reliable person to pass on the information in this article? Supporting 

sources: Often stories that are untrue or include untrue information, will cite official — or official-

sounding — sources. Check that those sources are real and credible, and that they do actually 

support the story. Check the date: Is this an old story? Some stories claim that something that 

happened long ago is related to current events. Is it a joke?: Remember, there is such thing as 

satire. If the image looks unbelievable or the story sounds too outrageous, it may be satire. Research 

the site and the author to check. Ask the experts: Ask a librarian, or visit a fact-checking site.  

2. 

Answers will vary. The seven steps from the article are listed 

below. 

1. Consider the source

2. Read beyond

3. Check the author

4. Supporting sources

5. Check the date

6. Is it a joke?

7. Ask the experts
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3. 

WCA4News.com reported this: 

ROCKFORD, Illinois – A new interview with Bill Murray is creating a lot of buzz in and 

around Rockford, Illinois this morning after the actor began praising Rockford residents for 

helping him when his car encountered some mechanical problems as he passed through the 

city recently.

look up WCA4News.com. Can you access it? Is it a 

reputable site or station? 

 Is there any follow up on the story on WCA4News.com? If so, 

what does it say? 

are there some keywords in the article that you can 

use for a google search? ( ) If you 

did search these terms, what happened? 

The story continued with "comments" from "Bill Murray" praising residents' kindness and 

even mentioned how "Bill Murray" would love to retire in Rockford, IL. 
http://q985online.com/fact-check-bill-murray-had-car-problems-in-rockford/ 

http://www.wca4news.com/763467/bill-murray-said-this-about-the-residents-of-rockford-illinois/
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More fun with Fact and fiction

1. 

   

   

Pig rescues Goat 

A 30-second video appeared on YouTube, depicting a baby goat that had 
become stuck in the pond of a petting zoo and that was heroically rescued with 
a helpful nudge from a pig that swam out to it. 

Post a Facebook Copyright Status to Protect Your Information 

Posting a status about copyright to your facebook page will protect your 

photographs and other information from copyright violations. 

https://twitter.com/TIME/status/250766659776806913
https://twitter.com/TheEllenShow/status/249260943320694785
http://foxnewsinsider.com/2012/09/21/unbelievable-video-hero-pig-saves-baby-goat-from-drowning
http://www.comedycentral.com/shows/nathan-for-you
http://www.comedycentral.com/shows/nathan-for-you
http://www.nytimes.com/2013/02/27/arts/television/pig-rescues-goat-and-the-video-is-really-cute-but-totally-faked.html?mtrref=www.nytimes.com&auth=login-email
http://www.nytimes.com/2013/02/27/arts/television/pig-rescues-goat-and-the-video-is-really-cute-but-totally-faked.html?mtrref=www.nytimes.com&auth=login-email
http://pogue.blogs.nytimes.com/2012/11/26/you-can-stop-spreading-that-facebook-notice-now/
https://www.nytimes.com/2015/09/29/technology/facebook-copyright-hoax.html
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   

   

West Point Cadets Weaponized a Pillow Fight 

For generations, freshmen cadets at the United States Military Academy have 

marked the end of a grueling summer of training with a huge nighttime pillow 

fight that is billed as a harmless way to blow off steam and build class spirit. 

Selfie Shoes are All the Rage 

Tired of carrying a selfie stick around? Try the new selfie shoes! Retailing for 

about $199.00, the shoes are a great solution to a problem. 

http://topics.nytimes.com/top/reference/timestopics/organizations/u/united_states_military_academy/index.html?inline=nyt-org
https://www.nytimes.com/2015/09/05/us/at-west-point-annual-pillow-fight-becomes-weaponized.html
http://www.huffingtonpost.ca/entry/selfie-shoe-arent-real-but-wow_n_6979478
http://topics.nytimes.com/top/reference/timestopics/organizations/u/united_states_military_academy/index.html?inline=nyt-org
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   

   

2. 

Answers will vary 

Ski-Thru Bank Opens Atop Whistler Mountain 

Canada’s first ATM for skiers has opened at Whistler mountain in British 

Columbia. It's even got a places to put your gloves and your poles so you don’t 

lose them. 

