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In the 90s there has been a growing interest in the general job-related skills that 
individuals bring from school to employment. It has increasingly been seen that these skills 
are a crucial factor in the economic growth of a country (Reich, 1991; OECD, 1995; 
Secretary's Commission on Achieving Necessary Skills, 1991; McLaughlin, 1992). At the 
same time the suite of indirect indicators that had traditionally been used to index skill - 
most notably years of educational attainment - were demonstrated to be less powerful than 
direct measures (see particularly the adult literacy studies: Montigny, Kelley & Jones, 1991, 
for Canada; Kirsch, Jungeblut, Jenkins & Kolstad, 1993, for the United States,1994; Jones, 
1995a and 1995b, for an international perspective). 

While the technology for measuring the literacy of the general adult population has 
been well-developed (Kirsch, Jungeblut, Jenkins & Kolstad, 1993; Montigny, Kelly & Jones, 
1991), and its importance in economic growth noted, the studies of job-related skill have 

. 	pointed to other skills that may be equally important (Australian Education Council and 
Ministers for Vocational Education, Employment, and Training, 1993; Oates, 1992a. It is 
understandable then that there is interest in applying the measurement knowledge gained in 
the literacy studies to a wider range of skills. The purpose of this paper is to set out a plan 
for the development of tests of such a broader range of skills. 

The paper consists of three broad sections: 

• Identifying the skills to be included in the test 

• 	Establishing levels for the skills 

• 	Details of the skills by level 

It concludes with a brief discussion of strategies for measurement. 

WHY CALL THEM 'BASIC' SKILLs 

Historically, 'basic skills' has referred to reading, writing, and numeracy. These are 

basic in several senses. They are viewed as the foundation skills for education, the principal 

g();ils o cirT\' elementary schooling. Most other school subjects assume the ability tO rcid 

S 
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Canadian Basic Job Ski//s Test 

. 	Mid write and many assume mathematical competence. 1  They are also basic in that they 

form part of other activities and may be crucial to successfully carrying out those activities, 

but are seldom separately evaluated, once they have been acquired in early schooling. 

For a number of reasons, this narrow notion of basic skills began to be questioned. 

Workplace literacy researchers found that school notions of reading, writing, and arithmetic 

were not appropriate for the tasks that adults did (Sticht, 1978; Mikulecky, 1982). And while 

researchers looking at adult job performance knew that reading, writing and numeracy were 

necessary for successful performance, they also found that they were not sufficient, that 

other skills were also needed (Carnevale, Gainer & Meltzer, 1988 seems to have been 

particularly influential). And so now there are new terms and new conceptions of basic 

skills. 

Although 'basic skills' is the most common term in the literature, others are used to 

cover much the same notion in its newly extended meaning. Because these skills are almost 

always discussed in an transition from school to workplace context, they are often referred 

to as 'employability skills'. Though this term is sometimes limited only to those skills 

necessary for job entry, it usually covers skills thought necessary to retain jobs and to secure 

advancement. Skills lists that are labeled as employability skills almost always include some 

that relate to attitude and work habits 2; that these skills are of a different kind than the 

traditional basic skills is not often explicitly acknowledged. In a few studies some aspects of 

basic skills are called 'enabling skills', expressing the view that these skills are not, in and of 

themselves, essential for employment, but that they are necessary to learn or use other skills 

that are essential (reflecting the original basic skills notion). Often basic skills are referred to 

as 'generic skills', stressing the idea that they are part of a wide range of occupations and 

that they are important because they are part of other skills, but there is some unease with 

using this term, because generic also implies that they are the same everywhere. Because 

'That is, the teaching of history assumes that the students are capable of reading (at some level), but 
the teaching of reading does not assume any historical knowledge. Indeed, some approaches to 
reading instruction are designed to assume no specific knowledge or information on the students' 
part, though this is changing. 

?When these attitude and motivation skills are added to the lists, there is seldom any research 
presented, other than surveys of the opinions of employers, to support them. The difficulty of 
researching such skills is exemplified by the reports on the Meaning of \Vork (MO'') and Work 
Socialization of Youth (WOSY) projects in Klcinbeck (1987). 
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• 	thcre is considerable effect of context in the application of basic skills, 'generic' may be a 

term that is potentially misleading. In the United Kingdom these skills are called 'core skills' 

and in Australia 'key compctencies'. In the title of the main basic skills project in the United 

States, the SCANS 3  project, they are called 'necessary skills', but this term is seldom used in 

the body of the various reports from that project. These variations were often chosen to 

meet specific local circumstances; there appears to be no systematic relation between the 

choice of term and the way these skills are conceptualized. 4  This backgrounder uses 'basic 

skills' as it is the most common term. 

Ti w NoTIoN(s) OF BASIC SKILLS 

The most influential Canadian study of basic skills, the Conference Board of 

Canada's Emplojabi/ify Ski//c Profile (McLaughlin, 1992) tells us that these skills are those that 

allow individuals: 

to maximize their productivity, participation and personal 
satisfaction when they enter the workplace; and 

to meet the current and future needs of employers for skilled 
entry-level employees. 

A definition such as this describes the consequences of the skills, but does not provide a 

criterion for directly identifying what skills these might be. 

Some similar sorts of criteria are offered in many of the studies. The SCANS report 

in the United States (SCANS, 1991), for example, speaks simply of skills needed for 

employment, particularly those needed for employment in high-performance workplaces, 

leaving the concept 'needed for employment' largely unexamined. In practice, when it set 

Out to examine these skills in particular jobs, the SCANS researchers used a concept of 

criticality to judge whether a skill was needed. 

Similarly, the British National Council on Vocational Qualifications (Oates, 1992a) 

says that the core skills are those which: 

3SCANS is the acronym for the Secretary's Commission on Achieving the Necessary Skills (the 
Secretary being the U. S. Secretary of Labor). 

.4, i'hc exception is that those projects that deal only with the traditional basic skills, reading, writing, 
and numeracy, all use the term basic skills. 

ii February, 1996 	 Page 3 



. 

S 



Canadian Basic Job Skills Test 

irc common and applicable to a wide range of contexts, and 

re an important part of effective performance in those 
contexts. 

The NCVQ researchers also suggest that core skills are important for the transfer of 

Icarning to new contexts (Oates, 1992b), though this does not seem to have been used as a 

criterion in their development work. 

The most elaborate definition of basic skills (in their terms 'key competencies) is 

offered by the Australians (Australian Education Council, 1993): 

Key competencics are cornpetencies essential for effective 
participation in the emerging patterns of work and work 
organization. They focus on the capacity to apply knowledge 
and skills in an integrated way in work situations. Key 
Compctcncies are generic in that they apply to work 
generally rather than being specific to work in particular 
occupations or industries. This characteristic means that the 
Key Competencies are not only essential for effective 
participation in work, but also essential for effective 
participation in further education and in adult life more 
generally. 

In sornc cases the studies distinguish two (or more) types of basic skills. Hull and 

Sechler (1987) distinguish those skills needed for job entry from those required for job 

progression. Most basic skills studies, either explicitly or by default, regard these as the 

same skills 5 . 

Some divide the skills into two groups, one foundational to the other, re-creating, 

with new terms, the old concept. The SCANS project, for example, identified a set of three 

foundation skills, which are necessary for the achievement of the five competencies which 

are the direct link to workplace success (see below). The Premier's Council of Ontario 

provided a useful graphic representation of this concept (Figure 1), referring to basic skills 

as the 'set of skills that will create the "platform" from which other skills may be developed 

over a lifetime' (1990: 4). 

5Literacy researchers have frequently noted that the level of reading ability required to get through 
the hiring process is often higher than that required to carry out the job itself (Levine, 1986). This 
does not appear to be what I lull and Sechlcr have in mind; they argue that there are different skills 
required, not different levels of skill. 
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S L JOb 	
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Specific Skills 

Analytic 	 PORTABLE WORKPLACE SKILLS/  

Technical 	Sowing InterPe\ 
Problem 	Workplace 

BASIC S KILLS 	/ 

/101 

Reading Ability 
Skills and Writing Mathematics  to Learn C 

RTABLE 

Figure 1. The basic skills triangle developed by the Ontario Premier's Council. It 
emphasizes the role of basic skills in supporting more job-specific skills. The 
portable skills are the ones that are proposed for testing in the Canadian Basic Job 
Skills Test. 

Of these definitions, perhaps the most useful are those which emphasize the role of 

basic skills in performing or learning tasks that are directly job related rather than ones that 

focus on the basic skill itself (the Premier's Council scheme, for example, makes this clear). 

Of all the skills that might be identified as basic, the one most well-studied in workplace 

settings is reading. All workplace literacy studies emphasize that reading is important 

because it contributes to effective job performance and that workers who are the most 

effective performers are those who understand the contribution reading makes to their job 

(see particularly, Mikulecky and \Vinchester, 1983; Mikulecky and Ehlinger, 1986). 

The research on literacy 6  clearly indicates that attempts to study or identify skills out 

of context can only mislead. Reading cannot be done without reading something and that 

something is not a generic something. Thus if we were to refer to reading as a generic skill, 

we would have to recognize that it is generic only in an abstract sense, not in an individual 

sense. That is, when a truck driver reads a waybill to find out where to deliver cargo and a 

1'The research on workplace literacy seems to have had little impact on the work on basic skills. 
• 	11icre are few references (some of the SCANS reports being notable exceptions) to workplace 

literacy, except in the work of Taylor and Lewe (1990), who are literacy researchers expanding into 
basic skills work. 
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• 	iiursc reads a chart to find out what medication to give a patient, the reading task is 

•rnalytically much the same. But we would not expect the truck driver to select the medicine 

or the nurse to deliver the cargo. 

The research in workplace literacy adds an additional dimension to the basic skills 

work. Some of the work on skills has urged attention to context, but there has been little 

detailed work. The most explicit discussion is in the work of the Hudson Institute (Drouin, 

1990), where it is clearly suggested that basic skills (their term is enabling skills) would differ 

in different occupational clusters, but the report provided only illustrations of this idea, not 

a careful analysis of any occupations. 

Many of the studies use, implicitly or explicitly, empirical, quantitative criteria to 

determine what skills are basic. That is, they start from a broad definition ('common and 

applicable to a wide range of contexts') and then survey (through interviews, questionnaires, 

and observations) workers / supervisors / experts to determine what skills are common. 

Those that pass some test of 'frequent enough' qualify for inclusion in the final list of basic 

skills. The work is largely athcoretical, in that what one is left with is a catalogue rather than 

in an;ilysis of how skills fit into work. 

A more complex, and considerably richer, concept was offered by the Australian 

researchers, who used nine criteria to construct (their word) their key competencies (Table 

1). At another point, these researchers say that Key Competencies must meet the criteria in 

Table 2. 

Clearly, some of these principles reflect the status of the Key Competencies as 

guidelines for education rather than for job analysis, but two characteristics are common to 

each of them: integration (they cannot be studied or analyzed in and of themselves) and 

application (rather than knowledge). Similar principles seem to have informed the 

development of the Core Skills (National Council on Vocational Qualifications), but they 

are not so explicitly articulated in that work. 

Two of the Australian criteria (Table 2) are particularly important: that the skills are 

ones that can be learned and can be credibly assessed. If the skills are to function either as a 

framework for testing or curriculum development - the explicit goal of many of the skills 

p' ccts - then these must he toremost in the criteria. The traditional lasic skills easily mivt 
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Part of general education, Kcv Competencics arc essential elements ot a gelicril 
but not the whole 	education but do not displace the broader purposes of general 

education in developing young people as individuals and 
members of Australian society. 

Essential and generic to The set of Key Competencies should be confined to those 
work in the future 	capabilities that are essential for young people entering any 

sector of work in the future, including both unpaid and 
volunteer work. 

Of value to all young 	The set of Key Competencies has value for all young people 
people regardless of post- regardless of the pathway they fo!low in the postcompulsory 
compulsory pathway 	years. 

Cross-curricular The set of Key Competencies does not constitute a curriculum 
or set of subjects, nor do individual Key Compctencics relate 
only to particular subject areas. Rather, the Key competencies 
can be developed and applied across the range of areas of 
learning comprising the curricula of school and training 
programmes. 

Able to be developed in a The set of Key Competencies can be taught and learned 
wide range of settings through the variety of educational and training settings and 

programs currently available to young people in Australia. 

Focus on outcomes The Key Competencies describe outcomes of learning rather 
than processes by which these outcomes may be achieved. 

Assume a foundation of The Key Competencies assume a basic knowledge, skills and 
knowledge, skills and understanding which need to be integrated and applied to 
understanding achieve a purpose or complete a task. 

Focus on application Central to the concept of competence is the application of 
knowledge, skills and understanding in a integrated way; 
competencies do not constitute bodies of knowledge as such. 

Integrated in practice The integrated nature of the Key Competencies and the way in 
which they are applied in work activities means that, in 
practice, they overlap with each other to some extent. 

Table 1. Principles for Constructing Key Cornpetencies (Australian Education Council, 
1993) 

these criteria, but some of the others - particularly those added to employability skills lists - 

are more difficult to envision in such a framework. 
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0 	Kcv c nyftflcIcs m(ist: 

• be essential for preparation for employment; 

• be generic to emerging patterns of work and work organizations; 

• equip individuals to participate effectively in a wide range of social settings and 
adult life more generally; 

• involve integration and application of knowledge and skills; 

• be able to be learned; 

• be amenable to credible assessment. 

Table 2. Criteria for Key Competencies (Australian Education Council, 1993) 

A review of the literature on recent work on basic skills Uones,  1993) suggests that 

the following criteria are the ones that should guide the identification of skills for a basic 

skills assessment. 

1. They are skills that can be learned 

Certainly the original concept of basic skills was related to skills learned in 

Jcmcntary education. We generally think of early elementary education as 

providing these basic skills which will then be used to learn other skills. It is 

clear that we assume they are not inborn, because we devote so much time 

to their teaching. 

It is also their learnability that makes then 'generic' (another term used to 

refer to these skills). We assume that they form some component of every 

occupation. 

2. They are used to facilitate other activities 

This one of the senses of 'enabling' that is used to refer to these skills. Many 

job tasks would be difficult to carry out if the individual did not have the 

basic skills to support the overall function. This also means that the basic 

skills themselves are not 'the job'. 

3. They are important in learning new skills 

This, of course, relates again to the original concept of basic skill. The way in 

which new skills are taught, often assumes competence in basic skills 
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. 	 (reading, writing, problem solving). It may also be that the best way to learn 

is through the use of these skills. Increasingly writing is being seen as a way 

of facilitating learning, as well as a way of documenting learning. 

It also seems likely that the basic skills are those that facilitate transfer of skill 

from one setting to another (Oates, 1992b). Such transfer should be 

regarded as itself a form of learning. 

4. They are skills than can be measured 

If we could not measure whether or to what extent someone has 

competence in a basic skill, then we could not use it as a standard. Such skills 

are properly measured on a scale, not on simple presence or absence. There 

have been a few attempts to develop scales for the skills. These generally 

have in common the underlying sequence 'use - select - create'. It may even 

be that what distinguishes basic skills from other kinds of skills and from 

knowledge is that they can be put on such a scale. 

There is an element of relativity in this criterion. Our ability to measure skill, 

ability and knowledge is always improving. For example, our techniques for 

measurng problem solving have become increasing sophisticated and 

reliable in recent years. It may be that there are still others that we may learn 

to measure reliably. However, the task to develop tests for the skills that can 

be measured now and not to speculate about those that might come to be 

measured at some later time. 

TilE SKILLS THAT MEET THE CRITERION 

The skills that have appeared in various basic - employability - generic skill lists that 

meet these criteria are the following. 

Problem solving 

In some ways, this may be the most basic skill as the others that we are 

proposing are often exhibited in a problem-solving context. One of the 

important conceptual advances of workplace literacy, for example, was to 

scc that most workplace reading was deeply embedded in problem-solving 

ID activities. In many ways, all interesting occupational tasks involve aspects of 

problem-solving. However, it is important to separate problem-solving, even 
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• 	 if only to get a better fix on the other basic skills. It is clear that problem- 

solving fits easily into the use-select-create scale (Do you use standard 

strategies to solve problems at work? Do you have to decide what strategies 

are best to use to solve problems at work? Do you ever invent new ways to 

solve problems you face at work?). It is often the case that the level of 

problem-solving skill sets a limit to how well someone can utilize their other 

basic skills. 

Reading 

Reading is probably the skill most often considered a basic skill. It is 

undoubtedly the most well studied, with a rich literature of workplace 

literacy. A fundamental principle of these studies is that reading is highly 

embedded in other activities - seldom occurring for its own sakc - and that 

its importance is that it supports and enables these other activities to move 

ahead efficiently. As workplace training grows, more companies and trainers 

are finding that lack of high reading skills is a significant barrier to training, 

signaling its importance in learning. The adult reading test used in the 

Statistics Canada national literacy study is based on an underlying use-select-

create model of difficulty (as is the test used in adult literacy surveys in the 

United States). 

Numeracy 

Numeracy is a traditional basic skill, but unlike reading at work, it has 

been much less studied as an adult skill. There seems little doubt that it plays 

an important role and that many workplace tasks require some numeracy 

skill. \Vorkplace reading studies early discovered that there were important 

differences between the kind of reading skill required at work and those 

developed at school; there have been too few studies of adult numeracy to 

know whether this is the case (though the few that have been done suggest 

that this is so). As a consequence, most of the literature on adult's use of 

arithmetic has assumed a school model. The test will have to be sensitive to 

the possibility that this is an inadequate model. 

S There is no doubt that many of the new workplace procedures assume 
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• 	 mathematical skill. Equally there is no doubt that a lack of confidence in the 

nurneracy ability of workers is inhibiting the introduction of these 

procedures. 

Writing 

Writing is often included in workplace literacy studies, but is often 

accorded less attention than reading. In terms of our understanding of how 

it fits into work activities falls somewhere between our understanding of 

reading and our understanding of numeracy. What we do know is that it 

must be seen not as an activity in and of itself, but as a component of other 

activities. Writing is less often viewed as a tool of learning (it is more 

frequently used as a means of demonstrating that learning has occurred). 

Writing researchers, however, have recently begun to explore how it may 

have a more direct role in learning, as a tool for reflection. Measurement 

models for writing are well-developed. Most of them, however, have focused 

on the 'create' end of the Continuum and arc designed to be used with 

typical school writing. 

Oral Communication 

The importance of oral skills have been ignored traditionally, particularly 

in North America. It is likely the case that it was widely assumed that 

individuals differed little in their oral skills (particularly listening). The 

speaking side of oral skill was often thought of only as public speaking, not a 

skill believed to be broadly required. Nonetheless the importance of oral 

skills as part of competent work performance is obvious. The ALBSU report 

on basic skills (Atkinson and Spilsbury, 1993) found that oral 

communication was a key component of many jobs. It is, of course, the 

primary skill in most workplace learning. Because there has been little 

research on ordinary oral skill, it will be more difficult to find ready models 

for developing measures, but it would be improper not to include oral skills 

in a basic skills study. There may be some guidance in the large literature on 

measuring oral skills in second language, particularly as it concerns 

communicative competence. 

11 February, 1996 	 Page 11 



. 



Canadian Basic Job Skills 7th 

• 	 'ihese five form the core of any basic skills concept. There are, however, other skills 

thu hu'c been proposed as part of various schemes which appear to have many 

characteristics of these skills. To err on the side of inclusivity rather than exclusivity, it will 

be necessary to also work with these additional skills. 

In formation technology 

It is not clear whether the use of information technology is a separate 

skill or simply a new context in which the other basic skills now occur. Much 

of the use of this technology replaces old ways of writing, carrying out 

numeracy, and presenting texts to be read. There may, however, be new 

skills involved and it is important not to let the opportunity to see if this is 

the case slip by. Technology does meet other criteria. It is a tool to 

accomplish other tasks, not task itself. If one focuses on software (rather 

than hardware) it is possible to place many of the activities on the use (Fill in 

the form on the screen), select (Determine which program to use for a 

particular task), and create (Design a program to provide estimates for 

repairing a car) scale. 

\\Tcrking  with others 

In this, and in the next skill, it useful to note that any measure we 

develop might well measure frequency or opportunity as much as it 

measures competence. Oates (1992a) does suggest a competence scale (use - 

agree - lead) for this skill, but the details of the measurement model he gives 

is sketchier here than for other skills. The recommendations for this and the 

next are more tentative than for the core basic skills. 

Ability to learn 

All forecasts indicate that there will be an increasing need for adults in 

the labour force to acquire new skills. The ability to make use of education 

and training opportunities will surely be an important asset. The caution on 

the possibilities for working with others is appropriate here, too, though 

1)0th occur in many lists as a desirable skill. Oates' (1992a) proposals provide 

• 

	

	 the only guidance, as there has been little other measurement work on 

h';irning. Surveys of adult learning (Couillard, 1993) suggest that learning 

11 February, 1996 	 Page 12 



0 

0 



canadian Basic Job Ski//s 1 esf 

• 	 itself does not occur very often. For example, in the Statistics Canada - 

Lmployment and Immigration Canada study, only an estimated 17% of the 

Canadian adult population participated in an education or training activity of 

some kind in 1990. 

SCALES OF SKILL 

It is not only important to identify the skills to be studied, it is also important to 

specify, at least initially for item development purposes, the nature of the difficulty 

continuum that underlies each of the skills. Above, it was noted that many of the skill 

discussions in the literature are based on a 'use - select - create' difficulty notion, explicit in 

some, implicit in others. This section provides a more detailed review of other proposals 

and sets out a model for the development of the scales for the Canadian Basic Job Ski//s Test 

(CBJSI). 

Are the same 	Are the same 

Skill Framework criteria used to 	number of 
establish levels 	levels used for 

• 	 for each skill? 	each skill? 

Key Compctcncies (Australia) 	 Yes 	 Yes 

SCANS (United States) 	 Yes 	 Yes 

Core Skills (UK) 	 No, though 	Yes 
they are similar 

NY Council of Regents 	 Not specified 	Yes 

WorkKeys 	 No 	 No 

Adult Literacy and Basic Skills Unit (UK) 	No 	 No 

Table 3.Kcy characteristics of level structure for major basic skills frameworks. 

It is convenient to organize the discussion around some of the key differences 

among the proposals. It appears that there are two of these: are the same criteria used to 

establish the levels for each skill and, if not are there the same number of levels for each 

skill. Table 3 lists the skills frameworks to be discussed and notes the key characteristics of 

each. 
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The Key Competencies framework developed in Australia uses a relatively simple 

three level system, based on the 'use - select - create' model. The full descriptions are 

(Australian Education Council,1993): 

Performance Level 1 describes the competence needed to 
undertake activities efficiently and with sufficient self- 
management to meet the explicit requirements of the activity 
and to make judgments about quality of outcome against 
established criteria. 

