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 Welcome to the essential skills work ready youth program! 
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Introducing the essential skills 



DU 

7 

 THE NINE ESSENTIAL SKILLS 
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1. 

2. 

The ES Measurement Scale 

What do the Levels Mean? 

- 

- 

- 

- 

Measuring ESSENTIAL SKILLS (ES) 
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Give it A Try!  Matching Tasks and Skills 
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Icon Meaning? Icon Meaning? 

recycle

Give it A Try! Workplace icons 
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Document Use Includes... 











Types of Documents… 





Getting started with Document use 
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If you use any of these…YOU are a document user! 

Document use makes a difference 
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At Work 

At Home 

Measuring document use

Document use makes a difference 
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10 cool jobs that use document use! 
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Think Document Use mistakes aren’t a big deal?  Think again! 

Document use trivia 
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1. 

2. 

3. 

4. 

5. 

6. 

Document Use in action! 
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7. 

8. 

9. 

10. 

Document Use in action! 
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The Urban Land institue uses lego to help high school students 

explore responsible land use 

Document use in the news 
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Document use in the real world…Check out this lego city prototype! 

Document use in the news! 

http://lucyzhao.com/urban-prototyping-using-legos-and-parametric-modeling-to-

design-cities/

http://lucyzhao.com/urban-prototyping-using-legos-and-parametric-modeling-to-design-cities/
http://lucyzhao.com/urban-prototyping-using-legos-and-parametric-modeling-to-design-cities/
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Who uses design documents and Models? 

COOL RAMP 

DUDE 

Document use Bits and Bites 
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Essay disaster… 

Use of time before 15 page essay is due in 12 hours 

Document use Bits and Bites 
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The list below has some interesting stats from the Canadian 

Safety Council 

 

 

 

 

 

Document use Bits and Bites 
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Did you know… 

Document use 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!



Document use 
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1. Your SIN

Can’t get work without it! 

In this activity you may use the following 

Booster  

 Entry Forms
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1.
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2. 

3. 

4.
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2. Manual Materials Handling
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1. 

2. 

3. 

4. 

5.
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6. 

7. 

8. 

9. 

10.
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3. Stories in Blue
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1.
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2. 

3. 

4.



DU 

38 



DU 

39 

1. 

2. 

3. 

4. 

5.
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6. 

7. 

8. 

9. 

10.
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11.
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4. Puzzles in Patterns
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1. 

2.
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3. 

4. 

5. 

6. 

7.
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8. 

9. 

10.
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1.



TIME/PERIOD MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 
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1.
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2. 

3.
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5. Go With the Flow

In these activities you may use the following 

booster: 

 Flowcharting
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1. 

2. 

3. 

4. 

5.
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GET CHARTING 
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6. Fashion and Beauty in Beads
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7. What’s in a Picture?
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1. 

2 
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3. 

4.
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1. 

2 

3.
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4. 

5. 

6.
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Create your own infographic! 
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8. Timepieces

Time keeps on slippin, slippin, slippin 

Into the future 
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1. 

2.
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3. 

4. 

5. 

6.
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1. 

You 
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2.



YOUR PIE CHARTS HERE 
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9. Stayin’ Alive
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1.
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1. 

2. 

3. 

4. 

5.



DU 

85

6. 

7.
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1.
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Work Situation 

°
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10. Chemical Caution

+
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1. 

2. 

3.
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o 

 

o 

 



 



 

o
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be available in English and French (as one bilingual label, like 

the K1 label), or as two labels available, one in each language. 
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1. 