Canada Post looks to drones as possible future of mail delivery 

The post office is quietly exploring the possibility of small, unmanned aerial 

vehicles one day helping get the mail to where it needs to go, said Jon Hamilton, 

a Canada Post spokesman. 

http://www.cbc.ca/news/canada/british-columbia/ski-thru-bank-machine-opens-atop-whistler-1.3934189
http://www.cbc.ca/news/business/drone-canada-post-1.3646850
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8. experiencing reading

Use the answers below to check your work. 

1. 

 aesthetically more enjoyable 

 sense of where they were in the 

book 

 easier on the eyes 

 less likely to multitask 

 easier to concentrate 

 more likely to reread 

 believed they retained more 

content 

 best for serious work 

 can’t read in the dark 

 uses paper 

 takes longer to find related 

information

 can read in the dark 

 easy to find related information 

 saves paper 

 can multitask 

 sometimes get eyestrain from the 

screen 

 screens and access to other 

material can be a distraction 

 affects concentration
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2. 

Appealing to the senses such as touch and smell. 

Doing more than one thing at a time 

A way of communicating information. In this case the mediums are 

print and screen for reading. Other mediums include radio and 

television etc. 

A person who replies or responds to something.

3. 

It implies that multitasking interferes with reading focus and 

concentration

4. 

Answers will vary. Sample is below. 

Print reading is better because it is easier to concentrate when 

reading on paper and you remember more of what you read. It is 

also causes less eyestrain.
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5. 

Answers will vary. Sample is below. 

Digital reading is better than print because you can quickly find 

information you might need to help you understand the original 

reading and, if you don’t need to be somewhere with good 

lighting to be able to read, so it is more flexible that way.

6. 

Answers will vary. Sample is below. 

Print or Digital Reading – What’s Best?

7. 

Answers will vary. Sample is below. 

A two year research study comparing ways in which people read 

in print and on screen found that both mediums had support 

from the respondents, but that, for reading work that mattered, 

print was considered to be the best choice.

8. 

Answers will vary.
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9. Your SIN Card
Can’t get work without it!
Use the answers below to check your work. 

1. 
For how long are licenses issued in the two jurisdictions? 
(reading text level 2) 

5 years 

2. 
Which driver is older? 
(reading text level 2) 

John Doe 

3. 
What information is included on the front of the BC card that is not on the ON card? 
(reading text level 2) 

Hair and eye colour 
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10. manual materials handling
Use the answers below to check your work. 

1. What does MMH stand for? 
(reading text level 1) 

Manual Materials Handling 

2. 
Why is it important to know about MMH?  
(reading text level 2) 

Because it is a common cause of occupational fatigue and lower 
back pain 

3. 
What part of your body should you lift with? 
(reading text level 1) 

Your legs 

4. 
What are three things you should do before lifting? 
(reading text level 2) 

Any 3 of: 
• Check to see if mechanical lifting aids are available.
• Assess/identify the weight of the load.
• Get help with heavy or awkward loads.
• Ensure that the load is free to move.
• Ensure that you can lift the load without over-exertion.
• Check that the path is clear and free of grease, oil, water,

and objects
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5. 
Under what circumstances should you ask for help when lifting? 
(reading text level 1) 

If the load is heavy or awkward 

6. 
The word “manual” comes from the Latin word “Manus” meaning “hand”. In the case of the 
poster, to what else does “manual” refer, when handling materials? 
(reading text level 2) 

Using handles and lift aids 

7. 
According to the poster, what is the opposite of “hold”? 
(reading text level 2) 

carry 

8. 
In what position should your chin be, when you lift something? 
(reading text level 1) 

Tucked in to your chest 

9. 
How would you summarize the message in the poster in one sentence? 
(reading text level 3)  

Something similar to one of the options below: 
• MMH is a serious workplace health issue, but there are things

you can do to prevent injury
• Knowing about MMH can help prevent injury
• Learn how to be safe when handling materials manually
• Be careful if you have to do MMH at work

10. 
Where would you get more information about MMH? 
(reading text level 2) 

Canadian Centre for Occupational Health & Safety 
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11. Stories in Blue

Landscape gardeners use blueprints to plan out the gardens they are creating to be sure they turn 
out as expected and to help with explaining their ideas to clients. 