Performance Level 2 describes the competence needed to 
manage activities requiring the selection, application and 
integration of a number of elements, and to select from 
established criteria to judge quality of process and outcome. 

Performance Level 3 describes the competence needed to 
evaluate and reshape processes, to establish and use 
principles in order to determine appropriate ways of 
approaching activities, and to establish criteria for judging 
quality of process and outcome. 

Table 4 reproduces the specification of one skill, collecting, analyzing and 

organizing information; this should provide further explication of the three levels. 

While the Key Competencies system is admirable for its consistency and clarity, 

evidence from several studies suggests that three levels are too few to capture the diversity 

of basic skill demands across a range of occupations. The Key Competencies system has 

never been tested in an empirical study and so it is not known how adequate it would be. 

As a methodological guide, however, one would normally opt for starting with a system that 

might have too many levels, rather one that might have too few. Levels can be 

consolidated, but it is difficult to split levels after data has been collected. But defining 

additional levels - undoubtedly the additional ones must fit between the Key Competencies 

levels - in a consistent, coherent manner is no small challenge. 

S 
11 February, 1996 	 Page 14 



S 

0 



O 
	

. 	
. 

PERFORMANCE At this level a person: Some applications of Collecting, Analyzing and Organizing 
LEVEL information at this level are: 

follows existing guidelines for the collection, analysis and accessing routine personnel information from a computerized 
organization of information; and database; 

accesses and records information from given sources; and filing invoices using file numbers and names; 

organizes information into predetermined categories; and determining tolerances from a book of technical specifications 

checks information for completeness and accuracy. updating a telephone and address index; 

determining from committee members an optimum meeting date; 

finding examples of the music of a particular Composer 

clarifies the needs of the audience and the purposes of the establishing requirements of members of a group tour; 
information; and preparing a training plan; 

2 accesses and records information from a variety of sources; and . 	 . 	 . establishing an information base for selecting a child car restraint; 
selects categories or structures by which to organize information; . 	 . establishing requirements for materials and, equipment from and building specifications. 
assesses information for relevance, accuracy and completeness. 

defines the needs of the audiences and the purposes of the establishing a database of decisions, agenda papers and 
information; and information for a committee which meets regularly; 

3 critically investigates sources to identify and distill relevant using records such as profitability, consumer demand and 
information; and seasonal variations to plan offerings in a cafe; 

identifies within information the main organizing categories and establishing an information base of travel services in an overseas 
strictures; and location; 

evaluates the quality and validity of Information, undertaking a literature search on family patterns in Australian 
society. 

Table 4. Levels for Collecting Analyzing and Organizing Information basic skill (key competency). (Australian Education Council, 1993) 
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\NS (Secretary's Commission on Achieving the Necessary Skills) 

Part of the SCANS skills project, though less publicized than the skills list itself, is a 

list of levels of proficiency 7. These levels are not defined in the SCANS report, only listed 

and illustrated, as shown in Table 5. Five levels were used in the report of a series of job 

analyses using the SCANS framework (Pelavin Associates n.d.), but these are not closely 

referenced to the proficiency levels, at least in the report. Here the top level is simply called 

'higher' and the bottom level 'lower'. There was no research attempt to judge whether the 

level descriptions were appropriate rather the goal was to 'illustrate various levels of 

difficulty for the SCANS skills by identifying tasks that could serve as exemplars' (Pelavin 

Associates, n. d., 1-11). 

Proficiency Level Performance Benchmark 

Preparatory Scheduling oneself 

Work-ready Scheduling small work team 

Intermediate Scheduling a production line or substantial 
construction project 

is 	Advanced Developing a roll-out schedule for a new 
product or production plant 

Specialist Developing algorithm for scheduling airline 

Table 5. SCANS proficiency levels using managing time as an example 
(SCANS, 1991). 

The weak development of levels in the SCANS work provides little basis for 

developing levels for a test. The exemplars developed in the Pelavin project, however, do 

provide a considerable collection of material that can be exploited in thinking about the 

levels. An example from one display, one concerning the one of the Information 

Competencies, Interprets and Communicates Information, is presented in Table 6. One of 

the problems with the SCANS levels is that the labels do not describe the content of the 

level, but its relation to work requirements; because of this, a particular skill proficiency 

might change levels as work requirements change. For example, something that might have 

been Work-Ready some years ago (perhaps, being able to do simple arithmetic) may now be 

!1iese levels play a very small role in much of the work stimulated by SCANS. For example, none 
of the articles in a report on teaching the SCANS competencics refers to the levels (SCANS, 1993). 
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Preparatory. This presents problems for job descriptions and for tracking how jobs change 

and, of course, for developing criteria for a test. 

1-JIGHER Indisty Training Specialist: Develop and conduct training program - receives an - 
assignment to develop a training program; prepares a training outline; compiles 
selected information on the training topic; develops training materials, such as 
training manuals and visual aids; conducts a training session on the specific 
topic; tests trainees to assess the effectiveness of training, and provides follow 
up training. Task ID#: 7071891 

Law E?!forcement  Officer Gather and use information to write a homicide reporl - receives 
and acknowledges a call from the dispatcher. The officer responds to the call 
and, upon arrival, takes control and secures the crime scene. The officer 
analyzes the situation to identity danger, potential witnesses and evidence; calls 
the evidence team; and interviews personnel who are on the scene at the time. 
Finally, the officer uses this information to write a report of the situation. Task 
ID#: 8071131 

Dental Hygienist: Communicate information about the patient's condition to 
doctors, patients,fami/y members and insurance coanies - checks the patient and his 
or her dental charts and health records to determine the patient's overall 
condition; communicates to a doctor information found during teeth cleaning; 
reads radiograms after they are developed to assist in determining patients' 

. 	 needs; completes insurance forms when requested by the patient; and 
communicates information to the patient and family members. Task ID#: 
8071671 

Order Filler Communicate a down time situation to co-workers, and e,pthin the situation so 
that ez'eyone can understand it - diagnoses and evaluates the problem; determines 
its importance and who will be affected and who will suffer the most; decide 
whom to contact for assistance; decides on an alternative plan; and implements 
it. Task ID#: 8071651 

Plastic Molding Machine Operator Communicate to the superiisor that the machine's process 

LOWER is not operating correct/y - recognizes a problem with how the injection molding 
process is running and alerts the supervisor about the problem. 'Task ID#: 
8071391 

Table 6. Examples of job tasks at different SCANS levels for Interprets and Communicates 
Information (Pelavin Associates, n.d.) 

Core Skills (National Council on Vocational Qualifications) 

Like the Key Competencies and SCANS, the Core Skills framework developed by 

the National Council on Vocational Qualifications uses the same number of levels for each 

skill, but unlike them it does not impose a single, explicit, ordering principle on all the skills. 

Instead each skill has a unique, specific progression of difficulty. Tables 7 and 8 reproduce 
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collective goals & responsibilities provide feedback to others working methods monitor progress 

Level I given to the individual by the given to the individual by the 
person(s) co-ordinating or person(s) co-ordinating or 
supervising the activities supervising the activities 

given to the individual by the provide feedback to help with given to the individual by the provide feedback to others on own 
allocation of responsibilities progress Level 2 person(s) co-ordinating or person(s) co-ordinating or 

supervising the activities supervising the activities 

given to the individual; and provide feedback to help with given to the individual: and provide feedback to others on own 
negotiated/agreed with the allocation of responsibilities; and negotiated/agreed with colleagues progress 
person(s) co-ordinating or contribute to the process of and the person(s) co-ordinating or 

supervising the activities Level 3 supervising the activities allocating individuals' 
responsibilities 

given to the individual; and provide feedback to help with given to the individual; and provide feedback to others on own 
progress and contribute to the negoti ated/ agreed with the allocation of responsibilities; and negotiated/agreed with colleagues 

person(s) co-ordinating or contribute to the process of and the person(s) co-ordinating or process of maintaining standards of 
Level 4 supervising the activities; collective allocating individuals' supervising the activities WDA 

goals negotiated with the person(s) responsibilities 
co-ordinating or supervising the 
activities 

given to the individual; and provide feedback to help with given to the individual; and provide feedback to others on own 
negotiated/agreed with the allocation of responsibilities; and negotiated/agreed with colleagues progress and contribute to the 
person(s) co-ordinating or contribute to the process of and the person(s) co-ordinating or process of maintaining standards of 
supervising the activities; collective allocating individuals' supervising the activities work; 
goals negotiated with the person(s) responsibilities; collect and present 

Level 5 . co-ordinating or supervising the information on own and others monitor overall progress of own 
and others work activities; lead the process of competence 

1egotiating/agreeing collective 
goals with colleagues 

Table 7. Elements that change by level for the NCVQ core skill Working with Others. The elements that are introduced at each level are underlined. 
(Oates, 1992) 
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need to clarify problem selecting solution(s) to each problem complexity of problem 

all critical features of problem are fully following laid-down procedures highlights problems affected by a limited number of factors and with 

L..evel described for the individual appropriate solution and dismisses alternatives one preferred/approved solution 

Level 2 

problems where set procedures given to guidance is available to the individual which problems affected by a limited number of factors and with 
one pre fe rred/ approved solution the individual for investigating the gives procedures and criteria to be used for 

nature of the problem matching the appropriate solution to each 
problem 

problems where set procedures given to guidance is available to the individual which problems affected by a limited number of factors and with 
the individual for investigating the gives procedures and criteria to be used for one pre fe rred/ approved solution; problems affected by a 

Level 3 
nature of the problem matching the appropriate solution to each 

problem; other problems where the individual 
broad range of factors and with a range of possible 
solutions 

has to select criteria for selecting the 
appropriate solution from a range of possible 
solutions 

problems where set procedures given to guidance is available to the individual which problems affected by a limited number of factors and with 
the individual for investigating the gives procedures and criteria to be used for one preferred/approved solution; problems affected by a 
nature of the problem; problems where matching the appropriate solution to each broad range of factors and with a range of possible 

Level 4 the individualhas to select appropriate problem; other problems where the individual 
has to select criteria for selecting the 
appropriate solution from a range of possible 
solutions 

solutions and include significant amounts of contradictory 
information and where unpredictable/unknown features 
are a significant factor, problems which demand that the 
individual extend his/her knowledge within a particular 

procedure(s) for clarifying the nature of 
the problem 

specialism 

problems where set procedures given to guidance is available to the individual which problems affected by a limited number of factors and with 
the individual for investigating the gives procedures and criteria to be used for one preferred/approved solution; problems affected by a 
nature of the problem; problems where matching the appropriate solution to each broad range of factors and with a range of possible 

Level 5 the individual has to select appropriate 
procedure(s) for clarifying the nature of 
the problem 

problem; other problems where the individual 
has to select criteria for selecting the 
appropriate solution from a range of possible 
solutions 

solutions and include significant amounts of contradictory 
information, problems which demand that the individual 
extend his/bet knowledge within a particular specialism 

Table 8. Elements that change by level for the NCVQ core skill Problem Solving. The elements that are introduced at each level are underlined. (Oates, 
1992) 
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• 	
the progression matrix for two core skills, working with others and problem solving (Oates, 

1992a). It would be difficult to find any general principle across skills, or even across 

different components of the same skill. 

The Core Skills framework does not appear to suffer in comparison to the Key 

Competencies scheme because it does not have a single guiding principle for the levels. 

Oates report on the development of the proposal (1992a) has considerable discussion of the 

process used to develop the levels. 

There has been no empirical assessment of the Core Skills proposal. It has been 

tested against expert opinion, and revised, but it has not been used to analyze jobs or to 

assess individuals' skills. One characteristic of the levels scheme is important in thinking 

about how to borrow from them in this Context. The NCVQ levels were designed for the 

assessment of individuals, not of jobs. More importantly, the levels were designed so that 

assessors could decide whether a particular individual was at level 2 or not, not to decide 

what level that individual was at. The former kind of decision is a quite different from the 

litter, hut the test in this pro;cct is intended to pr()vidC information for the latter decisi ii. •  Nc\v 'i ork (auncli of Regents 

The skills levels created for the New York Council of Regents study Daett, 1991) 

is one of the few specifically constructed for research on jobs. Unfortunately, very little has 

been published on how the levels were constructed. In a brief section, the researchers 

report (New York Council of Regents, 1990): 

For each skill, a scale has been developed describing six levels 
of performance, with level one being the starting point. 
Subsequent levels assume acquisition of most of the skills in 
the preceding level(s). The scales progress from: 

Low to High 

simple 4 complex 
routine 3 variable 
concrete 4 abstract 
structured -3 unstructured 
recall of knowledge - evaluation of knowledge 
directed 3 independent 
Ci 	tl\(l1 I Lflfl1i innovative 
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Canadian Basic Job Ski/Is Test 

In order to demonstrate these principles in practice, Table 9 lays out the 

ksriptions of the levels for Reading for Acquisition, Interpretation, and Application of 

Information 8 . It should be noted that these scales were created by educators with the intent 

of measuring the match between school curricula and work place requirements and thus are 

often couched in terms more familiar to public school curriculum specialists than to job 

analysts. 

The ability to collect data, facts, or ideas, discover relationships, concepts, or 
Level generalizations, and use knowledge generated from text. 

I . 	recognizes and comprehends basic words, phrases, sentences, and 
paragraphs, and can apply the information to a given situation 

• 	recognizes sentence structure and punctuation as organizing principles 
2 • 	uses context to grasp meaning of unfamiliar words 

• 	understands specialized vocabulary 
• 	comprehends multi-step written directions and applies them in the 

proper sequence 
• 	interprets written information from a variety of sources 

3 • 	reads manuals and literature of limited complexity and can apply them to 
a given situation 

• 	recognizes the relative significance of information 
4 . 	identifies underlying concepts and makes generalizations with direction 

• 	applies information and understanding from one con text to a limited 
range of new contexts 

• 	organizes new information to support decisions 
5 • 	makes generalizations and identifies underlying concepts independently 

• 	applies information and understanding from one context to a wide range 
of new contexts 

• 	extracts and synthesizes information collected from a wide range of 

6 sources of varying complexity 
• 	applies information and understanding to a wide range of contexts and 

makes judgments about the validity and value about such applications 
• 	uses originality and insight to make generalizations and draw conclusions 

Table 9. Levels for the skill Reading for Acquisition, Interpretation, and Application of 
Information, (New York Council of Regents,. 1990). 

This study is one of the few with empirical data on job requirements using the skill levels. In the 
case of this skill 57% of the jobs were at levels 3 and 4 (27%  and 30%, respectively). 22% of the 
jobs were rated at levels 5 and 6 and the remaining 22% at the lower levels. Only 4% of the jobs 
did not require this skill at all. 
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\nierican College Testing WorkKeys 

WorkKeys is a test of employment related skills developed by American College 

Icsting (ACT, 1994). It is designed to be used in connection with a job profile developed 

using the same skills framework. The test has both strengths and weaknesses, but the 

present focus is on the underlying framework. 

No documentation exists that sets out the general principles that motivate the 

particular levels, but they appear to be similar to those set out in the New York Council of 

Regents study (see above). Instead, all that is available are the descriptions of the levels for 

each of the skills. Tables 10 and ii reproduce the descriptions provided by ACT for the 

skills Reading for Information and Locating and Using Information, tests that more or less 

parallel the Prose and Document scales of the International Adult Literacy Survey (Kirsch, 

1995). 

Adult Literacy and Basic Skills Unit Communication and Numeracy Skill Standards 

WordPower and NumberPower are basic skills certification programs developed by 

. 	the Adult Literacy and Basic Skills Unit in co-operation with the City and Guilds 

uxamination board; the standards that underlie the assessment are set out in ALBSU's 

Communication Skills Standards and Numeracy Skills Standards (Adult Literacy and Basic 

Skills Unit, 1990). These schemes have four levels for literacy (reading, writing, oral 

communication) and three for numeracy (in each, the lowest level is called the foundation 

level; the others are simply numbered, from 1 to 3). As developed as an examination 

scheme, each overall skill is organized into sometimes overlapping components, see Table 

12 for the assessment layout for reading. 

When the Institute for Manpower Studies (Atkinson & Spilsbury, 1993) undertook a 

study of job requirements using these scales, they found it necessary to simplify and 

reorganize the descriptions; their reading levels are in Table 13. It is interesting that the 

simplification provides a structure not unlike that used in Australia's Key Competencies (see 

above, particularly Table 2). 

In both the ALBSU version and the IMS version, the highest level is quite 

undifferentiated and other schemes have identified levels within the ALBSU/IMS level 3 or 

is 	identified levels higher than it. 
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. 	 1 rye! 	Reading for Information assessment measures the examinee's ability to read and understand work- 
related instructions and policies 

At this level, the reading passages are short and uncomplicated with basic vocabulary. The passage 
deal with simple company policies, procedures, and announcements. The information needed in 
order to answer the questions is clearly stated in the passage, and the questions focus on the main 
points of the passage. The wording of the questions and answers is very similar to the wording used 
in the passage. A typical question would ask the examinee to recognize the next step in a sequence of 
actions or to recognize the proper time to perform a task. 

At this level, the reading passages are longer and more complex. The policies and procedures are 
more detailed and have a greater number of steps. Many passages describe policies and procedures 
where, depending on various factors, appropriate behavior changes. [An] example, [a] passage 
describes two possibilities for the placement of salt and pepper shakers after an employee wipes a 
table. If the shakers are more than half full, they are returned to the table. If the shakers are less than 
half full they are left on the cart 

At Level 4, the questions and answers may be paraphrased from the passage rather than taken 
verbatim. Furthermore. while the vocabulary used is still elementary, the passages contain words that 
are more difficult than those at Level 3. [In an] example, the word "reposition" is used, whereas at 
Level 3 the phrase "put back" would have been used. Likewise, in [a] sample passage the word 
"disinfect" is used, whereas at L.evcl 3 the phrase "kill germs" would have been used. 

At this level, both the passages and the questions are more difficult than at the previous level. The 
passages are more detailed, more complex, and cover broader topics than those at Level 4. In (anJ 
example, the passage describes various characteristics of two delivery services. The vocabulary used 
in the passage includes words and phrases that may be specialized, such as "overnight set-vices", or 
that have multiple meanings, such as the word "serve". 

The questions typically call for applying information given in the passage to a situation that is not 
specifically described in the passage. In (an] example, the question following the passage describes a 
specific situation that is not described in the passage. All the information needed to answer the 
question is clearly stated, but the examinee must take into account several considerations in order to 
choose the correct response. 

At this level, the policies and instructions are significantly more difficult than at the previous level 
The presentation of the information is more complex; passages may include excerpts from 
regulatory and legal documents. The procedures and concepts described are more elaborate. 
Advanced vocabulary, jargon, and technical terms are used. Most information needed in order to 
correctly answer the questions is not clearly stated in the passage. 

The questions call on the cxaininee to generalize beyond the stated situation, to recognize implied 
details, and to recognize the probable rationale behind policies and procedures. In [an] example, the 
classification of polypropylene is never directly stated, but it is possible to determine this 
classification from the passage. 

At this level, the questions are similar to those at Level 6 in that they call on the examinee to 
generalize beyond the stated situation, to recognize implied details, and to recognize the probable 
rationale behind policies and procedures. However, the passages are more difficult, the density of 
information is higher, the concepts are more complex and the vocabulary is more difficult. Passages 
include jargon and technical terms whose definitions must be derived from context. At this level, 
passages include excerpts from regulatory and legal documents that are more complicated than those 
at Level 6. 

Table 10. The levels for the skill Reading for Information. (American College Testing, 1993) 
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Locating and Using Information] is designed to measure an examinee's skill in locating information 
in graphic documents and using the information. 

1 	At this level, examinces are asked to extract and insert one or two pieces of information from 
uncomplicated documents. 

2 	At this level. examinees are asked to extract multiple pieces of information, summarize information, 
and compare information. Questions may require summarizing or comparing trends in graphs. The 
questions are based on one or two documents that are more complicated than level I documents. 

3 	At this level. exarninees are asked to summarize information and compare information. Questions 
may require summarizing or comparing trends in graphs. Questions are based on one or two 
documents that are more complicated than level 2 documents. 

4 	At this level. examinees are asked to draw conclusions based on the documents that are presented. 
Examinees are also asked to apply information obtained from the documents and make decisions. 
Questions will be based on one or more documents that are more complicated than level 3 
documents. 

5 	At this level, examinees are asked to draw conclusions based on the documents that arc presented. 
Examinces arc also asked to apply information obtained from the documents and make decisions. 
Questions are based on one or more documents that are more complicated than level 4 documents. 

Table 11. The levels for the skill Locating Information. (American College Testing, 1993) 

fl 
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l(>tludauc>n Level level 1 Level 2 Level 3 

Reading Textual Read and understand simple text (up Read and understand a variety of text Choose and use appropriate material Select and evaluate material from a 
Material to one paragraph with short simple (e. g.  short features in a newspaper or a from more than one source. wide variety of written texts. 

phrases and sentences). magazine). 

Follow written instructions - each step 
could contain up to 3 short sentences. 

Follow simple instructions (up to 6 Select material from more than one 
steps, one per step). source (c. g.  complex tables, plans). 

Consult a reference source (e.g. Yellow 
Pages, dictionary) to obtain simple 
information. 

Reading Understand and act on signs and labels Understand and Act on signs and Find and interpret information which 
Graphical with single messages. labels with multiple messages. is presented in graphical and textual 
Material for fornt 
Everyday 
Purposes 

Follow a route on a map or plan. Plan a journey using maps. Understand the purpose and meaning 
in a text and make a judgment from 
the information. 

Find specific pieces of information 
from simple tables (no more than 2 
variables). 

Follow instructions given in the form Find information from complex tables, 
of pictures or diagrams. with at least 2 variables and with 

additional sources/keys. 

Using Reference Use a reference system to find specific Use a range of reference systems (e.g. 
Systems information (e. g.  to find a book in a using a library to find a variety of 

library or a file in a thing system). material in order to research a topic). 

Organize material into a given Select and create a reference system. 
reference system - alphabetical, 
numerical or date order and use the 
system created. I 

Table 12. Levels of reading skill in Adult Literacy and Basic Skills Unit communication skills standards (ALBSU, 1993) 
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Reading Skill 1 1 o,u'Jaiion Level Level 1 Level 2 Level 3 

Read and Use and act on Understand and Choose and use Select and evaluate 
understand text in simple text (up to act on a written appropriate material from 
the form of letters, six sentences or source (e. g. a material from several written 
written one paragraph) letter up to one more than one sources for a 
instructions, page long) written source specific need 
manuals, notes, 
orders, etc. 