 



 

 °

 



 



 



 



 





7.
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CCOHS.ca
Canadian Centre for Occupational Health and Safety

Flame
Flammable

Self-Reactive

Pyrophoric

Self-Heating

In Contact with Water, 
 Emits Flammable Gases

Organic Peroxide

Skull and Crossbones

Acute Toxicity   
(fatal or toxic)

Biohazardous 
Biohazardous Infectious 

Materials

Health Hazard
Carcinogenicity

Respiratory Sensitization

Reproductive Toxicity

Specific Target Organ 
Toxicity

Germ Cell Mutagenicity

Aspiration Hazard

Flame over Circle
Oxidizer

Exploding Bomb
Explosive*

Self-Reactive (severe)

Organic Peroxide (severe)

Gas Cylinder
Gas Under Pressure

Corrosion
Serious Eye Damage

Skin Corrosion

Corrosive to Metals

Exclamation Mark
Irritation (skin or eyes)

Skin Sensitization

Acute Toxicity (harmful)

Specific Target Organ 
Toxicity  
 (drowsiness or dizziness, 
 or respiratory irritation) 

Hazardous to the   
Ozone Layer*

Environment
Aquatic Toxicity*

A GHS pictogram appropriate for the hazard
Physical Hazards Not Otherwise Classified

Health Hazards Not Otherwise Classified

NOTE:  No pictogram is assigned to 
some hazard classes e.g., Combustible 
Dusts and Simple Asphyxiants, and 
some less severe hazard categories.

*Not required by WHMIS, but may be used.

WHMIS Pictograms
Workplace Hazardous Materials Information System

2015

WHMIS.org1-800-668-4284 



CCHST.ca
Centre canadian d’hygiène et de sécurite au travail

Flamme
Inflammable

Autoréactive

Pyrophorique

Auto-échauffant

Dégage des gaz  
 inflammables au   
contact de l’eau

Peroxyde organique

Tête de mort sur   
deux tibias
Toxicité aiguë  

 (danger mortel ou toxique)

Danger biologique 
Matières infectieuses 

présentant un   
danger biologique

Danger pour la santé
Cancérogénicité

Sensibilisation respiratoire

Toxicité pour  
 la reproduction

Toxicité pour certains   
organes cibles

Mutagénicité pour les   
cellules germinales

Danger par aspiration

Flamme sur un cercle
Comburant

Bombe explosant
Explosif*

Autoréactive (danger aigu)

Peroxyde organique   
(danger aigu)

Bouteille à gaz
Gaz sous pression

Corrosion
Lésions oculaires graves 

Corrosion cutanée 

Corrosif pour les métaux

Point d’exclamation
Irritation   
(cutanée ou oculaire)

Sensibilisation cutanée

Toxicité aiguë (nocif)

Toxicité pour certains   
organes cibles  
 (somnolence ou vertiges  
ou irritation des voies  
respiratoires) 

Danger pour la couche 
d’ozone*

Environnement
Toxicité pour organismes 
aquatiques*

Pictogramme SGH approprié au danger
Dangers physiques non classifiés ailleurs

Dangers pour la santé non classifiés ailleurs

NOTE : Il n’y a pas de pictogrammes 
spécifiques d’attribués à certaines classes 
de dangers, telles que les poussières  
combustibles et les asphyxiants simples, 
ainsi qu’à certaines catégories de dangers 
moins sévères.

* N’est pas prescrit par le SIMDUT, mais  
   peut être utilisé.

Pictogrammes du SIMDUT
Système d’information sur les matières dangereuses 
utilisées au travail (SIMDUT) 2015

SIMDUT.org1-800-668-4284 
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11. The Dangers of Beauty
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DU 

101



DU 

102 



DU 

103 

1. 

2. 

3. 

4.
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5. 

6. 

7. 

8. 

9.
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10.





DU 

107 

12. Disaster! Exploding Toilets!!

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. 

2.



DU 

109 





DU 

111

13. I’m hurt! Now What???

Workplace Accident Reports / 

Applications for Benefits 
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1. 

2. 

3. 

4. 

5.
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6. 

7. 

8. 

9. 

10.
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11.
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WORKERS REPORT OF INJURY 
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1. 

2. 

3. 

4. 

5.
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6.
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14. Apprenticeship by the Numbers
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http://www5.statcan.gc.ca/cansim/search-recherche?lang=eng&searchTypeByBalue=1&pattern=477-0053&p2=37
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1. 

2. 

3. 

4. 

5.
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6. 

7. 

8. 

9. 