Look at the blueprint of the garden below and answer the questions that follow, then checkout the 
profile for landscape gardeners. 

http://www.jobbank.gc.ca/es_view_profile-eng.do?prof_id=129&lang=eng 

http://wdfw.wa.gov/living/landscaping/ 

Use the answers below to check your work. 
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1. 
The blueprint author has included information about the amount of sun in different sections 
of the yard. Why do you think this information was included? 
(reading text level 1, critical thinking level 2) 

Answers will vary but to be considered correct should include idea 
that shade affects plant growth 

Cabinetmakers use blueprints to construct or repair things they work on such as kitchen cabinets, 
windows and window frames, and all types of furniture. Accuracy is very important in the work they 
do; they regularly need to fit small parts and sub-assemblies together, to precisely make and install 
cupboards and cases and to operate woodworking machines to cut and form parts.  

Look at the blueprint below and answer the questions that follow. 

 

1. 
What object is this a blueprint for? 
(reading text level 2) 

http://extremehowto.com/cabinet-building-basics-for-diyers 
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Kitchen sink and cabinets 
or 
Bathroom sink and cabinets 

2. 
How wide is the sink area? 
(reading text level 1) 

34 in. 

3. 
What is the back of the object made of? 
(reading text level 1) 

Plywood 
Or 
¼ in. plywood 

4. 
How thick is the backing? 
(reading text level 1) 

¼ in. 

5. 
How deep is the object? 
(reading text level 1) 

24 in. 

6. 
How high is the object? 
(reading text level 1) 

35 ¼ in. 

7. 
Which surface(s) of the object will be set against a wall? Explain how you can determine that 
from the blueprint. 
(reading text level 3, critical thinking level 2) 
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Left and back 
The left end says it is to remain unfinished or unexposed which 
suggests it won’t be seen or it is not necessary to spend time 
finishing it.   
The back is just plywood and will likely go up against a wall to 
allow for the plumbing connections.  

8. 
What do you think the dividers shown on the front right of the object are for? 
(reading text level 1, critical thinking level 1) 

Slots to hold drawers 
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12. Puzzles in Patterns

Pattern envelope 

1. 
How many main columns are there? 
 (reading text level 1) 

3 

2. 
What headings would you give to each of the columns? 
(reading text level 2) 

Suggested answers are: 1. Pattern pieces 2. English information, 3. 
French information 

3. 
How many different types of pillows does the pattern include instructions for? 
(reading text level 1) 

8 

4. 
How many pieces are included in the pattern?  
(reading text level 1) 

11 

Use the answers below to check your work. 
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5. 
What is dupioni? 
(reading text level 2, problem solving level 2) 

A type of fabric suitable for making the pillows 

6. 
What do you think a “notion” is? 
(reading text level 2, problem solving level 2) 

Suggested answer is: something that is needed to complete the 
pillow in addition to the fabric.  Wikipedia 
definition:  Something that is sewn to, attached to, or otherwise 
included in a finished article. 

7. 
How many different fabrics are used in Pillow C? 
(reading text level 2) 

two. One for front and back and a second for contrast front. 

8. 
Describe one way in which pillows D and E are the same and one way in which they are 
different?  
(reading text level 2) 

Similarities (any one of the following): Both have a button in the 
middle; are made from same size of fabric; are the same finished 
size, use same buttons; or use same size pillow form. Difference: D 
uses pompom trim while E uses piping. 

9. 
Which pillows are the same size? 
(reading text level 2) 

B and C 
D and E 
F, G and H 
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10. 
Which is the largest pillow? How big is it? 
(reading text level 1) 

A. 
18 x 18” 

See next page for answers to timetable question



TIME/PERIOD MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

8:00 – 9:30 
ATD 1001 

OR 
Fri. @ 11:20 

9:40 – 11:10 ATD 1015 
ATD 1005 

OR 
TR @ 9:40 

ATD 1005 
OR 
Wed. @ 9:40 

11:20 – 12:50 
ATD 1001 

OR 
Wed @ 8:00 

1:00 – 2:30 

2:40 – 3:10 ATD 1020 ATD 1010 

3:20 – 4:50 ATD 1025 
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Origami 

2. 
If you were to explain, in words, the steps for creating a square piece of paper, what would 
you write? Write the steps below. 

(job task planning and organizing level 2, critical thinking level 1, writing level 2) 

Suggested response: 

Place a piece of 8 ½” x 11” paper length ways on a flat surface. 
Fold the top left corner to the opposite edge of the sheet of paper. 
The upper two thirds of the sheet should look like a triangle. The 
bottom will look like a rectangle. Cut off the bottom rectangle 
and open the triangle. It will form a square. 