Reading Skill 2 Foundation Level Level 1 Level 2 Level 3 

Read and Get the main idea Understand and Select material Select and evaluate 
understand from a simple act on a graphical from more than material from 
graphical material source (e. g. sign source up to one one graphical several graphical 
such as labels signs, with a single page long (e. g. a source (e. g. sources for a 
charts, plans, message) town map, price complex tables, specific need 
maps, etc. list, sign with plans) 

multiple messages) 

Reading Skill 3 Foundation Level Level 1 Level2 Level 3 

Use reference Use a simple list Consult a Use a reference Select and use 
systems such as reference source system to obtain appropriate 
filing systems, to obtain specific specific reference systems 
libraries, databases information (e. g. information (e. g. for a purpose (e. g. 

Yellow Pages, find a book in a research an issue) 
dictionary) library or a file in a 

filing system) 

Table 13. The ALBSU reading skill levels simplified for the Institute for Manpower Studies job 
analysis project (Atkinson & Spilsbury, 1993). 

IMS reports do not indicate any difficulty in using this revised framework as a data 

collection protocol. This is particularly noteworthy as they used a mailed Out questionnaire 

as their primary data source. 9  

Unlike the New York Council of Regents study, IMS reported skill levels by occupational cluster. 
Ior entry level jobs, the highest reading skill demands were in clerical occupations and the lowest in 

. 

	

	personal service and less skilled manual jobs. Such trends in the findings are not unexpected and 
confirm the plausibility of the procedure and the framework. 

11 February, 1996 	 Page 26 

S 

. 



. 



Canadian Basic Job Skills Test 

• 	Summary of Levels Schemes 

The variety of skill level proposals have a number of similarities in the face of quite 

different organization of the material. In general, most seem to have employed, explicitly or 

implicitly, models that base levels on the complexity of the material used in tasks and the 

independence of the person carrying out the task. In most of the descriptions, at the lowest 

level the individual is usually carrying out tasks devised by others in ways devised by others. 

At the highest levels the individuals are designing tasks and procedures for carrying them 

Out. 

That there are jobs and tasks at the lowest level does not mean that individuals who 

are capable of working at higher skill levels cannot find ways to innovate - to change the 

tasks to higher skill levels - but it is to say that the job can be done without innovation. 

Individuals who do innovate may find their careers enhanced and themselves being 

promoted, but those who do not may still perform the tasks satisfactorily. In all the studies 

that have looked at jobs using one of these level frameworks, there have been jobs requiring 

skills only at the lowest levels. There are also been entry level jobs that require skills at 

higher levels as well. 

It is tempting to simply adopt (or adapt) one of the existing frameworks - all are 

carefully thought out and seem to work in practice, though some deserve more empirical 

work before one can be fully satisfied - but all have some property or other that one would 

want to improve. In the next section a plan for developing tests for each of the skills is set 

out. \Xfhere appropriate the proposed plan will be contrasted to what exists in the other 

schemes. 

DETAILED SPECIFICATIONS FOR EACH SKILL 

In this section there are detailed specifications for each of skills. Throughout the 

specification is stated in a way that reflects whether a task requires the skill, not whether an 

individual possesses the skill. This is, after all, a plan for a test, not a description of 

individuals. 

The skill level descriptions have been presented as simply as possible. It may be that 

in the process of using these descriptions to develop particular items, the descriptions will 

need to be expanded. It is likely that there will be a need to expand rather than to contract. 
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lIthe descriptions were broader than necessary it would be more difficult to discover this 

and revise them appropriately. 

It should be understood that the levels are cumulative; that is, level four is 

understood to include all the tasks at levels one, two, and three. 

Problem Solving 

Most skill proposals include some skill focused on problem-solving. Sometimes 

problem solving is embedded in particular knowledge frameworks as in WorkKeys, where it 

is part of several skills, but most particularly laid out in Applied Technology. Most often, 

however, it is separate, distinct skill and that is it dealt with here. Much of the following 

discussion comes from a review of the way problem solving is treated in the other skills 

frameworks. 

Several properties of problems are used to create the scale. The obvious choice for 

a property to base the scale on is problem complexity. But that seems just to rename the 

problem, for then it is necessary to establish just what makes a problem more complex. 

Certainly one of the factors is the number of factors and their predictable qualities. This is 

the principle feature used in the \VorkKeys scale, though it is not the only one and is a 

component of the NCVQ Core Skills. 

More commonly, the degree of individual initiative in the solution required is given 

central place in constructing the scale. This initiative is seen to be played out in three 

components of problem solving: 

Finding out what the problem is. Some problems are well-defined when we 

come across them: the light flashes on the photocopier to tell us where the paper 

jam is; a supervisor tells us what problem to work on. In other cases, there are 

well-worked out procedures for identifying the nature of a problem, as when the 

gunsmith follows the diagnosis procedures set out in the manufacturer's repair 

manual to determine why the pistol will not fire. In still other cases, finding out 

just what the problem is is itself a problem because there are no established 

procedures for diagnosis or the diagnosis leads to ambiguous or vague 

specifications nfthe problem. 

. 
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LEVELS FOR PROBLEM SOLVING BASIC SKILL 

Level Complexity of Identifying the Solution Steps Assessing the 
Problem Problem Solution 

One Limited number of All appropriate Steps provided for Check that problem 
factors information solver has been solved 

provided to solver 

Two Limited number of Procedures are Procedures are given Check that problem 
factors provided for for matching a has been solved 

determining the solution to problem, 
nature of the once it has been 
problem identified 

Three Broad range of Procedures are Solver has to Assess efficiency and 
factors provided for determine which of effectiveness of 

determining the several available solution that was 
nature of the solutions are most used 
problem appropriate 

Four Broad range of Solver must May have to modify Assess efficiency and 
factors, some of determine what existing procedures effectiveness of 
which may be vague procedures are to be to meet new needs solution that was 
or ambiguous used to identify the used and identify 

nature of the changes needed 
problem 

Five Unpredictable and Solver must create Solver must create Solve must identify 
contradictory factors procedures to procedures for or create criteria for 
play a role identify the nature of solving the problem assessing 

the problem effectiveness of 
solution 

• Identifying solution steps. Again, these might be simply provided, requiring the 

solver only to execute them. In a slightly more complex situation, there may be 

several ways to solve the problem and the solver must determine which is the 

optimal procedure. Finally, there may be no existing solutions or existing 

solutions may be known to be inadequate, requiring the solver to modify existing 

tools or to create new ones. 

• Determining that the problem is solved. In simple cases, that the equipment 

works is evidence that the problem has been solved. In other cases, tests or other 

procedures must be conducted to ensure that a solution has been reached. In yet 
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more complex cases, the criteria by which the solution is judged satisfactory may 

need to be created. 

Somewhat independent of these is the degree to which a particular problem requires 

specialized knowledge. Certainly, the simplest problems - those at level one - require 

minimal specialist knowledge while those at the other end depend very much on specialist 

knowledge. Yet specialized knowledge is not itself enough to enable an individual to solve 

these high level problems, general problem-solving skill are necessary as well. It is that skill 

that the scale for the problem-solving skill attempts to capture. 

While there is only one scale for problem solving, the four main components have 

been separately identified. 

Reading 

While we tend to think of reading as a single phenomenon, a variety of research 

approaches have demonstrated the need to distinguish several different types of reading. 

The Adult Literacy and Basic Skills system used in the Institute for Manpower Studies in the 

United Kingdom (Atkinson and Spilsbury 1993) distinguishes Reading Textual Material, 

Reading Graphical Material 10, and Using Reference Systems. The former two are very 

similar to the distinction between prose reading and document reading used in the 

International Adult Literacy Survey (Kirsch, 1995). WorkKeys distinguishes Locating 

Information (equivalent to Reading Graphical Material) and Reading for Information 

(equivalent to Reading Textual Material). The specifications for the job skills test use the 

classification of reading types and the levels used in the International Adult Literacy Survey 

because that will permit data from this study to be compared to the results from the literacy 

surveys. 

It is important to note that these are two distinct skills, not two components of one 

skill as was the case with Problem-Solving. To emphasize this, two skill tables are used to 

measure reading skill. The principle difference between the two reading scales is not the 

type of tasks involved, but the type of texts that need to be read. 

. 	'1his does not refer to reading graphs but to reading material in which graphic layout and design 
flay an important role: tables, charts, lists and other displays. 
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LEVELS FOR READING BASIC SKILL: TEXTUAL MATERIAL 

Level Prose 

One Read relatively short texts to locate a single piece of information; follow simple 
written instructions 

Two Read more complex texts to locate a single piece of information or read simpler texts 
to locate multiple pieces of information; make low-level inferences 

Three Choose and integrate information from various sources or from several parts of a 
single text; make low-level inferences from multiple sources; identify relevant and 
irrelevant information 

Four Integrate and synthesise information from multiple sources or from complex and 
lengthy texts; make complex inferences and use general background knowledge; 
evaluate quality of text 

Five Interpret dense and complex texts; make high-level inferences and use specialised 
knowledge 

LEVELS FOR READING BASIC SKILL: GRAPI JICAL MATERIAL 

Level Documents 

One Read signs, labels, and other table-like texts which require only identification of key 
words 

Two Read signs, labels, and tables with multiple pieces of information; make low-level 
inferences 

Three Select and integrate information from complex tables or from multiple sources; 
understand purpose and relevance of text 

Four Use multiple sources to locate multiple pieces of information which must he 
synthesised and integrated; considerable inferencing may be required; evaluate quality 
of text 

Five Search through complex displays; make high-level text-based inferences, and use 
specialised knowledge. 

Numeracy 

Our understanding of numeracy as an adult workplace skill is much less developed 

than our understanding of adult reading. There have been few empirical studies and the 

most extensive available data come from literacy surveys (national ones in Canada and the 

Vnited States and the international survey) where numeracy is highly embedded in reading 
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• 	
tasks. 11  Some skills proposals, most notably the NCVQ Core Skills, adopt with little 

adaptation school mathematics progressions for their skill levels. These specifications 

attempt to identify some of the underlying principles in the various proposals and use them 

to construct a scale more focused on maths. It is heavily dependent on the WorkKeys 

levels. 

There are three, partially overlapping components that play a role in the various skill 

frameworks. 

Mathematical operations required. This is an obvious component, but there 

are various proposals as to how they should be scaled. These specifications focus 

on three aspects: the actual operations that have to be carried out, how many 

operations there are, and how well-specified those operations are. 

• Translation and conversion. In the real world, numeracy problems usually do 

not come already laid out, ready for solving, instead they must be reformulated as 

mathematical problems. The more translation required, the more difficult is the 

• 	
task. Included here are problems of converting units (feet to inches as well as 

inches to centimetres), since these are often connected to more general issues in 

translation from the problem as given to the problem ready for solving. 

Accuracy and precision. Accuracy is usually important and most important at 

lower levels. That is not to say that inaccuracy is ever desired, but the degree of 

precision required does vary. For some problems estimates may be more useful, 

and more obtainable than are precise results of calculations. And for some 

problems, narrowly precise answers are often impossible, answers specifying a 

reasonable range of possible values being the best that can be achieved. 

As with problem solving, the proposal is a not for several distinct numeracy scales. 

There is just one scale, but one with multiple elements which usually fit together. 

Thesc surveys do provide information on difficulties in translating problems from natural 
descriptions to mathematical operations and this is reflected in the translation/conversion 
component. 
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LEVELS FOR NUMERACY BASIC SKILL 

Level TO perations Required jTranslation and Conversion jAccuracy and Precision 

One Only the simplest Only minimal translation is Tasks permit only a single, 
operations are required and required to turn task into a precise result; results 
which operations are to be mathematical operation unreasonably out of bounds 
used are clearly specified are noticed and corrected 

Two Only relatively simple Some translation may be Tasks permit only a single, 
operations are required, but required or the numbers precise result; results 
the specific operations needed for the solution may unreasonably out of bounds 
needed may not be clearly need to be collected from are noticed and corrected 
specified several sources 

Three Tasks may require a Tasks may require that units Some tasks may require 
combination of operations be converted within a estimates rather than 
or multiple applications of a system (inches/feet) but not detailed calculations where 
single operation between systems the latter are difficult or 

(inches/centimetres) costly to carry out 

Four Operations involve Numbers needed for the May need to discover 
calculations of areas, solution may have to be sources of error in own or 
volumes, rates or determined by operations others' calculations 
proportions (i.e., measurement). Tasks 

may require that units be 
converted across systems 
(inches /centimetres) 

Five Calculations of complex Numbers needed for Need to assess 
figures (areas, volumes) and calculations may need to be reasonableness of results in 
rates and proportions; derived or estimated; cases where there are 
multiple calculations may be approximations may need elements of uncertainty and 
required in cases of to be created in cases of ambiguity 
uncertainty and ambiguity uncertainty and ambiguity 

\Vriting 

Establishing skill descriptions for writing is difficult because the technology of 

writing has changed rapidly in recent years. The ease with which typographically complex 

documents can be created on a desk-top computer, for those with the knowledge of how to 

do so, has made writing at work different. This poses a problem because there still remains 

the skill of composing text which is not the same as producing printed documents. 1-lere 

writing is specified as composing document production is included under Information 

1echnology. There could just have easily had two sub-skills of writing composing text and 
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producing documents, but the choice that was made seems consistent with other basic skill 

description frameworks. 

LEVELS FOR WRITING BASIC SKILL 

Level 

One Prepare written materials in pre-set formats; include full and accurate information 
appropriate to the purpose and the needs of the audience; formats may include lists 
and tables; follow standard conventions on grammar, punctuation and spelling 

Two Prepare written materials on routine matters; use appropriate format and length 
according to the purpose of the material and audience needs (peopie familiar with 
the subject matter and in contact with the author: customers / clients); order 
information appropriately to maximise audience understanding; edit material for 
grammar, spelling, and punctuation 

Three Prepare written material on a range of matters selecting appropriate styles of 
organisation and presentation of material for an audience that may be familiar with 
the subject, but not in contact with the author; revise material in response to 
evaluation of it by others; written material usually subject to approval by others 

Four Prepare written material on a range of matters for audiences with little familiarity 
with the subject; evaluate strengths and weaknesses in organisation and presentation 
of material; identify aspects of own material which could be improved; revise own 
writing based on this evaluation; written material not regularly subject to approval by 
others 

Five Evaluate the effectiveness of others' written material on a range of matters; evaluate 
strengths and weaknesses in organisation and presentation of others' material; 
identify aspects of others' material which could be improved; revise others' writing 

Some research on writing has distinguished form-filling from text production 

(Atkinson and Spilsbury, 1993). The former, however, is seen as a relatively low-level 

activity. It is difficult to distinguish forms in a technical sense from using pre-set formats 

without the formal layout of a form. 

The levels are organized primarily around two concepts: the freedom the writer has 

to create text and the relation of the audience to the author. In some simple writing tasks 

the author has only to fit readily available information into an existing format. At the other 

extreme, the author has to decide what information is necessary and determine how to 

orpIfll?.c it. 
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111 the simplest task the author need not worry about the audience, because 

mt 1 IC else has aircady done that and set out a format (as a form or as boiler plate text) to 

meet the audience needs (if audience needs are considered at all). At a higher level, the 

audience and the author can be expected to share information about the subject and may 

even know each other. At the highest levels, the author may not know anyone in the 

audience and may be creating text to tell that audience about something they do not know. 

As well, as one moves from level to level, the responsibility of the author for the 

final product increases. At level one, much of the responsibility lies with whoever - not the 

writer - designed the form or created the format. In middle levels the responsibility is 

shared, usually with a supervisor, and at the highest level the author carries final 

responsibility not only his/her own work, but also for that of others. 

Oral Communication 

As noted previously, there is little experience at measuring oral communication in 

everyday life. It is usually assumed that all adults are equally skilled at oral communication. 

The few empirical studies of oral skill, however, the ALBSU (Atkinson and Spilsbury, 1993) 

and Council of Regents (Daggett, 1991) work, have found differences among jobs in the 

kvel of oral communication skill required. In reviewing these studies, two distinct aspects 

to oral communication appear to be important: Interacting with others and Making 

presentations. To some extent these reflect differences between unplanned and planned 

discourse (an important distinction in the literature on oral discourse that does exist), but 

they are also related to differences in control and organization. Making presentations is, in 

many ways, simply the oral equivalent of writing. 

There are some connections between the two scales: both start with routine, 

repetitive subjects and with audiences that are familiar with the subject and the speaker and 

move to novel subjects and novel audiences. As in the case of reading, the proposal is that 

there two distinct scales, not two components of a single scale. 

The five skills outlined to this point (problem-solving, numeracy, writing, reading 

and oral communication - the latter two each represented by two scales) are the traditional 

elements of basic education and feature, in some form or other, in all comprehensive skill 

frLrlle\v(rks. Other sktlk are frec]uently listed as well, particularly those related to 
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technology, working with others, and continuous learning. While the Canadian Basic Job 

Ski/Ic Test framework includes these, it is important to draw attention to how t ey differ 

from the 'traditional' five. 

LEVELS FOR ORAL COMMUNICATION BASIC SKILL: INTERACT WITI I OTI IERS 

Level 

One Take part in discussions with known individuals on routine matters; respond to day- 
to-day enquiries and discuss routine tasks in a clear and effective manner; 

Two Take part in discussions with a range of people on routine matters; respond to day- 
to-day enquiries and discuss routine tasks including when using telephone 

Three Take part in discussions with a range of people on a range of matters; solve problems 
and deal with sensitive issues 

Four Take part in discussions with a range of people on a range of matters; use different 
language and/or level of detail in cases where others have not understood points 
made 

Five Lead discussions with a range of people on a range of matters; manage appropriately 
the time allocated to discuss complex, urgent and important topics; create adequate 
opportunities for all members of the discussion to participate; confirm with others 
the key points/outcomes of discussion; make arrangements for written records when 
required 

LEVELS FOR ORAL COMMUNICATION BASIC SKILL: MAKE PRESENTATIONS 

Level 
} 

One Make presentations using pre-set formats which are designed for specific audiences 

Two Make presentations on routine matters, selecting from a repertoire of standard 
formats according to audience response 

Three Make presentations on a range of matters, including complex and non-routine 
matters, to people unfamiliar with the subject and not in frequent contact with the 
presenter, modifying presentation in response to audience reaction; instruct novices 
concerning practical activities 

Four Make presentations on a range of matters, clarifying points in presentation in 
response to audience reaction; provide instruction in abstract subjects 

Five Make presentations on a range of matters responding to objections, possibly hostile, 
from audience 
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S The five traditional skills can be thought of as content skills and as support skills, 

While IIRV other three seem to us best thought of as process or means skills. This 

distinction is not made simply because the five are old and the three new, but because there 

may be much greater variability within one occupation in the levels of the latter than of the 

former. 

There has been much less empirical work on these three skills and the proposals are 

much more tentative than for the other five skills. 

Information Technology 

One of the biggest changes in workplaces has been the extension of technology into 

new areas. All basic skills proposals include some reference to the use of technology. 

However, they do not always agree on just what that skill involves. Several multiple sub-skill 

descriptions were investigated, but in the end the proposal is for a simple scale which 

captures a continuum from a point where the individual responds to fixed requests or 

output from the system to a point where the individual designs and creates the systems. 

The proposal tries to incorporate the principles used in the Australian scheme which starts 

with using the technology that is provided and moves to adapting and transferring 

technology. 

In a particular way level five is a distinct level in that it represents an occupational 

specialty as well as a level within the system; this is not true for the other skills. 

LEVELS FOR INFORMATION TECHNOLOGY BASIC SKILL 

Level 

One Use standard pre-set formats and procedures to retrieve information 

Two Enter information using pre-set formats and procedures; access information from a 
variety of sources under direction 

Three Enter information in open-ended formats; code information and translate data using 
an existing system of rules and procedures 

Four Set up systems and parameters; evaluate alternative methods and technologies 

Five Design programs and systems; anticipate, evaluate, and contribute to developments in 
field; synthesise information from a variety of sources 
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• 	i±crkin g \Vith Others 

'I'hat work increasingly involves greater co-operation with co-workers, not only in 

carrying out work, but also in determining the parameters of the work itself, is a widely 

shared ideal. The extent to which workplaces actually encourage, or even provide for, such 

co-operation is unknown. Nonetheless it seems important to ask what sort of co-operative 

working skills jobs might require. Because very little is known about this skill - even Wit can 

be taught or facilitated - the proposal tries to view it from two perspectives: Co-operation in 

carry out work and Co-operation in determining parameters of work. These are not to be 

regarded as distinct skills, as is the case with the two sorts of reading, but as different 

aspects of one skill, as in problem-solving. As a result there is no distinction at level five. 

One perspective, Co-operation in carrying out work, is the most important and the one 

most likely to be observed across employment settings. 

LEVELS FOR WORKING WITH OTI-IERS BASIC SKILL 

Level Co-operation in carrying out work Co-operation in setting parameters of 
work 

One Work independently using standard work Contribute suggestions and ideas on 
methods, providing information to others improving work processes 
on progress 

Two \Vork independently in situations where Participate in formal discussions on 
work must be co-ordinated with work of methods for improving work processes 
others 

Three Work jointly with others to accomplish Participate in allocation of responsibilities 
common tasks within work group 

Four Co-ordinate joint work with others to Participate in formal discussions on 
ensure completion of common tasks appropriate goals for work group and on 

methods for achieving them 

Five Lead the process of determining group work parameters, processes, and goals 

Continuous Learning 

It is also a commonplace understanding that the skills required for any job are (or 

will be) constantly changing and that one of the requirements, therefore, is that workers 

continue to learn. There have always been jobs that require continuous learning, 

professions have typically been distinguished by this, but other occupations also have 
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• 	traditions of skill development. Jobs also differ in whether the incumbent needs to seek 

out, perhaps even create, learning opportunities or whether learning opportunities are 

presented which the incumbent may chose to use or not. Some of these latter 

opportunities may be special courses or sessions; in most cases it may simply be learning 

from observation on the job itself. Much adult education theory focuses on the self-directed 

learner and we think it is important to know to what extent a particular job requires one to 

be such a learner. 

LEVELS FOR CONTINUOUS LEARNING BASIC SKILL 

Level 

One Learn and improve performance from observation of work process and from 
direction by those supervising activities 

Two Participate in irregular training courses to meet specific organization needs 

Three Participate in organised learning activities to develop general skills relevant to work 

Four Seek out and participate in learning activities to develop new skills relevant to work 
context 

LEARNING PLANS 

Create and develop learning plans and activities to increase knowledge and skills 
relevant to work and to keep abreast of developments in field 

There are only four levels in this scale, which are determined by the extent to which 

the incumbent is responsible for creating and identifying the learning opportunities and by 

the systematic nature of the learning program. In some proposals there is a further 

element, one concerned with the development of learning plans. This does not appear to 

be a distinct level, but an element in and of itself. It is proposed as a simple present/absent 

behavioural report. 