10.
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11. 

12.





In this section of the workbook, 
you can give your skills a boost 
by reviewing some essential 
skills basics.  

Build your 
essential skills!es b

ooster

es b
ooster

Build your 
essential skills!



Document use 
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1. DOCUMENT USE BOOSTER – ENTRY

FORMS

Entry forms are a very commonly used type of 

document. This booster explains some of the 

basic conventions and uses of entry forms. 

ENTRY FORM BASICS 

 

 

 

 

 

USING ENTRY FORMS

 

 

o 

 

o
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o 
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TIPS FOR FILLING IN AN ENTRY FORM

 

o 

 

o 

o 

o 

o 

o 

o 

o 

o 

 

o 

o 

 

o
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SOME TERMS COMMON TO ENTRY FORMS
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2. DOCUMENT USE BOOSTER –

FLOWCHARTS 

A flowchart shows a sequence of steps in a 

process. Flowcharts are designed to be easy 

to read. They are also intended to show an 

entire process “at a glance.”  

HOW FLOWCHARTS WORK 

 

 

 

 

 

BASIC FLOWCHART SYMBOLS

 

o 

 

o
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o 

o 

o 

 

o 

o 

o 

USES OF FLOWCHARTS 

 

 

 

 

 

 





In this section of the workbook, 
you can Check your answers for 
the Essential skills workouts 
you completed! 

answers from the 
es workout!

ANSWER 

KEYANSWER 

KEY answers from the 
es workout!
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0. Matching Tasks and Skills

Use the answers below to check your work.

RT, DS,DU, 

TS1 & 5 

RT, DU,W, 

TS5 

DU, DS,RT, 

TS2 

N, TS2, OC, 

TS2, 4, 5, 

DU, N, RT, 

DS, WWO, OC 

OC, WWO, 

DS, W, TS1 & 

4 

TS1, 6, 4, 

CL,N, OC 

DU, TS1, N, 

DS 
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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
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0. b WORKPLACE 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 
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1. Your SIN Card

Can’t get work without it! 

Use the answers below to check your work. 

1. 

5 years 

2. 

John Doe

3. 

Hair and eye colour
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Ms. Sample 
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Mr. Doe 
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2. MMH

Use the answers below to check your work. 

1. 

Manual Materials Handling 

2. 

Because it is a common cause of occupational fatigue and lower 

back pain 

3. 

Your legs 

4. 

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. 

If the load is heavy or awkward 

6. 

Using handles and lift aids 

7. 

carry 

8. 

Tucked in to your chest 

9. 

 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. 

Canadian Centre for Occupational Health & Safety 
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3. Stories in Blue
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1. 

100 ft. x 40 ft. 

30.48 m x 12.19 m

2. 

6 

3. 

6.10 

4. 

Answers will vary but to be considered correct should include idea 

that shade affects plant growth 
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1. 

Kitchen sink and cabinets 

Bathroom sink and cabinets 

2. 

34 in. 
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3. 

Plywood 

¼ in. plywood 

4. 

¼ in. 

5. 

24 in. 

6. 

35 ¼ in. 

7. 

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.  
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8. 

¾ in. x 1 in. 

Length will be about 85 in. 

34 in. + 17 in. x 3  

9. 

Slots to hold drawers 

10. 

About 85 in. 

11. 

three 
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4. Puzzles in Patterns

1. 

3 

2. 

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

French information 

3. 

8 

4. 

11 
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5. 

A type of fabric suitable for making the pillows 

6. 

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. 

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

8. 

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. 

B and C 

D and E 

F, G and H 
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10. 

A. 

18 x 18” 



TIME/PERIOD MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY 

ATD 1001 

OR 

Fri. @ 11:20 

ATD 1015 

ATD 1005 

OR 

TR @ 9:40 

ATD 1005 

OR 

Wed. @ 9:40 

ATD 1001 

OR 

Wed @ 8:00 

ATD 1020 ATD 1010 

ATD 1025 
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2. 

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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5. Go With the Flow

1. 

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

2. 