For most people, a drawing with or without text is easier to follow. 
With a single text, it can be difficult to visualize what the paper is 
supposed to look like when folded and cut. 
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13. Go With the Flow

Red Seal flowchart 

1. 
What process is being shown in the flow chart? 
(reading text level 2) 

The process for a trade to be designated a Red Seal trade. 

2. 
What is the first step in the process?  
(reading text level 1) 

Industry (employers and employees) identifies national support 
for Red Seal designation. 

3. 
How many steps are there in the process? 
(reading text level 1) 

Seven. (Although there are several activities in step 2) 

4. 
How many responsibilities does the lead jurisdiction have in the process? What are they?  
(reading text level 2) 

Five: 
1. Determine that the minimum number of jurisdictions have

the trade designated for apprenticeship

Use the answers below to check your work. 
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2. Ask all provincial territorial apprenticeship authorities to
consult with their respective industry stakeholders

3. Ensure that there are consultations with interjurisdictional
stakeholders

4. Evaluates data against designation criteria
5. Request designation for the CCDA

5. 
How many different paths are there to develop a Red Seal Standard? 
(reading text level 1) 

Two 
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15. What’s in a Picture?

10 Seconds and GO! 
Infographics at a glance 
(reading text level 3, significant use of memory level 1, writing level 2) 

Questions 
INFOGRAPHIC NAME 

Sun Safety Volatile is the New Up How to Pack Your bags 

What is the key 
message? 

Protection from 
UVR is 
important. 

Men and women 
make different 
decisions about 
sun protection. 

Global 
economy is 
growing 

Good time for 
Canadian 
exporters 

Export business 
is up 

Canadian 
exports are up 
and going 
higher 

There are rules 
and size limits 
on what you can 
put in carry-on 
baggage. 

Who is the intended 
audience? 

All Canadians 

All Canadians, 
especially those 
living in zones 
where UVR 
exposure is high. 

Canadian 
businesses 

Canadian 
businesses that 
export, or want 
to export, to 
other countries 

People travelling 
by airplane 

People travelling 
with carry-on 
baggage 

Use the answers below to check your work. 
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Who is the sponsor of 
the message? 

Government of 
Canada 

Statistics 
Canada  

EDC 

Export 
Development 
Canada 

Government of 
Canada 

Government of 
Canada 

Canadian Air 
Transport 
Security 
Authority 

CATSA 

What is the “call to 
action”?  

Protect yourself 
from the sun. 

Protect yourself 
from UVR. 

Consider how 
you can do 
more business 
by exporting 

Pack this way to 
get through 
airport security 
easier and faster. 
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Employment Information 

1. 
How much less did the industry spend in 2015 than in 2014?  
(reading text level 2, measurement and calculation level 1) 

31 billion 

2. 
How many workers were employed in, or affected by, the oil and gas industry in 2014?  
(reading text level 2) 

720,000 

3. 
What is predicted for employment in the industry from 2015 onward? 
(reading text level 2) 

185,000 fewer workers will be needed. 

4. 
Create a title for this infographic. 
(reading text level 3) 

Actual title is: 
Oil and Gas Industry Spending and Resulting Employment Impacts 
Some other suggestions: 

Oil and Gas Industry and the Economy 

Difference in spending and workers in oil and gas 2014 to 2015 

Predictions for spending and employment in oil and gas 
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Understanding Fonts 

1. 
How many font types are described in the poster? 
(reading text level 3) 

5 

2. 
What are three things designers have to consider about their audience when selecting a font?  
(reading text level 3) 

Emotions 
Feelings 
Associations 

3. 
The word “sans” is a French word that means “without”. Sans-serif and serif fonts look 
different to one another. What do you think “serif” means? 
(reading text level 3) 

Serif refers to little marks or curlicues. 