RELATION To ADULT SKILLs TESTS 

The Canadian Basic Job Ski/Ic Test is not the only test of these skills. This section 

discussed the relation of the framework to three tests: WorkKeys from American College 

Testing, Test of Applied Literacy Skills (TALS) from Educational Testing Services, and the 

. 
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• 	Canadian Adult Achievement Test (CAAI) from Psychological Corporation. 12  WorkKeys 

and TALS are clearly situated as United States tests and their use in Canada on any scale 

would require some adaptation. CAAT has been developed, with support from Human 

Resources Development Canada (in its previous guise as Employment and Immigration 

Canada) for use in assessing the skills of adults. 

WorkKeys and TALS are criterion-referenced tests, The scores an individual 

receives are directly interpretable in terms of the kinds of real world tasks that the individual 

con likely accomplish with ease. CAAT, however, is a norm-referenced test. The test 

scores are meaningful only with reference how well a standardization group performed on 

the test. 

\VorkKcys 

The levels of this proposal and \VorkKeys match very closely. Table 14 shows how 

the various skills relate to the WorkKeys subtests. The levels are a very close match, as well. 

he Numeracy scale, in particular, draws heavily on the WorkKeys levels.) The exceptions 

to note are the following: 

• The WorkKeys scales for Reading for Information and Applied Mathematics are 

numbered from 3 to 7 rather than I to 5. In both cases VorkKeys 3 matches 

Level I and WorkKeys 7 matches Level 5. 

• The WorkKeys scales for Teamwork has only 4 levels. Level 5 is not tested in 

their system. The WorkKeys scale for Applied Technology has only 4 levels, while 

this proposal for problem-solving has 5. It appears that WorkKeys level 3 covers 

both levels 3 and 4, levels which are better regarded as distinct. 

These minor differences aside (and given that \VorkKeys has no measure of 

Information Technology or Continuous Learnin there is a close relationship between our 

proposals and WorkKeys. 

2 CAAT is reviewed rather than Test of Adult Basic Education (TABE) or Adult Basic Learning 
. 	Kxamination (ABLE) because CAAT has been developed specifically for use in Canada. The 

comments on it apply to TABE and ABLE, as well. 
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J couierence l3wrd SCANS \CVQ Core Skills Key Coinpetencies ALBSU WorkKeys CAAI Gencnc New York 
Employability Learning Council of 
Skills Profile Outcomes Regents 

Problem-solving Think (Academic Think Skills Problem-solving Solving Problems Applied Analytical Skills Reasoning 
Skill) (Foundation) Technology 

Reading Communicate Reading Communication Collecting, Reading Reading for Communica- Reading for... 
(Academic Skill) (Foundation) Analysing and Information; tions: 12 Aesthetic and 

Organising Locating and Personal 
Information Using Information Response; 

Acquisition, 
Interpretation, and 
Application of 
Information; 
Critical Analysis 
and Evaluation 

Numeracy Think (Academic Arithmetic / Application of Using Numeracy Applied Mathematics Basic Operations; 
Skill) Mathematics Number Mathematical Mathematics Probability; 

(Foundation) Ideas and Statistics; 
Techniques Measurement; 

Algebra and 
Geometsy 

Writing Communicate Writing Communication Communicating Writing Writing Communica- Writing for... 
(Academic Skill) (Foundation) Ideas tions: 2, 3,4, 5, 6, Personal 

7, 9, 10 Expression; Social 
Interaction; 
Information and 
Understanding; 
Critical Analysis 
and Evaluation 
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Conference Board SCANS NCVQ Core Skills Key Competencies ALBSU WorkKeys CAAT Generic New York 
Employability Learning Council of 
Skills Profile Outcomes Regents 

Oral Comnsunic2t4e Listening / Communication Communicating Oral Listening Communica- Listening and 
Communication (Academic Skill) Speaking Ideas and Communication tions: 1, 7,12 Speaking for... 

(Foundation) Information Personal 
Response; Social 
Interaction; 
Information and 
Understanding; 
Critical Analysis 
and Evaluation 

Information Information; Information Using Technology Technological Using Information 
Technology Systems; Technology Literacy Systems 

Technology 
(Competencies) 

Working with Work with Others Interpersonal Working with Working with Teamwork Interpersonal Personal Work 
Others (I'eamwork Skills) (Competency) Others Others and in Skills Skills and 

Teams Behaviors; 
Inrespersonal 
Skills; Working as 
a Member of a 
Team 

Continuous Learn (Academic Improving Own Planning and Setting Prionties 
Learning Skill) Learning and Organising 

Performance Activities 

Table 14. Relation of skills in Canadian Basic Job Ski//s Test to those in other basic skills frameworks. 
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FALS consists of three subtests: Prose, Document and Quantitative literacy. The 

first is a close match to Reading: Textual Material and the second to Reading: Graphical 

Material. The third bears some relation to Numeracy, but is primarily organized more 

around the reading than around the math. The tests yield a score on a scale of 0 to 500; 

these scale scores are then converted to levels. The five levels of TALS match the levels for 

the two reading skills. 1'A.LS levels match the National Adult Literacy Survey scales and in 

turn those match the scales for the International Adult Literacy Survey on which this 

proposal is based. Because the Quantitative Literacy scale is more sensitive to the reading 

required in most applications of numbers than is the levels proposal here, there may be a 

poorer fit between this sub-test and CBJST levels. 

Nonetheless, using the TALS in connection with these levels should be 

straightforward. 

Cinidiin Adult Achievement Test 

[nlikc \VorkKeys and TALS, CAAT is a norm-referenced test and this does not 

illow the user to directly relate the scores to the levels. In particular, the CAAT scores are 

often reported as grade level scores' 3 . None of the levels are intended to match grade 

levels. Moreover, there is little evidence that grade level is a useful way of measuring basic 

skills among adults. The concept has no direct interpretation in terms of tasks that 

individuals at particular scores can perform. Hence, there is little likelihood that CAAT (or 

TABE or ABLE or any of the school tests such as Gates-McGinitie or any of the school 

achievement test such as the Canadian Test of Basic Skills or the Canadian Achievement 

Test) could serve as appropriate measures for these levels, or for the levels of any basic skills 

framework. 

. 	 1  'CAAT scores can be reported in other ways, as percentiles or as scaled scores, but there is little 
cxpericncc in interpreting scores in this way. 
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Canadian Basic Job Skills Yest 

.\PPENDIX A 

lxirnples of Test Items 

In order to illustrate some of the specifications, a small pool of ordinary test items 

were developed. The assumptions that underlie these items are the following: 

1. The items would be compiled into a standard test format, similar to that used in 

literacy surveys such as the International Adult Literacy Survey. 

2. The test would (with a few exceptions) be a 'scored-item' format, in which an 

individual's score would be based on the number of items correctly answered 

(although the form of the score would probably be more complex than simple 

item correct counting because some form of IRT would be used). 

3. The exceptions would be writing items, which might be scored with a rating 

system. 

I 	
4. The test would be delivered in a household survey format. That is, it would be 

done in a face-to-face interview with a single respondent. 

it is no longer clear that this is the ideal format for this test. Nonetheless, the items 

are offered as examples of one way in which the specifications might be realized. 

It must also be noted that the specifications were developed as part of a guide to 

observing basic skills in work contexts and their phrasing derives from that context. Some 

reformulation may result in a better description of test items. The difference is most 

apparent at the higher levels. Level 5 of reading textual material, for example, includes the 

criteria "use specialized knowledge". This, of course, can be observed, but cannot be 

directly tested if the test is to be a fair one. 

It must also be noted that the items were developed for a Canadian context. No 

attempt has been made to select items that are 'culture-free' (none were developed). 

The names of the reading skills are slightly different here than in the literacy surveys. 

The basic skill framework uses language taken from The Basic Skills Agency's WordPower 
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Canadian Basic Job Skills Test 

reading: textual material 	 prose reading 

reading: graphical material 
	

document reading 

Items have been developed for only five of the sets of specifications: 

Skill Code 

Problem Solving PS 

Prose Reading RP 

Document Reading RD 

\Vriting W 

Numeracy N 

Each skill begins with a guide to the items. This is followed by the items arranged as 

follows: the task(s) appears on one page followed by the stimulus on a second page. The 

identification of the item is only on the first page and consists of the skill code followed by 

a number. Each separate task is identified by the item code and a decimal number for the 

item. Thus, RP6 is the sixth prose reading item and RP6.2 is the second task on this item. 

Some items, particularly in the writing and problem solving sections, require the interviewer 

to provide information orally to the respondent who is to then use this information in the 

writing task. This information is noted on the task sheet. 

The items are in draft format. There has been no attempt to enforce common 

fonts and formats. The original texts are photo-copies; not all the originals were of high 

quality. These items should be regarded as illustrative of one way to approach the problem 

of assessing individuals in a household survey. 
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Canadian Basic Job Skills Test 

. 	EROBLEM SOLVING 

Level ID Description 

I PS32 A simple problem solving item in which the error message is an 
index (numbered in sequence) to the solution. It is, of course, 
also a reading task. It is difficult to separate Problem Solving 
from the other skills in this way. The best we can hope to do is 
to make the problem solving aspect the central element. 

I PS9 A slightly more complex problem only in that there are several 
steps to finding the solution, though the steps are routine and 
explicit. 

2 PS33 1-lere the problem is a little more complex because the match 
between problem and solution is less transparent. 

3 PSI I Scheduling problems, such as this one, generally have several 
solutions. There are multiple factors here, but the schedule is 
rather straightforward given the partial solution provided in the 
task. 

3 PSI2 This problem solving item requires some creativity to answer, but 
all the information is provided. 

3 PSI8 The room scheduling problem does allow for multiple solutions, 
several of which are equally acceptable. 

4 PS7 This is a relatively easy level 4 problem. The principal 
complicating factor is the fact that different cars rank differently 
on the various criteria. 

4 PS22 This arrangement problem is complicated by the number of 
factors that need to be included and the fact there is no 
procedure given. 

5 PS42 This item requires the respondent to determine what is relevant 
information and to use his/her creativity to identify possible 
causes of the problem. It might be made more difficult by 
requiring the respondent to suest tests that could be use to 
determine which diagnosis is correct. 

5 PS45 This level S task requires the respondent to develop procedures 
for solving the problem. 

Note on scoting The higher the level of the item, the more difficult it is to determine all 
possible reasonable solutions before the items are administered. The scoring procedure will 
have to be capable of adding reasonable solutions to the stock of acceptable answers. 

S 

. 

11 1 chruary, 1996 	 Pigc 19 



S 

9 



[PROBLEM SOLVING - LEVEL 1] 

[TEXT: PS32 - Printer Processor] 

PS32.1 	You are a photo film developer and operate a printer processor. Based on 
the table on the next page, indicate what you will do if the message 
displayed is 

< E R R - 0 3 0 7> Cutter 
Paper Jam 	V 

[Remove paper] 

S 

S 

. 
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1r-o.r 
1ot 

Error VFD Message Explanation Section 

Printcutter Contact our service <ERR-030 1>Cu t tel 
03f 

CPU board A 0 M 	E r r o r 	Y 
representative. 

<ERR-0302>Cu t tot printcutter Contact our service 
CPU board A AM 	E rror 	Y 

representative. 

Contact our service <ERR—O30 3 > C u t t e r 
0303 Print cutter 

CPU board T r an sm i t 	E r 
representative. 

Print cutter < E R R — 0 3 	4> Cu t t e r Contact our service fl:OO4 CPU board N 	A 	t 	d g e representative. 

<E0 3 	5>Cu t to r Contact ourservice 
05 printcutter representative. b'ade C u t 	E r r o r 	Y 

<E A R - 	3 	6 > C u t t e r Print cutter Contact our service 
R.0306 representative. conveyor C o n v e y o r 	E r r o r 

• 4'' . 

t 	tot 
307 Remove paper. 
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[PROBLEM SOLVING - LEVEL 11 

ITEX'l': PS - PRINTER PROCESSOR PROBLEM IDENTIFICATION CHART] 

The problem identification chart reproduced on the next page comes from a printer 
processor user's manual. Follow the path of this flowchart to answer the following 
question. 

PS9.1 	In which section of the manual (i.e. 4C, 4D, etc.) will you find the 
possible remedies to the problem identification path below: 

Does background print clean? 	 Yes 
Does press sheet image show gain or loss? 	Gain 
Does image smear in one direction? 	 No 
Is image gain mostly in shadow dots or overall? 	Shadow dots 

[4H] 
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/ j 	VROCESSO 

PROBLEM IDENTIFICATION 
CHART (PLATE/PRESS) C 

I START HERE 

DOES BACKGROUND 	NO 
 DOES BACKGROUND I 	

JIN HONED AREA?
DOES TINT RETURN TINT WIPE OFF 	NO 

PRINT CLEAN? 	PLATE EASILY? 

YES 
	 YES 

DOES PRESS SHEET 
U'LGE SHOW GAIN 
OR LOSS? 

SEE 4E. 

TINTING 

SEE 4F. 

6R — 

S GAIN 4 

DOES IMAGE SMEAR 
IN ONE DIREC2'ION? 

LOSS 

DO CLEARLY VISIBLE 
PLATE IMAGES PRINT 
BLANK? 

YES 

SEE 141. 

SLUR 

NO 

IS IMAGE GAIN 
MOSTLY IN 
SHADOW DOTS, 
OR OVER4LL? 

NO VF 
SEE 

DOT SHARPENING/ 
PREMATURE IMAGE 
WEAR/SHORT RUN 

SEE 14c. 

BLINDING 

OVERALL '' 

SEE 14G. 

0 
DOT GAIN 

SHADOW 
DOTS 

SEE 14H. 
CAT C H - tiP 

IF REMEDJ&fAIL 
SEE 14F. 
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[PROBLEM SOLVING - LEVEL 21 

[TEXT: PS33 - Printing Problem] 

PS33.1 	You are responsible for the maintenance of the computers at 
Dion Sand Pit Inc. They are updating their annual production 
report and they are having problems with graphics printing: they 
won't print in full on a single page. Use the following table to find 
out what the problem might be. 

[Insufficient printer memory]. 
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Symptozfl$ - : Pate  Pmblern 	P": 
: SoIutio  

Vertical black line on The charge wire cleaning Move the cleaning tab to 26 
right side. tab Is not In its proper post- the extreme right. 

tion. 

Vertical black lines. Dirty or worn fuser roller Replace the fuser cleaner. 25 
smeared. cleaner. 

Distorted print Paper path, LED assembly. See your service representa- 52 
or fusing unit problem. tive. 

Smeared or blotched Defective fuser assembly See your service representa- 52 
print or other hardware prob- tive. 

1cm. 

Software 
Blank pages appear Number of lines per page Many software packages N/A 
between printed In software Is not equal assume 66 lInes per page; 
pages. to number of lines per your printer only prInts 60. 

page of printer. Adjust software page set- 
ting accordingly. or set 
your printer to a smaller 
line spacing. 

Cannot get justified Right justification with pro- Check your software man- N/A 
right margin with a pro- portlonal fonts Is a soft- ual to see If this feature is 
portionally spaced ware feature. supported. 
font. 

Control codes not oper- Incorrectly entered control Check for confusion of let- N/A 
ating correctly. codes. ter 1 with number 1. letter 

0 with number 0; make 
sure you are using upper/ 
lower case correctly; make 
sure font is specified cor- 
rectly and is available. 

Data sent to printer A form feed has not been Press the ON-LINE button N/A 
does not print, but sent to take the printer off-ilne. 
DATA PRESENT mes- then press the FORM 
sage appears. FEED button to eject the 

final page or send the form 
feed code (decimal charac- 
ter 12). 
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Symptoms 	- Problem Solution Page 

Data is sent to prin- Wrong Interface. Select correct interface. See N/A 
ter, but nothing Printer Handbook 
happens. ON-LINE mes- 
sage appears. 

Last page of docu- No form feed provided at Press the ON-LINE button N/A 
ment not printed, end of document to take the printer off-line, 

then press the FORM 
FEED button to eject the 
final page or send the form 
feed code (decimal charac- 
ter 12). 

First line on page Tops of letters extend into Set your software to print 4 
won't print, unprintable area, so none within the printable area. 

of them print 

Graphics won't posi- Wrong reference point Take your measurements 4 
tion properly, being used, from the printable area, not 

from the physical edges of 
the page. 

Parts of control codes Command sent is not a Before sending control N/A 
are printed at the begin- true printer command, codes through an applica- 
ning of documents. generally because the ESC Uon, make sure the ESC char- 

character was not sent. acter can be entered, and 
Is entered properly. 

Parts of documents Software is attempting to Adjust software page mar- 4 
are missing at the print beyond the printer's gins to printer's maximum 
edges of the printed maximum Image area, margins (8" x 10%" for stand- 
sheet ard sheets). 

Print job started with Font selection Is by prior- Turn Italics off before turn- N/A 
italics, changed to ity, and italic is "higher" ing bold on. 
bold, but italics still out- than bold. 
put. 

Printer Ignores control The application software Embed the control codes in N/A 
codes sent prior to automaticaily sends a the text to be printed. 
printing a document. reset command before print- 

ing. 
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Symtoms.. 	... Problem  Page 

Printer's output is Delays are caused by soft- For maximum speed. out- N/A 
below rated speed. ware formatting routines, put plain text 

graphics downloads, and 
other application-specific 
factors. 

Size of top margin "Creeping text" Number Many software packages N/A 
increases with each of lines per page In soft- assume 66 lines per page. 
page prInted, ware is not equal to but your printer only 

number of lines per page prints 60. Adjust software 
of printer. page setting accordingly, or 

set your printer to a 
smaller line spacing. 

Strange symbols Wrong syrnbçl set Make sure the symbol set N/A 
appear during normal selected corresponds to syrn- 
printing. bol set resident, in font 

card, or In soft font 

Page will not justll\y. The wrong cartridge is Select the con-ect cartridge N/A 
selected (B or F). or switch the active car- 

tridge. 

Hardware 
Card font doesn't Card may not be correctly Install card: N/A 
work. installed. 1. Take printer off-line. 

2. Install font card, making 
sure It is firmly seated. 
3. Use the correct font selec- 
tion procedure. 

Graphic Image prints Insufficient printer Change the resolutIon. 65 
partly on one page, memoiy for this Image at reduce the image size, or 
partly on the next this resolution. Install more memory in 

your printer. (5 12K prInts 
% page at 300 dpi, less if 
you're using soft fonts.) 
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(PROBLEM SOLVING - LEVEL 31 

[TEXT: PS! I - SH!VF SCHEDULING] 

You are the manager of a furniture store and responsible for the scheduling of the 
store. You have two employees. The store requires two people at all times 
except for Saturday when three individuals are needed and on Friday 
evening (after 6:00) and Sunday when one individual is all that is needed. 

Use the partly filled schedule on the next page to answer the following 
questions. 

PSi 1.1 Given that you are not working before 1:00 on Thursdays and that 
Lorne doesn't work during the evenings (after 6:00), what will be 
the Sean's work hours on Thursday? 

[10:00 to 1:00 and 6:00 to 9:00 J 

PSi 1.2 No one has been assigned on Friday evening (after 6:00). 
According to the information already filled in the schedule, who is 
the most likely to work at the store on Friday evening? 

[The manager or Me] 
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S SCHEDULE FOR NEXT WEEK 

Weekdays Opening Hours Manager Sean Lorne 
(minimum: (35 h./week) (40 h./week) 

40_h./week)  

Monday 10:00 - 6:00 10:00- 6:00 (8h.) 10:00-6:00 (8h.) 

Tuesa' 10:00-6:00 (8h.) 10:00-6:00 (8h.) 

Wednesday 10:00 - 6:00 10:00-6:00 (8h.) 10:00-6:00 (8h.) 

Thursday 10:00 - 9:00 1:00-6:00 (5h.) 10:00-6:00 (8h.) 

6:00-9:00 (3h.)  

Friday 10:00 - 9:00 10:00-6:00 (8h.) 10:00-6:00 (8h.) 

Saturday 10:00 - 6:00 10:00-6:00 (8h.) 10:00-6:00 (8h.) 10:00-6:00 (8h.) 

Sunday 12:00 - 5:00 1><l  12:00-5:00 (5h.) 

2 
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S 	[PROBLEM SOLVING - LEVEL 3] 

[TEXT: PS12 - DIAGNOSIS] 

You work at headquarters of a national Insurances Company which has 
several regional offices across Canada. Regional staff are expected to 
submit statistical reports to headquarters on the number of calls received, of 
eriqui?ies answered, of 'caSes investigated and follow-up actions initiated 
andcômpletd; Often, tjreports are incomplete (e.g., follow-up actions 

F. 

	

	nØt 1çluded ot flO jtê 	dicated for calls or visits addresses missing) 
When reports are incomplete, headquarters staff phones the regional officer 
and gets the missing information by phone. Regional staff never get to see 
the final version of reports. 

PS12.1 Why do regional staff continue to submit incomplete statistical reports? 

[They don't know they are submitting incomplete reports.] 

Scoring note: Any answer suggesting that there is no feedback given to staff is an 
acceptable answer. 

. 
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. 	I PROBI .L\1 SOL\IG - tiVU. 31 

!'L\l: ll 	ROO1 ('l1ll)I1.iNG 

Use the information on the next page to complete the following task. 

P318.1 	You are a conference organizer. Several speakers will make their 
presentation at the same time in different rooms. You must create 
a schedule for the speakers as well as placing them in a 
conference room which meets their needs. Complete the 
schedule for each room. 

[Room 345 

(9-12) Burton 

(1-4 or 2-5) Pates 

(4-5 or 1-2) McDermott 

Room 316 

(9-12) Jillian 

(1-5) Lechman 

Room 319 

(9-12) Miller 

(1-3 or 3-5) Power 

(1-3 or 3-5) Costello] 

Scoring Note : Where there are two possibilities in the schedule, one of the 
two only is required for an acceptable answer. 

. 
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Note: Equipment cannot be moved from one room to another. 

Rooms Available: #345: screen, overhead, slide projector 
#316: audio/video equipment 
#319: no equipment 

Hours: 9:00 - 12:00, 1:00 - 5:00 
12:00 - 1:00 : Participants are having lunch. 

Speakers: 

R. Jillian: 3 hours, video equipment 

S. Miller: 3 hours, no equipment 

E. Burton: 3 hours A.M. only, screen and overhead 
proj ector 

P. Pates : 3 hours P.M. only, slide projector and screen 

A. Power: 2 hours P.M. only, no equipment 

J. Costello: 2 hours P.M. only, no equipment 

K. Lechman: 4 hours P.M. only, audio visual equipment 

I J. McDermott: 1 hour P.M. only, no equipment 

67 



. 

. 