Industry (employers and employees) identifies national support 

for Red Seal designation. 

3. 

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

4. 

Five: 

1. Determine that the minimum number of jurisdictions have

the trade designated for apprenticeship
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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. 

Two 
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7. What’s in a Picture?

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. 

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 
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Government of 

Canada 

Statistics 

Canada 

EDC 

Export 

Development 

Canada 

Government of 

Canada

Government of 

Canada 

Canadian Air 

Transport 

Security 

Authority 

CATSA 

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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1. 

31 billion 

2. 

720,000 

3. 

185,000 fewer workers will be needed. 

4. 

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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1. 

5 

2. 

Emotions 

Feelings 

Associations 

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. 

baskerville 

5. 

Futura 
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6. 

Sans serif 
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8. Timepieces

1. 

8-10

2. 

Young adults and adults 

3. 

Older adult 

4. 

7 

5.
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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. 

Answers will vary according to age and experience.  

Sample answers for a teen (14-17 years) are shown here: 

1. 

8.4 h 

3.6 h 

3 h 

3.4 h 

Eating & 

drinking 

Grooming 

Travelling 

2.2 h
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2.
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9. Stayin’ Alive

1. 

Three. Chemical goggles, resistant gloves, respirator (“do not 

inhale vapours or mist”) 

1. 

Dupont. 

5 

2. 

Teflon: “thermal resistance”  

and  

Nomex: “high temperature resistant” 
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3. 

NFPA 1991 

and  

CE Type 1 

4. 

Kevlar: “resistance to cuts”  

Tychem: “tear and puncture resistant” 

Workmaster: “mechanical resistance” 

5. 

The weakness is that is has poor physical strength. This is 

managed by combining it with other materials. 

6. 

two or more 

7. 

Kevlar: “resistance to bullets or flying fragments” 
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10. Chemical Caution

1. 

1. Eat

2. Drink

3. smoke

2. 

Protective gloves 

3. 

Take it off and wash it 
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1. 

 



 



 



 °
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11. Dangers of Beauty

1. 

X-TREME GLAMOUR HS KLEARKOTE

2. 

protective gloves/protective clothing/eye protection/face protection 

3. 

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

Keep cool. Store locked up. 

4. 

Yes. Flammable icon and Hazard Statement says “Highly 

flammable liquid and vapor.” 
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5. 

Category 3 

6. 

Rinse skin with water/shower 

7. 

5 STAR XTREME 

8. 

www.5starextreme.com 

9. 

The product is intended to be used as an Automotive Refinish 

Clear Coat  

10. 

1 to <5 
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12. Disaster! Exploding Toilets!!

Use the answers below to check your work. 

1. 

2011 

1.9 million 

Units recalled in 

Canada 

8400 

October 1995 

End of manufacturing 

period 

2. 

Some ideas are shown beside each picture 
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Shouldn't have had all those beans! 

 Science experiment gone wrong!

I told you I didn’t want to clean the 

bathroom! 

Risky business 

This could get messy

Short cut to disaster 
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Don’t be late for work!

The big OUCH!
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13. I’m hurt! Now What?

Workplace Accident Reports / 

Application for Benefits 

1. 

Ryan Jones 

2. 

123 

3. 

divorced 

4. 

Right hand 
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5. 

Yes. In #12 Past Injuries 

6. 

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. 

No. He didn’t complete the section where you are supposed to list 

witnesses. 

8. 

February 6, 2017 

9. 

Afternoon of February 6
th

 to February 8
th

. 

10. 

gloves 
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1.
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1. 

2015 

2. 

Details on lost time claims 

3. 

50 - 54 

4. 

Fishing and trapping 

5. 

Accommodation, food and beverage 
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6. 