When used to describe font style, it refers to a small line attached to 
the end of a stroke in a letter. Times New Roman is an example. 
Some of the serifs are circled 

T r a d i t i o n

4. 
Which font suggests reliability?  
(reading text level 2) 

baskerville 

5. 
What font should you use if you want people to think your product is strong? 
(reading text level 1)  

Futura 
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6. 
What font type should you use if you want people to think your business is stable or modern? 
(reading text level 2) 

Sans serif 
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16. Time pieces

Sleep Association Table 

1. How many hours of sleep are recommended for teens? 
(reading text level 2) 

8-10

2. What two groups need the same amount of sleep? 
(reading text level 2) 

Young adults and adults 

3. What group need the least amount of sleep? 
(reading text level 2) 

Older adult 

4. What is the minimum number of hours recommended for any group? 
(reading text level1) 

7 

5. 
According to the chart, is it possible to sleep too much? How does the chart give you that 
information? 
(reading text level 2)  

Use the answers below to check your work. 
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Yes.  The yellow area, above the blue lines, includes hours up to 24 
(one day). Anything in the top yellow section is identified as “not 
recommended”. 

6. 
Now locate your group on the chart and answer these three questions. 

1. What is the minimum number of hours you should sleep each night?
2. If you have to get up at 7:00 a.m., what time should you go to sleep?
3. Complete the timetable to reflect your sleep habits.

(reading text level 2, measurement and calculation level 2) 

Answers will vary according to age and experience.   
Sample answers for a teen (14-17 years) are shown here: 

Usual sleep 
time 

Usual wake 
time 

Number of hours 
of sleep 

Are you getting 
the recommended 
# of hours? 

Recommended # of hours 8-10 
Actual weekday 11 pm 7 pm 8 Yes 
Actual weekend 11:30 p.m. 11 a.m. 11.5 No 

Pie Charts 

1. 
Use the information in the pie chart, and estimates of your own time, to complete the table 
below. Compare the time spent by the average student to how you spend your time, on an 
average weekday.  Any changes you’d like to make? 
(reading text level 2) 

Weekday Activity Average Person You 

Sleeping 8.4 h 
Leisure 3.6 h 
Working 3 h 
Education 3.4 h 
Eating & 
drinking 

1.1 

Grooming 0.8 

Travelling 1.5 

Other 2.2 h 
Total 24 hours 24 hours 
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2. 
Looking at the pie charts you created, consider the following questions: 

Were you surprised when you saw the visual representation of how you use your time? 

Is there a difference between what your current use of time looks like and how you would like 
it to look? 

Were you able to identify changes you could make to use your time more productively? 
(reading text level 3, numeracy level 2) 
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17. Stayin’ Alive

Methanol label 

1. 
The WHMIS label is for Methanol. Find the information related to safety and identify how 
many types of PPE the worker should wear when using the product. List them. 
(reading text level 2) 

Three. Chemical goggles, resistant gloves, respirator (“do not 
inhale vapours or mist”) 

Selecting PPE 

1. 
Which company provides the largest number of materials to select from? How many 
materials does it provide? 
(reading text level 2) 

Dupont. 
6 

2. 
What material(s) provides the best protection when working with high heat? What words 
tell you that? 
(reading text level 2) 

Teflon: “thermal resistance”  
and  
Nomex: “high temperature resistant” 

Use the answers below to check your work. 
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3. 
To what standards is Interceptor produced?  
(reading text level 2) 

NFPA 1991 
and  
CE Type 1 

4. 
Which products provide good resistance to tearing and holes? What words tell you that? 
(reading text level 2)  

Kevlar: “resistance to cuts”  
Tychem: “tear and puncture resistant” 
Workmaster: “mechanical resistance” 

5. 
What is the weakness of Teflon? How is the weakness managed? 
(reading text level 2) 

The weakness is that is has poor physical strength. This is 
managed by combining it with other materials. 

6. 
How many polymers are in Saranex? 
(reading text level 2) 

two or more 

7. 
What material is best for persons working in policing or the military? Explain your choice. 
(reading text level 2) 

Kevlar: “resistance to bullets or flying fragments” 
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Construction Electrician PPE 

Low-profile hard hat to help 
prevent head injuries due to 
impact from falls or other 
events. May have a bracket to 
hold a head lamp and a cord 
holder 

Long sleeved clothing 
and/or protective 
sleeves 

Gloves – cut 
resistant, thermal for 
warmth 

Hearing protection – 
ear muffs or plugs 

Eye protection – 
safety glasses 

Dust mask 

Cotton overalls or 
pants – may have 
reflective strips 

Fall protection - Full body 
harness with D-ring between 
shoulder blades, with lanyard 
and shock absorbing device 

Thermal socks, 
long underwear 

Steel toed safety boots, 
puncture resistant sole, 
metatarsal guard. 
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18. Chemical Caution

K1 Product Label 

1. 
What are three things you should not do when working with Product K1?  
(reading text level 2) 

1. Eat
2. Drink
3. smoke

2. 