0 



IPROBLI NI SOL\iN(;- LEVEl, 41 

PS7-CARS REVIEW 

PS7.1 Using the ratings below (the perfect score being 50150), which car would you 
recommend to someone for whom car handling is a very important factor to be 
considered in buying a new car, next to the cost, which is the first criterion taken into 
account? Design and confort are not considered in the decision. 
[Nissan ] 

TOYOTA 
Corolla 

NISSAN Sentra 
VOLKSWAGEN 

 Golf 

Design 35/50 32150 33/50 

Handling 30/50 32/50 33/50 

Comfort 37/50 33/50 33/50 

Cost 	1  36/50 37/50 34150 
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IIROBLEM SOLVIIN( - LEVEL 41 

]I'EXT: PS22-RESTAURANT FLOOR PLAN] 

Use the restaurant floor plan on the next page to complete the following task. 

PS22.1 	You are the manager of a restaurant. There should be 4 waiters 
on staff tonight but one has called in sick. Assign the tables of his 
section (C) to the three other waiters ensuring that each has an 
equal number of tables, a service station is in their section and 
that each stretched section assigned for tonight does not sit less 
than 28 or more than 32. 

[Section A 10 to 18, 20, 28, 27 
Section B 21 to 26, 30 to 33, 38, 37 
Section D 40 to 48, 34 to 36] 
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[PROBLEM SOLVING - LEVEL 51 
[TEXT: PS42 - Labelling] 

PS42. I 	A private laboratory is conducting blood tests and analyses on animals in order to 
detect the presence of various diseases. The demand is especially great for tests 
to detect the presence of worms in sheep, with the result that the workload has 
increased from 1,700 to 2,400 blood tubes per day. To cope with this increase in 
volume, it has been necessary to hire additional staff to work on tube labelling lines. 
Before the blood tubes can be mechanically labelled, they must be prepared 
manually. This involves putting the tubes in two solutions: one to wash them and 
remove old labels, and another to rinse them and remove soap and old glue. 

For the past few weeks, the following problem has been noted: some labels attached 
mechanically are coming off. It has been observed that labels are coming off 
completely and consistently in 6 batches of tubes out of 24: the first 18 batches are 
good, but the next 6 are unsatisfactory. It has also been noted that this problem 
began to appear on June 11, and only in batches of tubes stored in the southeast 
corner of the storage room. 

On the basis of the above information, determine one of the causes that might 
explain why the labels attached to the tubes are coming off. 

,( The new staff assigned to washing and rinsing is not performing the work 
properly. The increased number of tubes is affecting the rinsing solution, making 
it too weak. The storage conditions are inadequate in the southeast corner of the 
storage room.J 
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[PROBLEM SOLVING - LEVEL 5] 

[TEXT: PS45 - Candy Bars] 

You are the head of the marketing division in a company which makes candy bars. The 
candy bars are chocolate-covered. Given that chocolate is a more expensive ingredient 
than the ingredients that make up the soft centre, you have to determine how thick this 
chocolate covering should be, measured as a percent of the candy bar's total weight. 

The company would like to keep the chocolate percentage down in order to maximize 
profits. However, you think that if the bar is poorly made, sales may decline as 
consumers prefer more chocolate to offset the soft centre. On the other hand, if the layer 
of chocolate gets too thick, the consumer will relate the bar to pure chocolate bars, and 
it will suffer by comparison to the lafter. 

PS45.1 	As the head of marketing division, what should you do in order to 
determine the appropriate thickness of chocolate covering that will ensure 
maximum profits to your company and will take in account consumers' 
preference? 

[Conduct consumer tests with different chocolate percentage covering in 
order to find the chocolate weight that satisfies the consumer and ensure 
maximizing of sales] 

. 
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PROSE READING 

There is already considerable experience with prose reading (= reading: textual 

material) from the national literacy surveys. The items here are simply to provide examples 

from narrow workplace contexts. 

Level ID Description 

I RPI The instructions specifically state the information that RP1.1 asks 
for. The information requested by RP1.2 is also directly in the 
text, though separated from the prompt information by a sub- 
ordinate clause. The text does not explicitly identify this as a 
reason ("why") and so may require some small inference. 

1 RP2 Here, too, the specific information requested in RP2.1 is stated 
directly in the text. There are several telephone numbers in the 
text so the answer to RP2.2 is not a simple location of a phone 
number. 

2 RP3 Although the information to answer 3.1 is directly in the text, 
there is some inferencing required to connect the medical record 
with the source of information for the cardex. The answer to 3.2 
is not with the other information about what should be in the 
cardex and so is more difficult to locate. 

2 RP6 The item requires the respondent to locate several pieces of 
separate in formation. 

3 RPI7 The information required to answer the questions is located 
throughout the text and the text is complex and not highly 
signaled. 

4 RP22 The text for this item is in complex language and the information, 
particularly for RP22.2, needs to be drawn together from several 
parts of the text. 

4 RP23 The text is long and the information required is in different form 
in three different, unsignalled, paragraphs. 

5 R1129 The reader has to draw his/her own conclusion. The phrase "the 
results indicate", does not signal a recommendation, as might be 
thought. 

5 RP31 The text is relatively dense. Some knowledge of human resources 
might be required. 

. 
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[READING (prose) -LEVEL 1] 

[TEXT: RP1-Charting] 

Use the charting procedures on the next page to answer the following questions. 

RP1.1 	Who should leave the professional designation column blank? 
[Staff other than R.D.(Registered Dieticians) or R.D.T.(Registered Dietary 
Technologists) and students] 

Scoring Note: Answer is correct if professional designations are indicated in full or by 
their anacronyms. 

RP1.2 	Underline the words that tell why a line should be drawn through any 
blank spaces. 
I To prevent late chart entries from being insertedj 

I 
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NO - 	S 	 ? & p MD."aL 

Review 
1988/08 
	 Section: 	Page: 	1 

Senior 	 I used 
Sou.rce: 	Clth.ica1 Dietitian 	By 

Clinical nutrition Services Stafl are to chart in "SQZiP" format 
according to eztabliah.d guidelines. 

Chart entxee should be headed with the correct data and time of 
charting and titled IMTRITION for ease of identification. 

Registered Dietitians and Registered Dietary Technologists should till 
in their professional designation R.D. or R.D.T. respectively, in the 
appropriate column. Other staff and students will leave the 
professional designation blank, but record their title after their 
signature at the end of the chart note. 

? Line should be drawn through any blank spaces, ie. following te.xt 
that does not extend to the edge of the charting box, to prevent late 
chart entries from being inserted. 

S tudent entries SI2OU-td be reviewed by Clin.ical Nutrition Services 
Staff, but need not be countersigned. 

Note sanple charting below. 
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[READING (prose)- LEVEL 1] 

[TEXT: RP2-Vaccinc Preven table Program ] 

Use the notice on the next page to answer the following questions. 

RP2.1 	What information should he included with the class list? 
[Child's name, date of birth, name and contact number of parents] 

Scoring Note: Telephone number of parents instead of contact number is an acceptable 
answer. 

RP2.2 	What number should be called to obtain information on communicable 
diseases? 
[722-2281] 
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VACCINE PREVENTABLE PROGRAM 

S We would like to inform you that, during the year, a Registered Nursing Assistant (RNA) will be 
visiting you to collect and assess immunization infqrmation of the children in your Daycare or Nurse_ry 
School. At the present time they are very busy collecting and assessing immunization information of 

children in primary schools. When their task is completed the RNA will be contacting you and 

/ requesting a dass list which indudes the child's name, date of birth, name and contact - 

	

/ numbers of the parents. If you should have any present concerns regarding the 	- 

	

immunization status of the children you may contact the Public Health Nurse on 	.t 
the Immunization Line at 7244108 and if you need to report or discuss 	4 

communicable disease please contact our Child and Adolescent 
. 	Information Nurse at 722-2281. 	 b 

. PROGRAMME DE PREVENTION PAR IMMUNISATION 
Nous tenons a vous aviser qu'une inflrmière auxiliaire autorisée vousrendra visite cette année auin 

de recueillir et d'évaluer les renseignements ayant trait a l'irnmunisation des enfants inscrits a votre 
garderie ou pré-maternelle. La cueillette et I'évaluation des renseignements concernant les enfants 
inscrits aux écoles prirnaires occupe actuellernent les infirmières. Lorsque cette étape sera 

f terminee, l'infirmiére auxiliaire autorisée communiquera avec vous et vous demandera une liste 
/ d'élêves comprenant le nom de l'enfant, sa date de naissance, Ic nom et Ic numéro de 

téléphone des parents. Si vous aver des inquiétudes quant A l'état d'iinmunisation des enfants, 
(r 	vous pouvez communiquer avec l'infirmière hygieniste, A Ia ligne d'inforrnation sur 

I'inimunisation (724-4108). Si vous devez faire part de maladies 
transmissibles ou dsirez en discuter, veuillez comn-iuniquer avec 

I'infirmiè.re a l'information de Ia Direction gênerale de l'enfance et de 
l'adolescence, au 722-2281. 
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[READING (prose)- LEVEL 21 

[TEXT: RP3-Patient Visitation Guidelines] 

Use the Patient Visitation Guidelines on the next page to answer the following questions. 

RP3.1 	From where is the patient's information to he recorded in the cardex 
taken? 

Patient's medical record] 

RP3.2 	In addition to this information, what should he recorded in the cardex? 
[Patient's likes and dislikes for food] 

Scoring Note : 	Only food likes" or only "food dislikes" is an 
acceptable answer. 
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PATIMU VISITATION GUIDZLnM 

1. Before visiting any patient, screen the p.tient's nedical record 
for the following information, and record in the ca.rdex: 

- Diet order as written in medical record 
- Diet order as being sent 
- Disease/diagnosis 
- Height 
- Weight 
-Sex 
- Recent weight changes 
- Eating problems (ie. nausea, vomiting, swallowing disorder) 
- Laboratory values indicating compromised nutrition status (Mb, 

Aib, blood sugar, cholesterol) 
- Any obvious medical problems 
- Food allergies or intolera.nces (standards of care will be given 

for each specialty unit) 

2. Introduce yourself to the patient, give your name and position. 
Make the patient feel at ease. 

3. Determine what the pati5nt already knows about the diet. 
Ea.luate him with regards to motivation and learning ability. 
Interview the patient for food likes and dislikes and note in 
cardex. 

10 4. When instructing the patient give him some background. Why is he 
on this diet? HOW does that relate to his disease state? This 
may give him some motivation to follow the diet. 

5. Explain to the patient how to till out his menu properly. 

6. Personalize the that to the patient, discuss the diet with 
respect to his 1Jces, eating habits, budget, etc. 

7. Chart in the patient's medical record. 

FoOthil1S Hospital 
Clinical Nutrition Services 

pVG.00 
aevised 1990/01 



S 

. 

0 



[READING (prose)I- LEVEL 2 

[TEXT: RP6-Tips for working with electricity safely] 

Use the tips for working safely on the next page to answer the following question. 

RP6.1 Circle the three tips' number related to the incompatibility of water with 
C lectricity. 
[5,6,81 
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Although working with electricity can be very dangerous. It doesn't 
have to be, if you have respect for Its power and always take proper 

• 	 security precautions. Here are ten Important rules to follow. 

1. Before working with an electrical circuit, always shut of f the 
power at the fuse box or circuit breaker. 

2. Post a sign on the fuse box or circuit breaker to let people know 
that you're working on one of the circuits and that they 
shouldn't turn the power back on. 

3. Use a voltage tester to make sure the power is of f before you 
touch any wires. 

4. Always unplug a device before working on it. 
5. Make sure your hands are dry before Installing or servicing 

electrical equipment. 
6. Never stand on a wet floor while working with electricity. 
7, Don't touch plumbing or gas pipes while working with 

electricity. If you touch such a pipe and a hot wire at the 
same time, you could be badly shocked. 

8. Don't run an extension cord across a doorway or other place 
where someone might trip over it. 

9. Never plug in equipment that has a frayed or damaged cord. 
Repair or replace the cord. 

. 	 10. When removing a cord from an outlet, pull on the plug, not on 
the cord. 

L1 
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[READING (prose) - LEVEL 31 

[TEXTE: RPI7 - METHODE D'INSTALLATION DE PARE-BRISE] 

Utilisez le bulletin d'information reproduit a Ia prochaine page pour répondre aux 
questions suivantes. 

RPI7.1 	Quel adhésif devrait constitucr l'élément principal de sécurité dans 
I'installation de pare-brise ? 
[L 'uréthaneJ 

RP17.2 A quol problème font face los installateurs de pare-brise depuis que les 
manufacturiers d'automohiles ont réduit les cadres de vitres ? 
[Pas assez d'espace pour utiiser suffisamment d'uréthane/ou/Le ruban butyle ne 
perrnet que .28" de cordon d'uréthane, ce qui n'est pas suffisantJ 

RP17.3 Pourquoi I'utilisation du ruban butyle est-il compromis par les coussins 
gonflables qui se déploicront sur le pare-brise des automobiles? 
[Le ruban bulyle tie sera pas assez fort pour retenir Fe pare-brise lorsque le coussin 
se déploiera lou! L.e ruban butyle ne résistera pas a cette force.] 

Note pour Ia correction: "Le coussin gonflable déploie une force très grande sur le pare- 
brise" est une réponse acceptable.  

' V - 	V 	5 	 V V 	
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TION 

20021-  

DATE : 	AVRIL. 1995 

OBJET: 	METFIODE D'INSTALLATIOU DE PARE-BRISE 

Les manufacturiersautomobiIes ont récemment fait plusieurs chngements qui affectent vos méthodes 
d'installatiorts.)Avez-vous remarqué qu'aujourd'hui les cadres sont plus petits? Ce n'est pas une surprise, 
puisque les manufacturiers sont toujours a Ia recherche de 	rsuj réduire les coCits d'matériel et de 
production. Quel en est I'effet? Plusieurs cadres n'allouent plus aujourd'hui assez d'espace pour 
linstallation d'un ruban butyle et suflisamment d'uréthane pour rencontrer les normes de sécurité 
FMVSS212 et FMVSS2I6. 

Même si certains s'en contentent, le ruban ne permet que .28" de cordon d'uréthane pour faire contact 
entre Ia vitre et le cadre. Le risque est que I'auto quitte I'atelier avec le ruban butyle comme adhésif 
premier et I'uréthane comme scellant secondair lors que ce type d'installation n'est lm sécuritaire ni 
recommandé. 

Le ruban butyle n'offre tine adherence que de 8 a 12 livres au pouce carré alors que l'uréthane doit 
rencontrer les normes des fabricants d'autos avec un minimum de 500 Jivres au pouce carré. Fait a noter, 
l'uréthane fait partie intégrante de Ia structure des voitures d'aujourd'hui. Une situation encore plus 
redoutable est que le ruban butyle ne répondra pas aux normes de Ia nouvelle génération dsautos  munies 
d'un coussin gonflable côté passager. 

-- 1• 	 .c'O- - \ 	• 

Apparemment non necessair, mai-s unecaractenstique sur Ia majonte des voitures de luxe et plusteurs 
•j autos de classe moyenne, ks fabricantautomobiIes ont pour mandat dinstaIIer des coussins gonilables 

sur tous les modèles dici 1997. GM a plusieurs modèles 1995 dans lesquels le coussin gonflable déploie 
une force très grande sur le pare-brisecornrne le font les modèles Chrysler etplusieurs autos importées. 
Sur les modéles Ford, Ic coussin se déploe directement vers lavant alors qu'ils se déploieront sur Ic 
pare-brise coinrnnçant en 1996. 

Quel effet est-ce que cela a? Le ruban butyle ne sera pas assez fort pour retenir le pare-brise Iorsque le 
coussin se déploiera et mettra en jeu l'ajout dun système de sécurité additionnel. Des etudes sont en 
cours a savoir queue force est déployCe, mais des données sont disponibles pour confirmer que le ruban 

- 	butyle ne résistera pas a cette force. 	 2 	 • 

1mb 



S 

. 

0 



[READIM, (I'kosI:) - LEVEL 41 

ITEXT: RP22-ONTARIO'S EMPLOYMENT S1'ANDARDS FOR HOMEWORKERSI 

Use the description of a change to employment regulations in Ontario on the next 
page to answer the following questions. 

	

RP22.1 	To which specific provisions of the employment standards Act 
does this Ontario regulation give homeworkers access? 

[Hours of work, minimum wages, overtime pay, paid public holidays] 

	

RP22.2 	When offering a job where there is some quota of production to 
meet, what must the employer put in writing for the homeworker? 

[Type of work to perform; the basis of remuneration; the 
number of articles to be manufactured and the corresponding 
delivery date(s)] 

Scoring Note: The following are acceptable answers: "Work' (Type 
of work), "Pa/' (remuneration), "Quantity' (number), "Date" or "Time" 
(delivery date). 
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the selector must select the final offer 
of the opposite party. The parties may, 
however, continue to negotiate, and the 
selector will not consider their final 
offers respecting any matters on which 
agreement has been reached. 

If the parties prefer not to use the 
final offer selection process, they may, 
following notice to bargain, irrevocably 
agree in writing to refer all matters in 
dispute to on arbitrator or a board of 
arbitration for final and binding settle-
ment. 

The Lieutenant Governor in Council 
is required to appoint a person to 
review,  Part V of the Act (Dispute 
Settlement) and its operation within 
five years after its coming into force. 

The legislation also provides that 
the Agricultural Labour Management 
Advisory Committee established by the 
Minister is continued. 

This Act came into force on June 
23, 1991. 

RI:(;LLMImn M()DIFIANT LE REGLE-
MENT GENiRAL EN VERTU DE LA 
LOl SUR LES NORMES D'EMPLOI 
423/94; GAZETTE: LE 9 JUILLET 
1994 

Ce reglement rnodilie le Regleme.nt 
general afin de prévoir des normes 
minimales d'emploi pour les travailleurs 
a domicile. Auparavant, ces travailleurs 
étaient exclus des dispositions de Ia Loi 
sur les normes d'emploi concernant Ia 
durée du travail, le salaire minimum, Ia 
prime de surtemps et les congés tériés 
payés. Ce règlement abroge ces exclu-
sions et fixe le taux du salaire minimum 
pour les travailleurs a domicile a 110 
pour cent du salaire minimum d'applica-
tion genérale, soil actuellement a 7,37$ 
l'heure. Ce taux est payable a bus les 
travailleurs a domicile, y compris les 
étudiants ages de moms de 18 ans qui 
travaillent 28 heures ou moms par Se-
maine ou pendant un conge scolaire. 
Ge plus, le rCglement stipule qu'un  

employeur dolt aviser par écrit un bra. 
vailleur a domicile du genre de travail 
que ce dernier est appele a accomplir 
et des facteurs sur lesquels est basée sa 
rémuriCration. Si Iemployeur exige quun 
certain nornbre d'articles ou de produits 
solent fabriqués par un travailleur a 
domicile au cours d'une période don-
née, ii dolt en aviser le travailleur a 
domicile par écrit. 

REGULATION TO AMEND THE 
GENERAL REGULATION UNDER THE 
EMPLOrMENT STANDARDS ACT 4231 
94 GAzETTED JULY 9, 1994 

This regulation amends the General 
Regulation in order to provide mini-
mum employment standards for 
homeworkers. Previously, homeworkers 
were excluded from hours of work, 
minimum wages, overtime pay and 
paid public holidays provisions of the 
Employment Standards Act. This regula-
lion revokes those exclusions, and fixes 
a minimum wage rate for homeworkers 
of 110 per cent the general ,r.;'i/mum 
wage rate, equivalent to $7.37 per 
hour at present. This rate applies to 
all homeworkers, including to a student 
under 18 years of age who works not 
more than 28 hours in a week or 
during a school holiday. In addition, 
the regulation provides that the em-
ployer must advise the homeworker in 
writing of the type of work he or she 
is being employed to perform and of 
the basis on which the homeworker is 
to be remunerated. If the employer 
requires a specific number of articles 
or things to be manufactured by the 
homeworker within a specific period of 
time, the employer must advise the 
homeworker in writing of the number 
and the date or time. 

Québec (Quebec) 

RECLEMENT MODIFIANT LE REGLE- 
MENT SUR LES NORMES DU TRA- 
VAIL EN VERTU DE LA Lot SUR LES 

NORMES DU TRAVAIL DECRET 1 
94, GAZETrE LE 14 SEPTB 
1994 

Ce rêglemerut modilie le R 
sur las normes du travail afir 
inenter les taux de salaires minL 
compter du 1 octobre 1994. I 
general du salaire minimum e 
de 5,85 $ a 6,00 $ I'heure. I 
payable aux salaries qui reçoiv 
luellement des pourboires es 
de 513$ a 528$ l'heure et ce 
ble aux domestiques qui résid 
teur employeur est passé de 
233 $ par semaine. 

REGULA7701V TO AMEND THE 
L4170N RESPECnNG LABOUR 
ARDS UNDER THE ACT RESFI 
LABOUR STANDARDS O.C. 13 
GAZETTED: SEPTEMBER 14, 

This regulation amends th 
lion respecting labour stan 
order to provide increases in 
mum wage roles, effectii 
ber I, 1994. The general 
wage has increased to $6.00 
from $5.85. The rate payot 
ployees who usually receive 
has increased from $5. 13 to 
hour and that payable to 
workers who reside in their 
home has increased from 
$233 per week. 

Saskatchewan 

LOt DE 1994 MODIFIANT 
StiR LES NORMES DU TRA 
BOUR STANDARDS AMFJ1DM. 
1994) PROJET DE L 
SANCTIONNt LE 2 JUIN I 

Cette Ioi contient les n 
décrites ci-dessous. 

Protection et avantages off 
travailleurs a temps partiel 

Un employeur qul oltre 
non-requis par Ia Ioi a des 



n 

0 



IREAIMNG (I'ROSE) - LEVEL 41 

[I'EXT: RP23 - LUMBER PRODUCERS - GRADING SERVICE POLICY AND 
PROCEDUREJ 

Use the grading policy and procedure document on the next page to answer the 
following question. 

RP23.1 	The text identifies three events that might lead to the removal of 
stamping privileges by the Newfoundland Lumber Producers Association 
(NLPA). What are those events? 

[1. Mill graders will not or cannot maintain acceptable grade levels 
2. Failure to re-grade and re-stamp items found below the proper grade level 
3. The occurrence of three offences in any eighteen-month period] 
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THE NEWFOUNDLAND LUMBER PRODUCERS ASSOCIATION 

GRADING SERVICE POLICY AND PROCEDURE 

To insure against either accidental, unintentional, or intent-
ional abuse or misuse of the Newfoundland Lumber Producrs 
Association grade stamp, the NLPA maintains on staff a Lumber 
Grade Supervisor, whose duty it is to frequently, at irregular 
intervals, but not less than monthly, visit the manufacturing 
facilities of the registered mills and inspect, as applicable, the 
levels of quality of: 

Shipping Grades 
Size 

A written report of each inspection will be filed with the NLPA, 
with a copy to the responsible manufacturing personnel at the mill 
inspected. An unsatisfactory report is one in which below grade 
exceeds 5%. 