13%  

Calculation:  

Total claims = 232,629  

15-19 + 20-24 = 8155 + 22052 = 30257

30257 / 232629 x 100 = 13% 
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14. Apprenticeship by the Numbers

Registered apprenticeship training, by major trade group 

2010 2012 2014 

 REGISTRATIONS NUMBER 

Total - major trade groups 430,452 444,672 451,140 

Automotive service 45,870 41,826 42,225 

Carpenters 51,516 49,218 45,915 

Early childhood educators and assistants 
7,974 8,118 7,623 

Electricians 66,120 67,023 70,851 

Electronics and instrumentation2 6,087 6,066 7,314 

Exterior finishing 14,184 13,710 13,695 

Food service 18,708 20,856 21,210 

Hairstylists and estheticians 20,259 19,392 17,541 

Heavy duty equipment mechanics 12,429 13,914 15,651 

Heavy equipment and crane operators 11,769 13,251 14,793 

Interior finishing 18,327 18,111 18,387 

Landscape and horticulture technicians and 
specialists 3,198 4,074 4,665 

Machinists 10,641 9,579 9,240 

Metal workers (other) 8,637 10,059 12,324 

Millwrights 12,036 12,255 12,549 

Oil and gas well drillers, servicers, testers 
and related workers 5,244 4,731 4,221 

Plumbers, pipefitters and steamfitters3 44,835 45,774 45,168 

Refrigeration and air conditioning 
mechanics 7,779 8,103 8,334 

Sheet metal workers 8,751 8,445 8,358 

User support technicians 19,605 26,481 21,306 

Welders 16,650 18,738 21,378 

Other major trade groups1 10,881 14,775 17,160 

Notes: 

Totals may not add up because of rounding. 

The major trade groups referenced in this table are a special grouping created from the National 
Occupation Classification (NOC). 

Source: Statistics Canada, CANSIM table 477-0053. 

Last modified: 2016-09-08. 
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1. 

electricians 

2. 

electricians 

3. 

carpenters 

4. 

2010 

5. 

2010 

6. 

electricians 

7. 
+939
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8. 

2.1%

9. 

Electrician 

Carpenter 

Automotive service 

10. 

Electrician 

Carpenter 

Automotive service

11. 

Welders are needed in almost every industry. 

Currently there is an increase in demand in manufacturing, 

shipbuilding, mining etc. These industries all need welders so 

more jobs available for trained welders. 

Welders can’t be replaces by automation. 

Can support opinions by researching online.  

Sites such as www.gowelding.org  have good information as does 

the job bank www.jobbank.gc.ca  
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12. 

Global drop in the oil and gas industry due to oversupply. 

Decrease in available work in Canada – especially in drilling 

new wells and in the oil sands developments. 

Lack of pipelines to move oil to market. 

Check stats on drilling activity and jobs by using websites such as: 

www.careersinoilandgas.com  
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1. DOCUMENT USE

SKILL TESTING QUESTIONS 

Try the 11 questions below then check the 

answer key to see how well you did. 

1.
Go Cart Disc Brake 

2.



DU 

200 

3.
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4. 

5.
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6. 

Push-Off Increase Speed Setting Up Attempt Trick Land/Stop 

7.
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8. 

Inventor Fair Schedule: Saturday 
Main Stage Performances Speakers  

11 am Robotics Drone Wars John Feris, 
airplane maker 

12 pm Virtual Bike Power Racing David Kelly, 
vehicle pioneer 

1 pm Light and Sound Swap Your 
Collectibles 

Megan Yates, 
techie 

2 pm Robotics Lost in Space Emily Gomez, 
robo designer 

3 pm Life Size Rabbit 
Trap 

Hardware 
Phenomenon 

Joe Lam, 
Cool Devices 

4 pm Cool Tools Totally Electric Tim Collins, 
rocket hobbyist 

9.
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10. 

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 

11.
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2. Document Use

Skill Testing Questions 

Answer Key 

How did you do on the 11 questions? 

1. 

a) 4 and 5

2. 
b) East exit

3. 

c) JL12MT15

4. 

a) 30%
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5. 

c) 24

6. 
a) Push off, increase speed, setting up

7. 

b) 3

8. 
c) Drone Wars, David Kelly, Robotics

9. 

b) 100 cm
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10. 

c) Unlimited international text

11. 
c) Sunday
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