3. 

What kind of PPE should you use with K1?  
(reading text level 1) 

Protective gloves 

What should you do if you get K1 on your 
clothing? (reading text level 2) 

Take it off and wash it 

Use the answers below to check your work. 
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19. the Dangers of Beauty

1. 
What is the product name? 
(reading text level 2) 

X-TREME GLAMOUR HS KLEARKOTE

2. 
What PPE are required when using the product?  
(reading text level 2) 

protective gloves/protective clothing/eye protection/face protection 

3. 
How should the product be stored? 
(reading text level 2) 

Store in a well-ventilated place. Keep container tightly closed. 
Keep cool. Store locked up. 

4. 
Is the product flammable? 
(reading text level 2) 

Yes. Flammable icon and Hazard Statement says “Highly 
flammable liquid and vapor.” 

Use the answers below to check your work. 
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5. 
What level is the environmental hazard of the product? 
(reading text level 1) 

Category 3 

6. 
What should you do if you get it on your skin? 
(reading text level 2) 

Rinse skin with water/shower 

7. 
Who manufactures the product? 
(reading text level 1) 

5 STAR XTREME 

8. 
What website will give you more information about the product? 
(reading text level 1) 

www.5starextreme.com 

9. 
What is the principle purpose of the product? 
(reading text level 1) 

The product is intended to be used as an Automotive Refinish 
Clear Coat  

10. 
What percentage of the product is 1-Methoxy - 2- propyl acetate? 
(reading text level 1) 

1 to <5 
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20. Disaster! Exploding Toilets!!
Use the answers below to check your work. 

1. Use the information in the article about Flusharoo to complete the chart below. 
(reading text level 2) 

   Recall Year 2011 2013 

Units recalled in US 1.9 million 351,000 

Units recalled in 
Canada 

8400 8400 

Start of manufacturing period October 1995 April 2006 

End of manufacturing 
period 

March 2006 May 2010 

2. 
Document use often involves deciphering meaning from pictures, symbols or icons. Look at 
the three pictures below and decide what message you think each conveys. Can you think of a 
caption for each picture that is just one phrase? Have fun! 
(reading text level 3, writing level 2) 

Some ideas are shown beside each picture 
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YOUR CAPTION HERE 

     Shouldn't have had all those beans! 

 Science experiment gone wrong! 

 I told you I didn’t want to clean the 
bathroom! 

YOUR CAPTION HERE 

Risky business 

This could get messy 

Short cut to disaster 
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     YOUR CAPTION HERE 

       Don’t be late for work! 

 Coming soo       The big OUCH! 
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21. I’m hurt! Now What?
Workplace Accident Reports / 

Application for Benefits 

Worker’s Report of Injury 

1. 
What is the worker’s first name? 
 (reading text level 1) 

Ryan Jones 

2. 
What are the last three digits of the worker’s SIN? 
 (reading text level 2) 

123 

3. 
What is the worker’s marital status? 
 (reading text level 1) 

divorced 

4. 
What part of the body was injured? 
 (reading text level 2) 

Right hand 

Use the answers below to check your work. 
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5. 
Has that part of the body been injured before? Where did you find the information? 
 (reading text level 2) 

Yes. In #12 Past Injuries 

6. 
How did the current accident happen? 
 (reading text level 2) 

He was picking up pieces of a toilet that had exploded. He picked up 
a piece that was sharp and it cut his hand. 

7. 
Were there any witnesses? How do you know? 
(reading text level 2) 

No. He didn’t complete the section where you are supposed to list 
witnesses. 

8. 
What month, day and time was the accident? 
(reading text level 2) 

February 6, 2017 

9. 
How long was the worker off work due to the accident? From when to when? 
(reading text level 2) 

Afternoon of February 6th to February 8th. 

10. 
What PPE could have prevented the accident? 
(reading text level 2) 

gloves 
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Lost Time Claims 

1. 
For what year is the information provided? 

2. 

3. 

4. 

5. 

(reading text level 1) 

2015 

What is being reported? 
(reading text level 2) 

Details on lost time claims 

Which age group had the highest number of claims? 

(reading text level 1) 

50 - 54 

Which industry had the fewest number of claims? 

(reading text level 1) 

Fishing and trapping 

Which industry had the highest number of claims? 