All reports of mill inspections, reinspections and correspond-
ence relating to quality control will be held in the NLPA office 
files for at least two years. Individual mill information will be 
kept confidential and available only to the NLPA Grading Service 
Personnel, ALS and CLS staff. 

MILL INSPECTIONS 

Each month, or more often if deemed necessary, the Lumber Grade 
Supervisor shall inspect the shipping grades of registered mills 
and provide the mills and the NLPA office with a.report.of the 
amount, grade, species and size of lumber inspected,bywhom 
graded, the amount found to beaboveand;below grade andwhèthàr. -( 
or not the lumber was legibly stainped. The report wifl r indicate 
whether the lumber was surfaced to standard dry or unceasono.1 sizes > 
or to special sizes or patterns. Whenever possibl&, j..lin-
spections shall be made on loads which were graded andnark,dD,tor', 
to the arrival of the LumberGrade Supervisor. A'repre'sent&tivo .• 
sample of available grades shall be checked. When 1nventdrf1 Is 
are not available, the Lumber Grade Supervisor willheckrades 
behind the planer 	Following inspection the1umberGrade 
Supervisor will review off-grade pieces withthe graders who'inarked 
the stock or with their supervisors if the graders• are not 
available. He will also coach graders to correct the grade line. 
He will discuss the results of his inspection with those personnel 
at the mill responsible for quality control. The Supervisor will 
be alert to recommend steps that might be taken to improve quality 
control or manufacture and will make themselves available for 
reasonable extra assistance at mills when requested by management. 
At the time of mill inspection, the registered mill shall co-
operate with the Grade Supervisor in facilitating the mill 
inspection. 
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1FhACCEPTABLE LEVELS OF QUALITY 

All graders are expected to maintain a grade tolerance within 
5%. Likewise the shipping grades of an individual mill are 
expected to be within 5% of grade line. The grading tolerance of 
5% is permitted in recognition that the grading of lumber cannot be 
considered an exact science because it is based on visual 
inspection of each piece and the judgement of the grader. 

The following sets forth the steps to be taken by the NLPA in 
the event the above levels of quality are not maintained. 

LUMBER_GRADE SUPERVISOR'S AUTHORITY 

When degrades of an item are found to be between 5% and 10%, the 
Grade Supervisor shall lay aside such degrades, require that the 
grade stamps be obliterated and the material re-stamped as of its 
appropriate grade. (In randon length shipments an item consists of 
a grade and size without reference to lengths). The Lumber Grade 
Supervisor shall also require that the grader responsible for the 
degrades be made available for discussion of the degrades and 
coaching to correct any grading deficiencies. 

If the degrades of an item are found to exceed 10%, the Grading 
Supervisor shall examine sufficient lumber of the item to ascertain 
whether his initial check is representative of the entire run of 
the item. If he determines that it is, he shall request that all 

• lumber of the same run and grades he re-graded and properly stamped 
and shall immediately advise the NLPI\ Lumber Grading Committee that 
such request has been made. He shall also determine the reason for 
the degrades and require that the graders responsible for them be 
made available for discussion and coaching to correct and grading 
deficiencies. If the lumber of the same run is not regraded or the 
situation is not remedied to the satisfaction of the NLPA Lumber 
GradJng Committee, he will take what other corrective action is 
deemed necessary which may or may not include issuance of an 
official warning notice to the mill or withdrawal of stamping 
privileges. The same will apply when lumber sizes, or legibility 
of stamping is found to be significantly below acceptable levels of 
quality. 

WHEN SURVEY REPORTS ARE CONSISTENTLY UNSATISFACTOJY 

If the average below grade of any mill exceeds 5% in any three 
month period or any one item is 10% or more below grade in any two 
months of a six month period, the Lumber Grade Supervisor shall 
spend additional time at the mill concentrating on the grades and 
graders who are deficient. 

Mill facilities and graders' capabilities will be analyzed in 
order to determine reasons for below grade. Graders will be given 
additional coaching and instructions. Each month the Lumber Grade 
supervisorwill submit a report of the findings and the mill will 
be advised of any corrective measures needed by the NLPA Grading 
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F ommittee. If, after 60 days, the above analysis should reveal 
that the grader or graders authorized to use stamps will not or 
cannot maintain acceptable grade levels, the NLPA may authorize 
withdrawal of grade stamps or shall implement a program with the 
mill management that will bring grades to a satisfactory quality 
level. The proposed program may include a change of graders, 
additional adequate personnel, or a full time Quality Supervisor 
assigned to the mill with his full wages and expenses charged to 
the mill in addition to regular charges. The mill will also be 
issued an "official warning notice of quality delinquency" for 
sixty-day minimum duration, with a copy by registered mail to ALS 
and CLS. If proper grade levels are not restored within prescribed 
period service may be withdrawn. 

During this period it will be required that items found to be 
below the proper grade level will require regrading and restamping. 
Failure to re-grade and re-stamp such items prior to shipment will 
be cause for removal of stamping privileges. Within two months and 
upon recommendation of the Lumber Grade Supervisor, supported by 
his weekly report, the NLPA may permit inspection procedures to 
return to normal for as long as a satisfactory grade level is 
maintained. 

Three offenses in any eighteen-month period shall be cause for 
withdrawal of privilege to use NLPA stamps for at least one year. 
As an alternative the offending mill may elect to permanently 
employ a Check Grader acceptable to the NLPA who shall submit 
reports as described above. 



0 



[READING (prose) - LEVEL 5] 

TEXT: RP29-PLAQUE REMOvALI 

Use the article summary on the next page to answer the following question. 

RP29.1 	You are a dentist and you have just read the results of the study. 
What does this text suggest that you should tell your patients to 
do? 

[use a triclosan/co polymer pre-brush rinse] 

. 
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Summary and Conclusions 
The effect on plaque removal 

and gingivifis of using a pre-brush 
rinse containing 0.03 per cent tn-
closan (Irgacare MP, Ciba-Geigy 
Corp.) and 0.125 per cent of a co-S 
polymer of polyvinylmethyl ether 
and maleic acid over a six-month 
period, versus using a matching 
placebo pre-brush rinse, was as-
sessed in this clinical study. 

The results indicate that the use 
of the tniclosan/copolymer pre-
brush rinse over a six month pe-
riod, as compared to a matching 
placebo pre-brush rinse, resulted 
In: 

1 A plaque removal efficacy of 
24.8 per cent for all tooth sur-
faces In the mouth (when com. 
paring mean Quigley-l-iein 
Plaque Index scores). 

2 A plaque removal efficacy of 
54.5 per cent for those tooth sur-
faces in the mouth that are 'more 
difficult to brush' (when com-
paring mean Plaque Severity In-
dex scores). 

3 A 22.1 per cent reduction in gin-
givitis in all areas of the mouth 
(when comparing mean Loe-Sil-
ness Gingival Index scores). 
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[READING (prose) - LEVEL 5] 

[TEXT: RP31 - The impact of the Decentralization of Human Resources Services on Client 
Satisfaction] 

Use the text on the next page to answer the following questions. 

	

RP31.1 	According to this study, which feature in service to clients has to be 
preserved when Human Resources services are being decentralized? 

[Uniformity of service] 

	

RP31.2 	What is likely to be the main factor that makes the difference in client 
satisfaction regarding the decentralization of Human Resources services? 

[Client's location] 

Scoring Note : Alternate correct answer: "Locating human resources 
• 	 professionals in regional operations as they are close to their respective 

clients and get to know their needs)." 
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The Impact of the Decentralization of Human 
Resources Services on Client Satisfaction 

The purpose of this study is to assess the impact of the decentraliaation of Human 
Resources Services on client satisfaction. Large organizations usually have their 
Human Resources department at headquarters, which creates a gap between human 
resources professionals at headquarters and operational front line managers. The more 
geographica ll y  dispersed the line units, the greater the gap. Besides the psychological 
gap (staff managers often have their offices at the top of an office tower, whereas line 
managers have theirs on lower floors or in other buildings), there is a geographical gap 
Which only worsens problems of communication and misunderstanding. 
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It is. however, possible to decentralize Human Resources services while keeping 
a core of human resources professionals at headquarters and locating other human 

resources professionals in regional operations. That way, the latter are close to their 
respective clients and get to know their needs, which should result in better service and 

ultimately greater client satisfaction. 

A questionnaire survey was done in two federal public service organizations (one 

with centralized Human Resources services and the other with decentralization of struc-
ture). The two organizations were basically the same in terms of size (3 000 vs 2 500 
employees), mission, regional activities, and manpower (the employees of both orga-
nizations were predominantly professionals and both had a similar proportion of visible 

minorities). 
A statistical analysis of 496 respondents shows that decentralizing Human 

Resources services has a positive impact on client satisfaction but that this relationship 

is moderated by the client's location (i.e. positive impact on client satisfaction in 
regional offices). The survey revealed other interesting facts. First, the variables related 

to the organizational structure (i.e. level of centralization and client location) play a 
much greater role than those related to client group in exploring differences in client 
satisfaction. Second, variables related to consultation and flexibility only play a role 
where there is decentralization, which allows to account for a larger proportion of var-

iance in client satisfaction. Third, regardless of organisatioflal structure, uniformity of 
service is linked directly to client satisfaction. Decentralization, therefore, does not 

. 	
prove an obstacle to uniformity of service, although the latter plays a greater role within 

a centralized structure. 
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I)OCUMENT READING 

Flere, too, there is already considerable experience with document reading ( 

reading: graphical material) from the national literacy surveys. The items here are simply to 

provide examples from narrow workplace contexts. 

Level ID Description 

1 RD3 While this requires matching directly with the text, getting the 
correct answer requires noting that 2 (9-1757) and 10 (9-5557) 
when order together are 9-5558. 

I RD4 A simple match in a parallel list. There is only once instance of 
pH in the text. 

2 RD6 Requires the reader to compare the length of the growing season 
of several fruit crops as the information needed is not directly 
stated in the text. 

2 RD7 Information from the legend must be used to interpret the items 
checked. 

3 RD1 I The tasks require the reader to use information from the legend 
to interpret the wiring diagram 

4 RD23 The reader must follow a complex path through the decision tree. 

5 RD26 The display is complex and the information requires some 
inferencing. 

5 RD24 The reader has to transform the information from one format to 
another. 

. 

11 February, 1996 
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• 	
[READING (document) - LEVEL 1] 

[TEXT: RD3 - Welding torch] 

Use the page of a catalogue shown on the next page to answer the following question. 

RD3.1 You need to replace the handle and its adaptor of your welding torch. What catalog 
number should you write on your order form ? [9-5558] 

Scoring Note : 9-1757 and 9-5557 are not accepted as correct answer. 

fl 
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Figure 5-1 2A Welding Torch 

Fig. Item Qty. Catalog Description 
No. Number 

5-1 1 1 8-2027 70° Torch Head Assembly 

5-1 1 1 8-2028 90 0  Torch Head Assembly 
5-1 1 9-5558 Handle Assembly 	(includes 	2 	& 10) 

5-1 2 1 9-1757 Handle 
5-1 3 1 8-1204 Shrink—on Tubing 

5-1 4 1 8-2097 Machine Mounted Torch Head Assembly 
5-1 5 1 8—.4018 Nut 

5—I 6 1 8-2063 Sleeve 	Adaptor 
5-1 7 1 8-5005 Positioning Tube 

5-1 s 1 7-2827 Pinion Assembly 
5-1 9 1 8-4204 Bushing 

5-1 1C 1 9-5557 Handle Adapter 

Page 17 	 Rev'd 7/14/83 



I 

0 



[READING (document) - LEVEL 1] 

[TEXT: RD4 - CERTIFICATE OF ASSAY] 

Use the certificate on the next page to answer the following question. 

RD4.1 What is the PH's value of the analysed water sample ? [7.79] 

. 
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JUL -   - !' 	J2:Pr1 	7 RON LORItJO LEJTOIE3 

To: VALLEY METAL. 	- 

03 - 11th Street S.E.1 

1cary. A1brtg 	72G 339 	/5\ 
/ — p-, 

AU N: Qgjj Scott  

TO 
	

43147 	P.01 

File N. 	_679 

Date jUIX 4 10 94 	- 

Samples Water 

Certificate of Assa~TD. 
 LORING LABORATORIES  

SAMPLE NO, 
-- 	 -- 	 Concentration 

EFFLUENT WATER 
SAMPLE 

WATER METER: 05557.1 
DATE; JUNE 21/4 
TIME: 9:30 AM 

PARAMETERS 

pH 7.79 

Aluminum <0.01 mg/i 

Cadmium <0.001 mg/i 

chromium 0.030 mg/i 

Copper 0.031 mg/i 

Iron 0.026 mg/i 

Nickel 0.091 mg/i 

Lead <0.001 mg/i 

Zinc <0.001 mg/i 

CU <0.001 mg/i 

T Ll..b l Cer' I 	 LH that the obove results are those 
assyo ade by s upon th herein decribcd samples.... 

Rejects reta i ned one month. 
Pt41P8 retained one •onth 
Jnlei3s epe4cc arr&nementS  

a y(r are made in advance. 
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IREADING (documents) - LEVEL 2 

TEXT: RD6 - COMPOSITE CHART OF HARVEST SEASONS FOR ALL FRUIT 
CROPS] 

Use the chart on the next page to answer the following question. 

R136.1 	As a farmer, which fruit crop will you select if you want to have the 
longuest harvest season ? [Apple] 

0 	 1 2 
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COMPOSITE CHART OF HARVEST SEASONS FOR ALL FRUIT CROPS 
Horticultural Research Institute of Ontario, Vineland Station 

JUNE JULY AUGUST SEPTEMBER OCTOBER 
5 	10 	IS 	20 	25 

jJlIIlIiliI1iiLlLIJ1HI 
5 	10 	IS 	30 	3530 

iiihiiiliiii 	IllIllill 	tiiii 
- 	 10 	15 	20 	25 	30 

J..L.J 	LU 	1111II1II!LllI 
5 	10 	15 	2025 

1iiLliZIlIIi 	u..jiJ 	tlUL 
5 	10 	IS 	20 	25 	3 

Ilthui!i.L.ujJiJ 

] 	 L r Cherry Soason Juno 22 
- 

August 1 

Thooaahnrry Season 
[July 6-July31 

Raspberry Season 
July9-August5  

Rod Currant 

Blueberry Season 	July 15- September 15 

Black Currant 

Apricot Soaon r 15t)0rrY Season 

I Plum Season 	July 20- October 10 

Poach Season 	July26- September21 

I Apple Season 	July31 - October21 

Pear Season 	August 6- October 10 

Grape Season 
August31 -October15 

0 	 0 	 0 
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[READING (documents) - LEVEL 21 

[FEXI': RD7 - LANDLORDS INSPECTION REPORT] 

Use the Inspection Report on the next page to answer the following questions. 

RD7.1 	What needs to be rcpared in the kitchen ? [counlertopJ 

RD7.2 	Which rooms need painting ? [kitchen/dining room, living room/ 

Scoring note: In the first part on the answer, only "kitchen" is an acceptable answer. 

. 

. 
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EMERALD MANAGEMENT & REALTY LTD. 
Code 
	

Check One: Move in 	Move Out 
	 INSPECTION 

•it No. 2 5  Address 	2 1 Y 
	 REPORT 

Tenant Name 	 . 

1) Clean-Okay 2) Requires Cleaning 3) Requires PaInting 4) Requires Shampoo/Dry Cleaning 5) Damaged - Detail 6) Missing- Detail 7) Dirty- No Tenant effort made 

INSPECTIONS SHOULD BE CONDUCTED WHEN THE PREMISES ARE VACANT 
UNLESS THE LANDLORD AND TENANT OR THEIR AGENTS OTHERWISE AGREE. 

	

11121 3141516 I 7] 	 11 	21345 617 I 
KIlUHN/UINlNU NOOM - - 	BEDROOM  
ceiling 	 - v - 	- 	ceiling 	V  
walls/trim 	- - 	- 	- 	walls/trim  
floor 	floor  
cOuritortOp 	 windows 	 V 
cupboards 	- 	- - - - - 	 drapes  
doors 	 - - - - - 	closets 	'I 
sinks 	 - - - - - - 	doors 	V  
stove 	BEDROOM  
fudge 	 - - 	- - - 	coiling  
windows 	 - - - - 	walls/trim  
drapes 	 floor 	 -  
BATHROOM 	windows 	-  
Ceding 	i_i 	I 	 drapes  

alisItrim 	 - 	- - - - 	closets  
doors  

sink 	- 	BEDROOM  
bathtub 	 - - - 	 ceiling  
toilet 	 - 	--'-- 	 walls/trim  
cabinet/mirror 	- V - - - 	- 	floor  
windows 	- 

V- 	wIndows  
drapes - 	 drapes  
door 	 closets 	-  
BATHROOM 	 doors 
ceiling 	- - - - 	- - 	 BASEMENT  
walls/trim 	 stair/stairwell  
floor 	- 	- - 	- 	- - 	- 	 walls/floor  
sink 	- - - - - - - 	 plumbing 	-  
bathtub 	- - - - - - - 	 furnace 	-  
toilet 	- - - - - - - 	 water tank 	-  
cabinet/mirror 	- - - - - - - 	 door  
door 	__ 	- - - - 	- 	 STAIRWELL/HALL  I 	LIVING ROOM/DINING ROO 	- 	 tread/landing  
ceiling 	- - 	- - - - _______________________ 	walls/trim  
walls/trim 	- - 	- - - - 	 ceiling  
floor 	 ______________ 	closets 
carpet 

crs 	 - - - - - - 

•dows  
drapes  
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• 	[READING (documents)]- LEVEL 3 

[TEXT: RDI 1-Electrical Plan] 

Use the diagram on the next page to answer the following questions. 

RD11.1 	This electrical plan of a house shows that all rooms are equipped with 
ceiling lights, except one. In which part of the house is there no ceiling 
light? 
[Living Room] 

RD1I.2 	Locate and circle, on the electrical plan, the symbol showing that there is 
an electric door opener in the garage. [ The electric door opener symbol is 
located in the center of the garage.J 

RD11.3 	In which room of this house is the clothes dryer located? 
[Basement] 

. 
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ommon Electrical Symbols 

Ceiling light 240volt polarized outlet (III)) Night•light 

Wall light -(i) Special-purpose outlet kidoor telephone 

Ceiling lighting outlet () Ceiling fan Outdoor telephone 

Duplex convenience outlet Wall fan Push button 

Switch convenience outlet (73 Ceiling junction box Doorbell 

Gw Weatherproof outlet Wall junction box Door buzzer 

Electric range 4>- Ceiling pull switch {] Radio outlet 

Electric clothes dryer () Clock outlet Television outlet 

Split-wired duplex outlet () Thermostat S Single-pole switch 

Electric motor (j) Generator S2 Double-pole switch 

. 

S3 3-way switch 

S 4 4-way switch 

Sp Switch with pilot light 

S. Weatherproof switch 

[J Electric door opener 

EM SeMce or entrance pan 

{J) Chimes 

S /Switch wiring 

J 	C Fluorescent ceIling ftxti. 

Fluorescent wall fixture 

. 
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I Electrical Plan 

I 

Deck 

Ivr 

c' 	Lk 
'~_l  

_ 	.320 i 	J fnen 	 Coset 
6  *- 
	

I 	V I 

j 	L 	Living Room 	4osJj 	
t36_____ 

Service 	 . ---T!  0 Q;I 	
Bedroom 

enVance 

A Garage 	L 	
__ 

- 

%1 	
'tt4 

Note: See opposite page for explanation of symbols. 
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ll'l\TL': kI). PRO'I'O('OIi'. 1)1' FROFI IYLA\II ('ON FRI E'III'P.\ LIII 1J 

Utilisez le diagramme reproduit a Ia prochaine page pour répondre a Ia question 
suivante. 

RD23.1 	Encerclez, sur le diagramme, Ia ou les mesures a prendre compte 
tenu des données suivantes: 

+ Ia personne exposée au virus n'a pas été vaccinée 

+ Ia source de contamination est connue et elle est porteuse de HBsAg (-) 

+ Ia personne exposée n'a pas suffisamment d'anticorps. 

[Donner Ia premiere dose du vaccin anti-hépatite B dans les 7/ours suivant 
I'exposition et corn plétor Ia série du vaccin : 26me et 36me dose.] 

. 

. 
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SET/IO DC SN,irc - cI'rRE I!X[1 ITALIEft QIIUST-IOL 
	

NIt 	it 
(1O1t3)L.E DE I'roricyrJ.XIE Off1tE L' flfPAT1TE U 

- Si tuvj (-) cIni] 	Si IUJsAcj (4.) d'cL 	Si Mti.-lWs. 	(-)ou insuf- 
IA Source 	 la Source 	 fizant: 	mit icr La stte 

 du vaccLn (3 docs) dans 
L iticn . (dire 	 Itederccr dnti tfls dZ1 ici 7 jours sulvani. to 

1extc Si fait ii. y  a 	Contact. 
12 irois et nLu V'%(1(CIW( .11iC.1- 

IlI 	CI1CZ leXfose( 

Si Mticorps (-) 0(1 In- 
suUisant chei L'cxps.- 

I 	I 	IU 	IitlLUj 

f 	QIEL 11¼ LJICI 

	

- 	 ILLiiAj(; 

	

source 	 source 

IL&diccchecanl t- 	I 
IIfls . Che7. Icx[r 

Si. Mticorps (-) on in- 
stiff :5ant chei 1cxo- 

DDnneC 1 dose tWIG 
(0.06 w.LJ$ij) I,rw(o-
cjlobultne5 sifiiues 
Si psSibLc dans Ics 24 
hcurcs apCs LexFosi-
Lion et La pccmi&c 
dose du vaccin aru.i-h,-
patite ii clans Les 7 
jOurs apris 1cxpaS-
Lion CL La 2C ct 3C do-
se .1 1 irOis cc. 6 iniis. 
(Injections 114 clonns 
(I(fl5 Sites (li (kreiiis) 

Si Anticorps (-) 0(1 iti;uf(i-
sant (srnic 	10 U 1) CtICZ 

La personnc CXpOG& et La 
SO(1CCC IIUj (+): 
A- Si VACCLfl non C(lq)li.t.e. 

donncr 1 dose !WLG dans 
Ics 24 hcurcs aprs lin-
cidcnt si I0ssib1.C, (dose 
pcobarlement Inut LIe aprs 
72 1curct) et cxipLtcr Ia 
SCic de vaccin. 

u- zi vaccin coiplété don- 
ncr 1 dose IWIC irvnL- 
diaternent Ct 1 dose do 

•  rappel do vaccln (1 liii.. 
du vaccin). (M sites 
diffrcnts). 