(reading text level 1)  

Health and Social Services 
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6. 
What percentage of the total claims were by youth 24 and younger? Round your answer to the 
closest whole number. 
(reading text level 2, measurement and calculation level 2) 

13%  
Calculation:  
Total claims = 232,629  
15-19 + 20-24 = 8155 + 22052 = 30257
30257 / 232629 x 100 = 13%



ES 
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1. reading
SKILL TESTING QUESTIONS
Try the 19 questions below then check the 
answer key to see how well you did.

1. When the snowmobile over-temperature warning occurs, what happens that changes the 
machine’s performance?  

a) High heat scenario
b) Some fuel is cut
c) Temp icon flashes
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2. How do you pay for the frozen yogurt dessert that you make?

a) By volume 
b) By weight
c) By size

3. What are the Dirty Dozen? 

a) 12 maintenance mistakes factors
b) 12 common accidents
c) 12 causes of human errors
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4. What will you create at this company? 

a) CG animation technologies
b) Action-oriented character animation
c) Project milestones

5. Which of Angel Blue Eyes’ songs have been on top song lists? 

 
 
 
 
 

a) Blinking Line, Rave
b) Blinking Line, Birthday Cake
c) The Salsa, Platinum, Go Goby

Angel Blue Eyes Concert Tour 

World famous Angel Blue Eyes will kick off the North 
American leg of her highly anticipated GO GOBY 
TOUR on May 29 in Montreal, Quebec and hit 
Winnipeg on June 26, 2015. Her Top Ten music video 
chartbuster “Blinking Line” will be featured on the tour, 
as well as her new release, “Birthday Cake.”  Fans can 
anticipate hearing favourites “The Salsa” and 
“Platinum,” and the Billboard Hot 50 hit “Rave.” 
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From the classroom to the workplace Essential Skills matter! 

6. What examples of microorganisms are given in the article? 

a) Pests
b) Bacteria, viruses, algae
c) Chemicals and regulations

7. What are the two tasks that Jo has been asked to complete today? 

a) Go to Mrs. Pane’s house / Replace 5 windows
b) Help with an estimate / Replace 5 windows
c) Help with an estimate / Explain E ratings 

Swimming Pool and Hot Tub Maintenance 
Chemicals 
Pool and spa chemicals that control 
microorganisms are regulated under the 
authority of the Pest Control Products Act 
(PCPA). It is important that bacteria, viruses and 
algae are controlled to prevent health problems. 
Pool chemicals that do not control 
microorganisms are not subject to regulation. 
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From the classroom to the workplace Essential Skills matter! 

8. What are two ways to learn about a trade during an apprenticeship?

a) With apprentices at a training centre
b) At a college and with a mentor
c) On the job and technical training 

9. What is a skill that is taught in all three camp courses?

a) boating 
b) teamwork
c) wilderness living

What’s an Apprenticeship? 

Apprenticeship is a combination of on-the-job training and 
classroom instruction. With apprenticeship training, you 
receive hands-on learning on the job, under the direction 
of a certified journeyperson, with the ability to earn a 
salary while you learn.  Technical training can occur at a 
college, a union training centre, or online.  After you have 
completed the required hours and/or modules for the 
trade, you can write a certification exam.    



 r 
294 

From the classroom to the workplace Essential Skills matter! 

10. What communication technique is effective for stylists who want to influence their 
clients’ choices? 

a) Be respectful
b) Ask the right questions 
c) Listen

11. What two advantages of wrench pliers are described?

a) Multiple uses and Leave your hands free
b) Screw adjustment and Leave your hands free
c) Clamp on an object and Adjustable 
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From the classroom to the workplace Essential Skills matter! 

12. Which theme park is the best choice if your group loves roller coasters, desserts, and
exploring places?

a) Rolling Thunder Park
b) Adventure Island
c) Wheels and Berries



 r 
296 

From the classroom to the workplace Essential Skills matter! 

13. Which parts of the brake below need to be lubricated?

Go Cart Disc Brake

a) 1 and 2

b) 3 and 4

c) 4 and 5

14. Look at the emergency evacuation plan for the school. Which exit should Room 126 use?
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From the classroom to the workplace Essential Skills matter! 

a) North Exit

b) East Exit

c) South Exit

15. What job identification information will you include on your application for this job? 

a) JL12MT15 

b) Aircraft Maintenance Technician

c) HL890AC1 Contract

16. An average trick for skateboarding requires 5 stages. Which stages prepare the
skateboarder for the jump?

Push-Off Increase Speed Setting Up Attempt Trick Land/Stop 
 

a) Push-off, increase speed, setting up 

b) Push-off, setting up, land/stop 

c) Increase speed, setting up, attempt trick 
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From the classroom to the workplace Essential Skills matter! 

17. What is the hip measurement for size extra-large?

a) 95 cm

b) 100 cm

c) 79 cm

18. Plans for all three cellphone carriers are the same cost per month. What does Chime offer
that the other companies don’t?

Carrier Kall-me Chime Arrow 

Airtime Included Unlimited nationwide Unlimited nationwide 
calling 

Unlimited Canada-
wide talk 

Phone Features 
Included 

Call display, voicemail, 
call waiting & 
conference call 

Call display, 
message centre lite, 
call waiting & 
conference calls 

Call display, 
voicemail, call 
waiting & conference 
calling 

Text Messaging 
Unlimited nationwide 
text, picture and video 
messaging 

Unlimited 
international text, 
picture and video 
messages 

Unlimited Canada-
wide text, picture 
and video 
messaging 

a) Call waiting and conference calling

b) Unlimited nation-wide calling 

c) Unlimited international text
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From the classroom to the workplace Essential Skills matter! 

19. When is it possible to book a room at Fun Palace, by the hour?

a) Weekends

b) Friday and Saturday

c) Sunday
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From the classroom to the workplace Essential Skills matter! 

2. reading

SKILL TESTING QUESTIONS 

ANSWER KEY
How did you do on the 19 questions?

1. When the snowmobile over-temperature warning occurs, what happens that changes the 
machine’s performance? 

b) Some fuel is cut.

Reading – Level 2 

2. How do you pay for the frozen yogurt dessert that you make?

b) By weight

Reading – Level 1 

3. What are the Dirty Dozen?

c) 12 causes of human errors

Reading – Level 2 

4. What will you create at this company?

b) Action-oriented character animation

Reading – Level 1 

5. Which of Angel Blue Eyes’ songs have been on top song lists
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a)Blinking Line, Rave

Reading – Level 2 

6. What examples of microorganisms are given in the article?

b) Bacteria, viruses, algae

Reading – Level 2 

7. What are the two tasks that Jo has been asked to complete today?

c) Help with an estimate / Explain E ratings

Reading – Level 2 

8. What are two ways to learn about a trade during an apprenticeship?

c) On the job and technical training

Reading – Level 2 

9. What is a skill that is taught in all three camp courses?

b) teamwork

Reading – Level 3 

10. What communication technique is effective for stylists who want to influence their clients’ 
choices? 

c) Listen

Reading – Level 2 
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11. What two advantages of wrench pliers are described?

a)Multiple uses and Leave your hands free

Reading – Level 2 

12. Which theme park is the best choice if your group loves roller coasters, desserts, and
exploring places?

c) Wheels and Berries

Reading – level 3 

13. Which parts of the brake below need to be lubricated?

c) 4 and 5

Reading – Level 2 

14. Look at the emergency evacuation plan for the school. Which exit should Room 126 use?

b) East exit

Reading – Level 1 

15. What job identification information will you include on your application for this job?

a) JL12MT15

Reading – Level 2 

16. An average trick for skateboarding requires 5 stages. Which stages prepare the 
skateboarder for the jump? 

a) Push off, increase speed, setting up

Reading – Level 2 
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From the classroom to the workplace Essential Skills matter! 

17. What is the hip measurement for size extra-large?

b) 100 cm

Reading – Level 1 

18. Plans for all three cellphone carriers are the same cost per month. What does Chime offer
that the other companies don’t?

c) Unlimited international text

Reading – Level 3 

19. When is it possible to book a room at Fun Palace, by the hour?

c) Sunday

Reading – Level 1 

How did you do? Enter the number of answers, in each level, that you got correct. 

READING  SKILLS 
Level 1     /5 Level 2     /11 Level 3     /3 

80 – 100% correct – skills may be in upper Level 2 and might be quite quickly improved to 
Level 3, with practice. 

60 – 80% correct – skills may be in low to mid-level 2. They need to be improved, but some of 
the basics are in place and so it might be possible to improve reasonably quickly. 

<60% - skills could definitely use some practice. 
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