W.C.: ItecxxmnwyJation of the In.injzatjon practices fJvisory CC*IVnitLCC (ACLI'): 
ltccrrr-Jations for Protection fv]sinst Viral Itepatitis 
Orijin.'diy printx in the Center:; (or Disease Control. 
14 11 W IL June, 7 19135 vol 34. no 22. 

Lsi11) 

JX.4L.1IL1( ILU5Jd) 

O(EZ LA scurc 

E4 
r'F)uc&IEit 
I 	CltEz L.ExcoSi; 

DDer Ia premiere dose 
cki vaccin ant1-h6pstltc 
U clans Ics 7 jours sui-
vant lcxosition et 
COirvIitcr La sric (lu 
vaccin: 2C et 	dose. 

. 	
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S 	tREADING (DocuMENT) - LEVEL 51 

'I'EXT: RD26-TRAINING RFQUIRFMENTS ANALYSISI 

You are Manager in a subsidiary company of a national manufacturing company. You 
contracted a consultant in order to develop a training package for your local 
employees. The consultant will start his mandate by doing a training requirements 
analysis. He has provided you with the table on the next page, which lists the sources 
of data and the data that he needs. Use this table to answer the following questions. 

RD26.1 	There are no Subject Matter Experts as such in your company, 
apart from a small number of supervisors who are former job 
incumbents. Who else in the company could provide the data 
required from Subject Matter Experts? 

[Job/role incumbents who are considered master performers] 

RD26.2 	The cost of poor performance will be documented by the data 
collection. In which columns of the table did the consultant 

• 	 address this issue? 

[Columns # 24 and # 25 
or 
Criticality (cost to incumbent) and Criticality (cost to company)] 

2 S 
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Table 3 Sources of Data vs. Data Required 

SOURCES OF DATA VS. DATA REQUIRED 

DATA SLOU*LD 

(I) 	(2) 	(3) 	(4) 	(3) 	(1) 	(1) 	(4) 	(0) 	(II) 	(ii) 	(72) 	(13) 	(14) 	(13) 	(II) 	(17) 	(II) 	(II) 	(20) 	(21) 	(fl) 	(21) 	(24) 	(23) 	(21) 	(27) 	(21) 

/ OUIJWT.MATRU SAUL 
—--- I;;;; 

OF  
PLIFOSM a 

-- 
- 

I !1 P 1  $CIJOCL4OIOATA E. - 
------ - 

P*0410U3 J, 

- 

Si Si Si Si  

j0 IUOJMILMT$" /10) 7 ..' .' Si .1 Si -' Si Si -, Si Si Si '(7) '(7) /(7) /12 

WPIJY)$OU / Si Si 

W0JcCT-ArTt0 EIPDT$ (1) .' 7 " Si " Si - .1 - Si Si - -, 417  Si(' Si(7) Si Si Si Si Si Si Si Si 

Si Si Si Si -, V /(l) Si Si)! Si Si Si 'II) /111 WM 

i - - - - - - 
02140(4) 	—I — 

- 
(7) 

• OTHER = DRAWINGS, DESCRIPTIONS, ASSIGNMENT SHEETS, WORK ORDERS, MEARUREMENT REPORTS. 

INCI.UOES JOB INCUMBENTS PRODUCING DEFICIENT OUTPUTS AND JOB INCUMBENTS PRODUCING SATISFACTORY OUTPUTS. 
ONLY THOSE PRODUCTING DEFICIENT OIJTPLJTS CAN PROVIDE DATA (21) ON S/K.s REQUIRED FOR TRAINING. 

(6) IF "OTHER' INCLUDES THE FELLOW COURSE DEVELOPER AND FELLOW COURSE DEVELOPER (1) SUEs HAY EQUAL JOB/ROLE INCUMBENTS (WHO ARE CONSIDERED MASTER PERFORMERS). 	
IS A FORMER JOB INCUBENT, THEN ALL INFORMATION AVAILABLE FROM HIM OR HER WILL BE IF SUEs ARE FORMER INCUMBENTS, DATA FROM THEM MUST BE WEIGHED AGAINST TIME  

REMOVED FROM JOB. 	 THE SAME AS FOR THE •'JOB INCUMBENT" SUBJECT TO TIME REMOVED FROM THE JOB. 

(2) THIS DEPENDS ON THE JOB/ROLE UNDER STUDY. 	 (7) THIS IS REFLECTED AS "ARE DOINGS" SUE'S DATA ARE DEPENDENT ON NOTE (1). 

(3) OBTAIN THIS INFORMATION FROM A PERSONNEL OR HUMAN RESOURCES GROUP. 	
(I) THIS INFORMATION MAY BE STATED ONLY GENERALLY. 

(4) THIS WILL BE REFLECTED AS "SHOULD DO'S"; NOT "ARE DOINGS". 	
(9) THIS INCLUDES THOSE OUTPUTS THAT ARE DEFICIENT, THE DEVIATIONS, AND METHODS 

(5) POSSIBLY; FURTHER STUDY WILL VAUOATE. 	 OF MEASURING OUTPUT DISCREPANCIES. 

(10) ThESE ARE THE PENALTIES OF POOR PERFORMANCE. 

. 	 . 	 . 
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S 	[READING (DOCUMJNT) - LEVEL 51 

TEXT: RD24-MATERIAL SAFETY DATA SHEET] 

Use the Material Safety Data Sheet on the next page and the label below to answer 
the following question. 

RD24.1 	You supervise the cleaning staff in a Housekeeping Company and 
you are responsible for your employees' safety. The Company will 
be using a new bathroom cleaner. Read the Safety Data Sheet for 
the product and fill in the label below to be placed on the product 
containers. 

Note: A label designed on the model enclosed should be joined to 
the text. 

[Type of product: Heavy Duty Bathroom cleaner & disinfectant concentrate 
Fire Hazard: 0 
Health Hazard: 1 
Reactivity: 3 
Special warning: None 
Handling Measures: Wear glasses and gloves - 

A void misting conditions or dusts (or any other statement 
refering to proper ventilation) 

Warning: Mix only with water 
Do not mix with alkaline 

Do not mix with chlorinated detergents or sanitizers 
Keep out of reach of children] 

S 
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FIRE 

- HAZARD 

•¼A.., 	:i 	ñr: 
—REACTIVIT' 	fl 

SPECIFIC  
HAZARD 	 . 
4 - Seven 
3— Sertouz 
2 - Moderite 
1 - Slight 
0 - Mlnin 

CONSULT MATERIAL SAFETY DATA SHEET FOR FURTHER INFORMAI1ON ON HAZARDS 
WJ-L 8RAOY tNC STOCk NO. 584e0 

HEALT 
HAZM 

. 

4 ..- ., 
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6200 Tom

• 	

k 
Mississaua, Ontario L5T 1<7 

e n Re a o 

I Qpl- ____ 	 Tel: (416) 795-2500 

- 'Sanitation for the Nator 	 Medical Lmergency Only 
0ivisIono(EcoI8bttd 	 24 hr Service 1-800-267-1373 

MATERIAL 	SAFETY 	D A T A S H E E T 

By the criteria of the CONTROLLED PRODUCTS PGULATION 
this material is a CONTROLLED PRODUCT 

I 	 PRODUCT 

Trade Naze: 0ASS9. - HEAVY DUTY BATHROOM CLEANER & DISINFECTANT 
NCENTRATZ 

Forra/AppearaJlce: clear red liquid, fresh fruit odour 
TDG Shipp.inq Name/Class: phosphoric acid solution 8 (9.2) PIN 1805 II 
WEKIS Class; E 
Recommended Use: 	aqueous acidic cleaner/delirner 

II 	INGREDIENTS 

Hazardous Components, if any 	LD50  / LC 0 	CAS 

Phosphoric acid. 	1530mg/kg N.X. 	7664-38-2 	10-30 
Citric acid 	 11700mg/kg N.K. 	77-92-9 	3-7 
2-(2-Butoxyethoxy)-ethanol 	6560mg/kg N.K. 	112-34-5 	5-10 

. Other Ingredients: 
water 	 N.K. 	N.K. 	N.lc. 	40-70 

W 	Synthetic detergents 	N.K. 	N.K. 	N.K. 	7-13 
Fragrances 	 N.X. 	N.K. 	N.K. 	0.1-1 
Dye 	 N.K. 	.K. 	N.K 	<0.1 

III 	HEALTH HAZARD INFORMATION 

Hazard Rating: Oinsignificant lslight 2moderate 3-high 4-extreme 
"Health: '1 F 	ability: 0 	Reactivity: .3 	Special. Warning: none 

Primary Route of (Entry) Exposure: 
BEIN & EYES: - may cause severe irritation or chemical burns. 

J "INGESTION: - Harmful. May cause chemical burns of mouth, throat and 
stomach. I .LATION: - vapours cause irritation, . including a burning' tast€ 

1 sneezing, coughing and difficulty breathing.. People with asthma or oth 
lung problems may be more susceptible. 

Acute/Chronic: no chronic effects known 

IV 	 FIRST A I D 

EYES: - immediately flush with plenty of cool running water. Remove 
contact lenses. Continue flushing for at least 15 minutes, holding eyeli 
apart to ensure rinsing of the entire eye. Call a physician immediately 
8IN: - immediately flush skin with plenty of cool running water for at •" least 15 minutes while removIng contaminated clothing and shoes. Wash 
clothing before reuse. INGESTON: - rinse mouth at once; then drink 1 or 
large glasses of water or milk. DO NOT INDUCE VOMITING. Nevor give anythi 
by mouth to an unconscious person. Call a physician immediately. 
INjJLATION: -immediately move to fresh air. 
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NI< - Not Known 
NA - Not ApplicabiG 	 Oasis 299 - XD Bachroom C1earer - 

V P H Y S I C A L DATA 

.

H (conc) : 	1.0 	1.5 	 soiling Point: 100 C 
.reezinq Point; N.K. 	 % Volatiles: >60 

Solubility in Water: 100% 	 spocitic Gravity: 1.125-1.135 

VI 	 FIRE/EXPLOSION D A T A 

Flash Point: 	N.A. 
Extinguishing Medium: NONE 

Special Procedures: 
no special procedures 

VII 	 R E A C T I V I T Y D A T A 

Stable: X 	 Unstable: 
Hazardous Polymerization: 	Will Occur; 	Will Not Occur: X 

Hazardous Conditions to Avoid/Compatibility: 

Mix only with water. Can react violently with alkaline rnaterial. 
DO NOT mix with chlorinated detergents or sanitizers. Will cause 
hazardous vapours. 

111 	SPILL OR 	WASTE 	DISPOSAL 	PROCEDURES 

Spill Response: Rinse small amounts of drain where possible. 
Dike or darn larg'e spills, pump to containers 
or soak up on inert absorbent. 	Flush residue 
to sewer with plenty of water. 	Rinse area thoroughly. 

Waste Disposal: 
Consult authorities for restrictions on disposal 
of chemical waste. 

IX 	8 AYE 	HALIflG 	MEASURES 

Eye Protection: splashproof glasses, goggles, 	or face shield 
Protective Gloves; 	rubber gloves, protective cuff or gauntlet : 

type preferred. 
Ventilation: avoid misting conditions or dusts. 

Other Measures: Avoid contact with use solutions of this product, 
as these may also be hazardous. 
1<EEP OUT OF REACH OF CHILDREN 

S te: 	Apr1 1991 	 Prepared By: 	Technical Services 
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There was an attempt to increase the mathematical content of these items relative to 

the mathematical content of the items on the quantitative reading scale in the International 

Adult Literacy Survey and to reduce the reading content. 

Level ID Description 

I N34 This is a simple counting plus addition task. 

1 N31 A simple measurement task. 

N13 The additional is complicated only by the fact that it is laid out 
horizontally rather than vertically. 

2 N15 The respondent must identify the correct numbers and determine 
which operation to use. 

2 N20 The multiplication required to mathematically simple, but 
determining what operations are left to the respondent. 

2 N21 The addition operations are multistep, but more complex. 

3 N6 There are several steps: multiply by exchange factor and add 
Canadian and US expcnscs. None of these are explicitly specified. 

3 N22 The text should be changed to include a single tax (we have used 
the combined Ontario PST and Canadian GST in getting 15%). 
The task could be made a little more complex by requiring the 
respondent to also calculate the amount column from the unit 
price column. 

3 N23 The calculation of averages is a relatively complex operation. 

4 N10 The calculation of different rates for different portions of the 
advance is complex. 

4 N39 To avoid calculating all the savings, the respondent should be able 
to estimate which are the likely candidates. 

5 N43 Calculate of volume of tubes is a complex calculation. 

5 N44 These tasks require the respondent to calculate areas of irregular 
shapes and then apply different values to different parts. 

. 

111 (.I)!Jt), 1996 	 ltgc Ill 
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ID 	(NUMERACY - LEVEL 11 

TEXT: N34-RECEPTIONISTI 

Use the tally sheet on the next page to answer the following question. 

N34.1 	 Total the number of calls received from 9:00 to 12:00 as well as 
the number of requests for information. Note that the bar across 
each group of 4 ones is the 5th. 

[phone calls: 87, in formation requests: 43] 

44 



. 

0 



S 

. 

9:00-10:00 	 10:00-11:00 	 11:00-12:00 
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- Ii;VEL 11 

11 	I': N 1 1)ISl'i\N('l B! l\V1 	FOL NTS A A I) B 

Use the ruler below to answer the following question. 

N31.1 	 What is the distance between points A and B? 
[6.5 cm] 

. 
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[NUM(ACY - LEVEL 11 

DISTANCE BETWEEN POINTS A AND B 

1. 	What is the distance between points A and B ? [6.5 cm] 

(figure) 

2 	3 	4 	- 	 I 	g 	
I, 

C. #' 

I 	 St 
I; 	 B 

[IJ 

0 
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• 	[NUMERACY - LEVEL 1] 

[TEXT: N13 - PRODUCE LIST] 

The chart on the next page records the purchases of produce by a restaurant during 
one week. Use it to answer the following question. 

N13.1 	 Complete the Total" column for each vegetable. 

123 kg, 8 kg, 6 kr, 38 units, 31 units, 8 units, 5 kg 20 units, 16 units) 

C 
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INUMERACY - LEVEL 21 

[TEXT: N15 - WATER USE] 

Use the average daily water use chart on the next page to answer the following question. 

	

N 15.1 	How many litres of water per day will 12 milking cows use ? 

11,080 litres] 

	

N15.2 	If a farmer let water running from a 2 cm hose with nozzle for half an hour, 
how many litres of water will be used ? 

[700 litres] 

. 
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33 
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Ground water is accessed by the well to service livestock, greenhouse irrigation, 
milkhouse and barn cleanup, and sprayer lilling. This may be the same well that supplies 
the family xNidi water for drinking, cooking and washing. 

-. 	.  
.. - 	 . , 

AVERAGE DAILY WATER USE 	. . - 	.• 	 LITBES P1 H 
- 	 - 	 . 

ilking cow m 	 . 

beef cow or dry cow 	 . •. 	 4j 	 —j 

dairy heifer 	 -ç 	Z • 	

4? )tz 

7 	s 	A 

-, 	D---- 

.

.........  
sheep 	.- 	.. 	 t si 

- 	 - wi 	 The months of June July, and 
90 hens and pullets k20 weeks) - 	 20- 	

August have lass than 12% of 

!i&lhensandpuOets(20weeks) 	 - 	 Ontariosannualstreamflow.yet 
F 	 - 	 51%ofagriculturalwateruse 

ba turkeyL: 	 -. 

Ma;4 
(0.84n) hose with nozzle 	 iI'ovative water efficient sink 

.' 	. 	 . 	. ......... 

	

. - 	 in his milkhouse and reduced 
family memler (kitchen laundry bath) 	

. 	 toi'ai washwater use by 51% ........................................................... 	
........ ...... 	 saving S216 per year On his 

,. dairy operation with 40 milkers  water heater electricity bill and 
$288 per year on cleaning 

Data supplied by Farm Warer Supply, Publication 476 I 	 - 	- 	 chemicals. The retail cost of the 
sink was S470. 

•\V:ttcr ('fjiciencv in our operation will he!p to prevent water shortages. It will also reduce 
!i'l\ hIk and \V:tSleWtler nIume. 
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INU\IERAUV - LEVEL 21 

[I'[XI': N2() - L'11L) REQU IRENI kNTSj 

Use the information on the next page to answer the following question. You will only 
need the sentence in bold to make your calculations. 

N20.1 	If a farmer is feeding 50 tonnes of hay to his herd, how many 
tonnes of corn silage would be required to replace the hay? 

[150 tonnes] 

C 
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FEED REQUIREMENTS 

Dairy - The dairy cow during her lactation requires a full feeding program. Equal success 
is possible using corn silage, hay or haylage as the predominant or sole roughage. 
Combinations of two of these three roughages are usually fed. In addition to all the 
roughage she will eat, a dairy cow will consume anywhere between 1.5 and 2.5 tonnes of 
grain-concentrate per year. The total amount of hay consumed depends on the cow's size 
and appetite plus the quality of the hay. A cow consumes between 4 and 6 tonnes of hay, 
or equivalent roughage, per year. In general terms 3 tonnes of corn silage or 2 tonnes of 
haylage can replace 1 tonne of hay. A well-balanced ration is absolutely essential with a 
dairy herd. 

. 
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INUMERACY - LEVEL 21 

[TEXT: N21 - THE COST OF EMPLOYEE TURNOVER] 

Use the information on the next page to answer the following question. 

N21.1 	 A radio manufacturer reported the costs of turnover for a 
semiskilled plant employee. Costs of turnover include both hiring 
cost and termination cost as shown on the next page. Find the 
total cost of replacing one employee. 

[$503.78] 
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COST OF EMPLOYEE TURNOVER 

HIRING COST PER 
EMPLOYEE 

Advertising $ 24.00 

Interviews-Physical Exam $ 28.30 

Testing-Placement $ 11.26 

Paperwork $ 15.08 

Training $ 178.90 

Extra Spoilage $ 64.20 

Extra Supervision $ 91.02 

Sub-total 

S 	TERMINATION COST 
PER EMPLOYEE 

Production Lost 	$ 59.80 

Exit Interview 	 $ 14.04 

$ 17.18 

Paperwork 

Sub-total 

TOTAL COST: 

S 
I-i 
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[NuMF;RACY- LEVEL 31 

N64XPINSE REPORT 

Use the expense report on the next page to answer the following question. 

N6.1 	What is the total amount (sCAN) that the company should reimburse to this 
employee? 
[$1168.45] 

S 
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L$LAL.1s. 	IJL.'. 	 - 	-. — — — - - / 

EXPENSE REPORT U  .9,7 ., 

SM PLOYEE NAME 

EMPLOYEE NUMBER 

GROUP 	49  

COST CENTER3 -,qpo C 

REASON FOR TRIPém,2.fT 

EXPENSES REIMBURSABLE 

MUST BE IN CDN.$  
CASH ADVANCE  
EXPENSES THIS WEE)(  
REFUND TO EMPLOYEE  
REFUND TO COMPANY  

EMPLOYEE SIGNATURE 

WEEK ENDING DATE  

4 if2' W4"! 	IAUTHORIZED BY 
)EMPLOYEE(CDN.EXPENSES)  

bATE 	I 
TOTAL 

 RECEIPTS 
ACCTI 	DETAIL  

I 	IOTHER 
10390 	ITELEPHONE!FAX  
0229 	IDEMONSTRATORS  

1039 	TAXI. PARKING  
0392 	IACCOMODA11ON  

AIRLINE  
0398 	ICARS, RAIL, PERS. KM .  

10399 	IBREAKFAST 
0399 	JLUNCH  

ro399 	IDINNER 
p0399 	ENTERTAINMENT  

SUB TOTAL 0399     	11 (g 	j  
TOTALS  

EXPENSES REIMBURSABLE TO EMPLOYEE (US.E)(PENSES) 

IDATE 	 O5/. 	2/&oI (6/3/f o/, 	
____ ______ 

IACCT# 	IDETAIL 	
___ 

 I 	A 	[AX s.L[ 
I 	IOTHER  
10390 	ITELEPHONE./FAX  
0229 	IDEMONSTRATORS  
0391 	ITAXI. PARKING 	 g 	I 	I 	I   

10392 	JACCOMODATION 	' f7 	/-,2' 	If/? 	j_______ _______ _______ 	37 	1  
10397 	IAIRLINE  
0398 	ICARS, RAIL, PERS. KM . 	I  

' 	'Y. 56 	1 	3. 15 	1 f6 '1. 	C  
LUNCH' 	 I 	 . 15 	I  

0399 	DINNER' 	 I 	 /'/. 75 	I 	ih. co i  
0399 	IENTERTAINMENT 	 I 

SUB TOTAL 0399 	 I-] & I ii 3o 	1 'I, 56 	 (, . i 5 
I 	ITOTALS 	 1 	 II 	 I L L-/ 

DATE 	I ACCT 	I AMOUNT ' EXPL)NATIONS MUST BE GIVEN 
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IS 	[NUMERACY - LEVEL 31 

[TEXT: N22 - INVOICE N23869] 

Use the invoice on the next page to answer the following question. 

N22.1 	 Complete the attached invoice, making sure that the taxes (15%) 
are included in the final total. 
[$128.80] 

. 
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When you are planttng...t/iitzlC"YLrtlSttC" 
ARTISTIC 	2079 BANK PLACE. OTTAWA. ONTARIO KIV 848 

- 	 LANDSCAPE 	TEL.: (613) 733-8220 FAX (613) 737-7432 

DESIGNS LTD. 	OUR NURSERY I GARDEN CENTER FEATURES: 
Since 1955 	 OTTA WAS LARGEST 

Variety of Quality Nuraery Stock 

INVOICE 

I ' o 
N I IE  
VF I 
ool 1 0 

TEL. (H) 	 (0) 	 J L 
A 

IR  C 
E 

DATE OR'1ED 	0 LIVERY 0 TE 	 CUSTOMER C/A NO. 	 CUSTOMER P.O. NO, 	 H/C NO. 	 LERK 

_____ 	 --I('I 1j1i]I4lJ 	 ')*;1  

Icc 	cj 	t1 	5 

I I 

NOTE' 	Responsibility for deliveries Over and past street curb,nes or onto lawns. etc., rests with Customer SUB-TOTAL 
Dehuenes to driveway only unless otherwise specified. 

- .S.T7 ' 	.1 G.S.T. #R100280494 	 DELIVERY LIII 	[II] FOR PICK-UP 

ASSEMBLED BY 	 DRIVER 1VEHICLE DATE DELIVERED P.S.T. 

RECEIVED IN APPARENT GOOD ORDER METHOD OF PAYMENT LESS DEPOSIT 

CASH 	fl INTER. ISA 	El M.C. 

tCHARGE 
SIGNATURE X 

' fl CHEQUE 	0 C.O.D. TOTAL 
I 	- 

__•Q - 

VR Ii 

I 
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• 	[NUMERACY - LEVEL 31 

[TEXT: N23 - NEWPAPERS] 

Use the newspaper sales report on the next page to answer the following question. 

N23.1 	 Calculate the average number of papers sold daily for each of the 
Montreal Gazette and La Presse. 

[205 (Gazette) 
175 (La Presse)] 

C 
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[NUMERACY - LEVEL 41 

N10 - ADVANCE PAYMENT PROGRAM 

Using the information on the next page, answer the following question. 

N10.1 Calculate the amount of holdback for a loan of $165,000. 
[$14, 150/ 
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1992-93 Corn Advance Payment Program 
i) Advance rate per tonne is $60.00 

ii) Repayments will be made at the $60.00 per tonne rate as corn is sold to a designated buyer 

iii) Agriculture Canada has approved issuance of advance payments for corn stored and then fed on 
the farm. 

iv) Application deadline 	applications must be postmarked no later than February 28. 1993. 

v) The holdback on the interest-free portion, up to $50,000, will be 3%. For example, for a $50,000 advance, 
$48,500 will be issued and $1,500 held back and released after full repayment of (tie advance. 

vi) The holdback on the loan amounts which exceed $50,000 will be 11%. For example, a producer 
requesting $100,000 will be issued $48,500 for the first $50,000 and $44,500 for the remainder of the kan. 

Advance Payment Program loans (advancs) will be interest-free for the first $50,000. Amounts over $50,000 
will be charged interest, for the portion over $50,000, at an annual interest rate of prime minus 1/4% 
calculated daily and compounded monthly. 

. 
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IS 	[NtJMERACY - LEVEL 41 

ITEXT: N39-S1 LARED PU RC1IASINGI 

Use the cost analysis table on the next page to answer the following questions. 

In order to realize savings, thirteen hospitals joined together to purchase their coffee 
and hot chocolate supplies. 

	

N39.1 	 Which hospital realized the highest percent savings and what is 
this percentage? 

[Hospital C - 6601o] 

	

N39.2 	 What is the total percent savings for all hospitals together? 

[30.2%] 

Scoring Note: 30% is an acceptable answer. 

. 
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• 	SHARED PURCHASING SERVICES 
COFFEE & HOT CHOCOLATE 

COST ANALYSIS BY HOSPITAL 

Hospital Present Cost Previous 	Cost Savings 

A $34,885.68 $53,911.92 $19,026.24 

B $103,753.08 $129,295.41 $25,542.33 

C $7,587.10 $22,559.52 $14,972.42 

D $44,470.00 $69,222.20 $24,752.20 

E $28,865.50 $41,310.82 $12,445.23 

F $32,286.30 $48,762.31 $16,476.01 

G $13,353.93 $17,663.21 $4,309.28 

H $9,824.60 $21,214.46 $11,389.86 

I $63,154.90 $84,360.73 $21,205.83 

U $8,443.62 $12,951.85 $4,508.23 

K $31,164.22 $39,776.54 $8,612.32 

L $6,374.37 $9,864.92 $3,490.55 

M $15,697.96 $22,100.19 $6,402.23 

Totals $399,861.35 $572,994.08 $173,132.73 

. 
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INUMERACY - LEVEL 51 

TEXT: N43-FARM STORAGE CALCIJLATIONSI 

Use the information on farm storage on the next page to answer the following 
question. 

N43.1 	 Calculate the storage capacity (in kilograms) of a round bin that is 
40 ft. tall and has a diameter of 20 ft. Use the formula with radius. 

[257,297 kilograms] 

. 
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FAIthI STORAGE CALCISL&TIONS 
These calculauons are estimates only. Actual volumes will vary due to moisture content, test weight and dockage. 
Please underestimate.. 

To calculate the approximate capacity of a bin in bushels from the rneasu.remcnts of the bin in feet: 
(a) Round Bin 	- 3.14 16 x radius x radius x height x 0.75 = bushels 

- 0.06366 x circumference x circumference x height = bushels 
(b) Cone - (peak of a round bin) 1/3 x the calculation for a round bin 
(C) Rectangular Bin - length x width x height x 0.75 = bushels 

1 bushel = 60 pounds or 27.3 kilograms 
I ton.ne = 36.743 bushels or 2.204 pounds 
radius 1/2 diameter (of a round bin) 

. - 	 . 	
. • 	 -. 	 . 	 . 
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S 	INUMERACY - LEVEL 51 

TEXT: N44-CARPET QUOTE] 

Use the floor plan on the next page to answer the following questions. 

Your client wishes to carpet the following rooms: the master bedroom, living room, 
dining room and the second bedroom of the attached floor plan. 

N44.1 	Determine the amount of carpet required in square meters for 
each room. Do not round the decimals. 

[Master bedroom: 18 m2, living room: 15.75 m2, dining room: 8.75 m2, 
second bedroom: 10.5 m2] 

Your client wants two different grades of carpet. The better grade will be in 
the living and dining rooms; the less expensive grade will be in the 
bedrooms. 

S N44.2 	 Each room will have an underpad which costs $2.5/sq. meter, the 
bedrooms will have a broadloom which costs $9. sq. meter and 
the living and dining rooms will have a carpet which costs $12. 
sq. meter. What is the total cost for material? 

1$ 683] 
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FIRST FLOOR PLAN 

r 	, 

pMASTER BEDROOM 
122 X 136 	Lin 

(1 
•iir• •]iii I 

C 

END 
UNIT 

LAUNJSTO 
76 X 87 

ri 

8Jk 3.9o,i 

BEDROOM 2 
102 X 1010 .  

GROUND FLOOR PLAN 

END 
UNIT 

Yale'ils S ncicalons and llooi plans 

e SubiecI 	cl'arge wlPOul notce 
All dimensons are approKmae 	 E. & O.E. 28-03-952 
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Writing tasks take more time than other tasks of comparable difficulty. The tasks 

that have been included here are ones in which there was a genuine attempt to reduce the 

time required. 

Level ID Description 

1 W2 The task is simple to fill in information in appropriate cells. 

I W27 The tasks asks the respondent to write a simple message for 
another reader. 

1 W13 This tasks also requires only a simple message. 

2 W17 In this task, the information provided to the respondent must be 
organized for and communicated to a less experienced worker. 

2 W16 The information needs to be provided as part of a record. There 
are several elements in the information that need to be properly 
organized. 

3 \V24 While a format is provided, it is a general format (not a form) and 
the information needs to be reorganized for the audience. 

3 W6 While there is a guiding format, the information needs to be 
carefully phrased. 

4 W8 This task is similar to V6, above, but the format is more open. 

4 W25 In this case, the format is left open and the information needs to 
he reorganized. 

4 W36 A text already exists. The task is concerned with evaluating the 
effectiveness of the text. 

5 \V49 The existing text needs revision. The information, and the 
language needed to communicate it, is more complex than in 
W36, above. 

S W52 The text needs to be rewritten so that the style is appropriate. 

S 

r 

11 lelruary, 1996 
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[WRITING- LEVEL 11 

W2-MACI lINE DOWNTIME 

(Instructions to he read to rcspondent, as many times as requested. Respondent may take 
notes.) 

W2.1 Look at the form on the next page. 
You are required to record on this form any time the machine you operate is 
down. 
This morning your machine was down from 8:35 to 8:45 while you checked for 
weld skips; from 9:15 to 9:25 when you ran out of supplies; and from 10:00 to 
10:15 when you took your break. 

. 
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. MACHINE DOWNTIME REPORT 

DATE 	 CHANGEOVER 	 GAUG 
# 	 E 

SHIFT 	 SIZE GAUG 

OPERAT GAUG 
OR  E 

MACHIN GAUG 
E E 

. 
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IWRI'FING - LEVEL 11 

TEXT: W27-IN-HOME CLIENT CARE PLAN] 

(Instructions to be read to respondent as many times as required. Instructions may be 
read one line at a time. Respondent may take notes.) 

W27.1 	 Look at the In-Home Care Plan form on the next page. 
Some information is already filled in. 
In lower part of the form, there is space for comments and helpful 
information about the client. 
Fill in this part with the following information: 

+ The client likes his bath early in the visit. 

+ The client's shopping is done at Loblaws. 

+ The laundry soap is kept under the kitchen sink. 

. 

. 

28 



. 



. 	VON GUELPU -WELLINGTON - DUFFERIN BRANCH 
HOMEMAKING SERVICE 

IN - HOME CLIENT CARE PLAN 

CL I EN T: 	\c d. 	 Page 2 

TASK 	- Sun Mon_J_Tue Wed Thu 1 Fri Sa 

PERSONAL CARE (SEE PERSONAL 
CARE GUIDELINES)  

Assist with dressing  

B a t h -  

Toiletting  

Change incontinent supplies  

Empty Catheter bag  

Assist with walking  

Assist with exercises 

Other  T-1  
RESPITE CARE  

CHILD CARE  

OTHER-  
r 

OTHER - 

OTHER -  

DIET: 	No 	c\r 

MOBILITY AIDS: 	- o'ucdcocs rr\u 

COMMENTS AND HELPFUL INFORMATION: 

uRe- 

• C\Iexk \ks \i 	-\ 

Signature of Homemaker 	CU 

10/93 
Form -H 81 

Fj 

. 
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[WRITING - LEVEL 11 

]TEXT: \V13 BLACKS FILM REORDERING FORM] 

(Instructions to he read to respondent, as many times as required. Respondent may take 
notes.) 

WPI3.1 Look at the film reordering form on the next page. 
It is already filled in, except for the "Special Instructions" part, at the bottom 
of the form, where you have to write a note to the photolah technician. 

This note is to let him know that the client would like to have the negative 
#34 cropped at the top, so the building in the background of the shot is not 
seen in the print. 

. 
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RLEDUE3 Mi r 117flT 
""CoIour 0 135 05"x7" 

o Panorama 
0 B&W 01/2 Frame 

Iof Strips 
0110 
0126 
0 Other 1311"x14" 

o 12 1x18" 	0 Occasion Cards 

016"x20 O Sticker Prints 
o 2O"x3T 

DPackagel 
0 Wallet 

Check Box for other services requ 

. 
LIMITATiON OFUABIUTY 	 .. 
Unprocissed film accepted by us is"Ofl the strIct cofdIdonjthd ydii acid., that In (Inq avant of toss or dam. for .nye.00n, includin9 neligsncs, 
our liabilty I. limited to replacement eslue of unexposed hIm. Negatives, slide, or prints ire accepted by us on the strict condion, and you agree, 
that Inthe event of lou or damage (orany reuon. mnliluding It.liggnca, olin liebP.ity Is limited to £5.3fo sech negative, slide orprinitor. meumlum 
of$= for an entir. order. &CSPt as pubil*h.dno wrn.ntyis acty eusinid forth. deli1yd.of*1oçishing OnterL Prhntad in Caned. 

IPjj7Rj 	0jint 	from 
4" 0 	4 0 	Neg s" 	VTUltiple Order 	0 

5" 0 	5" 0 	Print 0 	B&W CI 
8 0 	8" 0 	Slide o 	 Reprints. Enlargements 

11" 0 	 'Picture your MemoriesTM 
Qty of Originals/Negs/Slides Enclosed 	I 	my from each I 	Order form enclosed 	0 

. 

4 

—
•r -- 	;__Ir —.---- I 

_ 

I IL_ I 

____----- E 

-- -- 
- 

yI 

— V -- 
- 

TW 

Recvded Paper 
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IVVRITING - LEVEL 21 

[TEXT: W17-PLAN OF ACFION] 

(Instructions to be read to respondent, as many times as required. Respondent may 
take notes.) 

W17.1 	Look at the plan of action on the next page. 
This form is used to record specific care to be provided to sick elderly 
persons living in a nursing home. 
As stated on the actual form, the patient is having a swallowing problem 
that might causes choking when eating. To prevent this to happen, you 
have to write down instructions to the voluntary worker who is helping in 
with the patient's meals. 
Here are the patient's special needs. Use the form to write, for each of 
these needs, brief instructions to the voluntary worker. 

1. The patient has to be monitored constantly at all meals and snack 
times. 

2. The patient must be encouraged to chew food thoroughly before 
swallowing. 

3. The patient should be reminded to drink fluids slowly. 
4. Patient's food must be cut into bite size pieces. 

41 
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• Plan of Action 	
:.'. lit  

BDL 

DATE 
,[V.lMM/YY 

BDL Potential For Injury To Self and Others 

BEHAVIOR 
(Cpntnhuint_Factors) 

INTERVENTIONS Frequency 

12f"tl i}-  risk. -Cry cFLmo 1% 	.. 	.i. 	 . 

Z. 	pwcth 
Ci..b1h11nC  97fn  

MLMORY JORII NTATION 	 Timc 	PIcc 	EJi Percon 	 [i1 SliortTcrm Deficit 	 [IJ] 	Long Term Dcticit 

Oncntation to Iacihty cnvironmcn 

1denti1ictionJrccognituono1ctaff/rotcs 	
•,_,. 	

' 	+Q 	 -. 	. 

Ability to remember Inciructionc 	 I 	 -' 

•iwcst StocS263July 25, 1ncw  form to rc, 	CW St(1 143 & #3201) 
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[WRITING - LEVEL 21 

1'I'1': Vv'1ñ-INiIF IN'lII'\'IF\\/I 

(Instructions to be read to respondent, as many times as required. Respondent may 
take notes.) 

W16.1 	Look at the exit interview form on the next page. 
The employee, Susan Carmel, is leaving her full-time job. You have 
interviewed her in order to get feedback on her experience with the 
company as well as to know about her future plans. You now have to fill in 
the form with the following information. 

Susan is quitting her job because she is going back to studies. She will 
study full-time to get a diploma in business administration. 

She wishes to be able to work part-time in her field of study. Since the 
company had planned to hire, in a near future, some part-time staff, you 
make a note to recommend her to this end. 

. 

. 
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PoLicy HRP-13(A) 

EXIT INTERVIEW / ENTREVUE DE DEPART 

Name/Nom: 	 54& cprr"ej 

Last day of work: 	 9- S 
Dernier jour de travail 

Position / Poste: 	 h\ 

____________ 
Department / Département: 	 S  

Reasons for leaving / Raisons du depart: 

Comments / Commeritaires: 

q.  

I- 
- 

c_. 

Would you rehire / Ré-embaucheriez-vous cet(te) employé(e)? dyes / Oui 0 to / Non 

Signature of interviewer 	 Date 
Signature de L'intervieweur(euse) 

Employee s supervisor 	 Next level of management 
Superviseur(e) de ('employé(e) 	 Dewuèrne niveau de direction 



. 
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IWRITING - LEVEL 31 

[TEXT: W24 - INTER-OFFICE MEMO] 

(Instructions to be read to respondent, as many times as required. Respondent may take 
notes.) 

W24.1 	You are the head of maintenance at an electrical plant. Use the inter-office 
memo form on the next page to write a memo to all employees stating that 
there will be work done on the air conditioning system on Friday, April 16th. 
The work will commence at 12:00 and will proceed all afternoon and most of 
the weekend. State that this may cause problems with some of the computer 
system if large batches are run and therefore, employees should be advised to 
get large batches done before the air conditioning system is turned off. 

. 

0 
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. 
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IN 

. 

INTER-OFFICE MEMO 	 427 51 

TO 	 DATE  

. 

SIGNATURE 

DC 231 
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[WRI1'ING- LEVEL 31 

W6-EMPLOYEE PERFORMANCE APPRAISAL 

(Instructions to be read to rcspondent, as many times as required. Respondent 
may take notes.) 

W6.1 	Look at the employee's performance appraisal form on the next 
page. 
You will have to write short paragraphs in each of parts 2 and 3 of 
the report. 
Here is what you have to report. 
Your employee (a receptionist at the Information Desk of the City 
Hall) has an excellent reputation for his/her dedication in helping 
visitors and citizens coming to the Information Desk; you have 
received letters of appreciation commenting on the employee's 
willingness to help. The only problem is that the employee does not 
speak French well enough to provide the same quality of service to 
French speaking visitors and citizens. 
Use parts 2 and 3 of the report to express, in your own words, these 
facts and your corresponding recommendations. 

. 
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SUPERVISORY RESPONSIBILITY (IF APPLICABLE): Consider factors such as planning, organizing work, supervi-
sion, co-ordination of subordinates work, knowledge of policy and procedure, oral and written expression. etc. 
(Comment using work-related examples) 

II MAJOR STRENGTHS: What are the employee's strong points In carrying out the duties of this position? (Com-
ment using work-related examples) 

ii BELOW STANDARD PERFORMANCE: In which areas can the employee improve performance? (Comment using 
work-related examples) 

. 

. 

IV PERFORMANCE IMPROVEMENT PROGRAM: Outline and secure agreement for a plan of improvement, including 
dates. Consider on-the-job training, coaching, special assignments, training programs, etc. 

USE REVERSE SIDE FOR ADDITIONAL COMMENTS 



. 

. 
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L%%IUTING- LEVEL 41 

W8-1,ET7ER OF REFERENCE 

W8.1 	Use the following information to develop, in your own words, a 
paragraph that will complete the letter of reference on the next 
page. 

Sarah Reid has worked for you as an office assistant for two years. 
You have found that she is a good worker and learns new skills 
easily, but that she gets bored with repetitive work. She has good 
relations with her co-workers. 

You are expected to expand on the above information in writing 
your paragraph. 

. 

fl 
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Chahot & Young 

Management Consultants 
Conseillers en administration 

Ottawa. May 9th 1995 

M. Andrew Jones 
Kovik Inc. 
33 Church Street, Windsor 
Ontario K1P 3R4 

Mr. Jones, 

It is a pleasure to provide you with some reference regarding one of our 
employees, Sarah Reid. 

. 

Yours sincerely, 

0 
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S 	[\RI1iNG - LEVEL 41 

TEXT: W25..RFFORESI'ATIONI 

W25.1 	You are in the process of writing, for a farmers' association, a 
booklet on methods of reforestation and the need for all farmers to ensure 
that their farms have ample trees. In the space below, write a couple of 
paragraphs (5-8 lines each, in full sentences) on the advantages and 
disadvantages of reforestation for farmers, using the information on the next 
page as a guideline. 

. 
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A Summary: 
Reforestaiion means establishing and maintaining permanent forest cover on previously open 
land. The goal can be either to maintain the plantation with the original speaes mix or to use 
planting to accelerate the process of succession. 

(JSERJL WITH: 	 marginal and fragile land 
P. farmstead 

FAVOURED SPECIES: 	 .white pine, red pine, white spruce, Norway spruce, white cedar, 
European [arch, tamarack1  black walnut, red oak1 white ash, 

. 	 green ash, silver maple, black looist, and windbreak poplar 
are available from MNR. Many other species can be used too 

ADVANTAGES: 	 protect and improve soil 
may offer best use of easily damaged or unproductive land 
prode wildlife habitat 
yield a variety of timber products 

- beautify and improve recreation 
'increase property value 
i-potential long-term Income 
i increasing forest cover can Improve water cycle 
iconifer plantations require little maintenance 

- - 	DISADVANTAGES: 	 i low raze of return *_____ 
i long wait for income 

0 
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I tilNi' \\61 3 .A,RK1N(i I 

W36.1 	As a result of changes in the terms and conditions governing use of the 
parking lots serving your company's building, you asked an assistant to draft 
a memo to all staff for your signature. You were given the following memo. 
Rewrite it so that it is clearer and better organized. 

DRkFT MEMO ON PARKING 

Since parking between 11 pm and 7 am is prohibited, if 
your vehicle is parked in lot K and you wish to use 
public transportation to return home in bad weather, you 
may use underground garage I, at a cost of $3.50 for the 
night, provided your vehicle is out by 9 am the next day. 

sample answer 

:arking is prohibited in lot K between 11 pm and 7 am. 
Even if you have a parking permit for the lot, you cannot 
leave your vehicle there overnight. If you do not wish 
to drive your vehicle home, you can move it into 
underground garage I. Between 4:30 pm and 9 am, the cost 
of underground parking overnight is $3.50.1 

0 
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[WRITING - LEVEL 5] 

[TEXT: W49 - Technological Change] 

W49.1 	You have to present a report at a symposium on technological change in 
Canada. You have prepared a first draft of your report, an excerpt of which 
appears on the next page. Rewrite this excerpt so as to make it more clear 
and concise. 

[I 

0 



fl 

. 

0 



Technological Change in Canada 

If technological change were not moving ahead in Canada, its industries would lag far 
behind those of other countries, which some feel would eliminate far more jobs than 
technological change. Others feel that technological change is a threat that endangers 
existing jobs. These two arguments are partially true. For this reason, it would 
undoubtedly be in the interest of both private firms and government to play a greater role 
with respect to education and training, since employees, like staff who are responsible for 
management and planning, need to expand their knowledge and have better skills for 
coping with the human, economic and technical problems that accompany large-scale 
change. The Economic Council of Canada believes that it can predict that without 
technical progress, growth will probably be very slow or non-existent and that we are 
increasingly threatened by the spectre of a static society, similar to what existed in the 
Middle Ages. In addition, they contend in their report that not enough attention has been 
paid to the human factor, industrial relations problems, serious consultations and the need 
to immediately establish good programs to ease the burden of change for certain persons 
or certain specific groups. 

0 
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[WRITING - LEVEL 5] 

[TEXT: W52 - Travelling abroad] 

W52.1 	One of your employees in the foreign travel information section drafts the 
following letter in reply to a request made by the head of a large export 
company, and he submits it to you. You feel that the letter has an 
inappropriately offhand tone. Rewrite this letter, using a more appropriate 
tone. You should also make it clearer and more coherent and improve the 
grammar. 

[IJ 
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S 	February 15, 1995 

Mr. John Brown 
157 du Colisé 
Montreal, Quebec 
A1Z 3135 

Dear Sir: 

Subject: Travel in Poland 

Please be advised that according to the law, it is necessary to have a smallpox vaccination 
certificate. Our section recommends that all travellers also protect themselves against 
typhoid, and we are sending you a vaccination booklet for this purpose. 

We would also inform you that in order for your smallpox vaccination to be recognized, 
your certificate must be signed by you, must include the date of vaccination, as well as the 
signature of the doctor; the latter must also indicate the origin of the vaccine used. Lastly, 
your vaccination certificate must be officially approved by an internationally recognized 
medical authority, either municipal or federal, 

Yours truly, 

PL/jcPierre Leblanc 

enc Information Section 

El 
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