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The Construction Sector Council is a national organization committed to the 
development of a highly skilled workforce – one that will support the future needs 
of the construction industry in Canada. Created in April 2001, and financed by both 
government and industry, the CSC is a partnership between labour and business. 

This publication was developed for the Construction Sector Council as a companion to 
the National Occupational Analysis (NOA) for Construction Supervisor (First Level). 
Its purpose is to highlight the importance of Essential Skills in making a successful 
transition from working on the tools to positions that involve supervisory roles and 
responsibilities within the construction industry. The materials provide information 
and practice opportunities to those individuals who may aspire to or who are currently 
employed in supervision careers. 

Parts may be reproduced provided that each page used is reproduced in its entirety 
without modification, and with all legal notices maintained. No part of this material 
may be reproduced or used for any commercial purpose or sold by any person.

The Construction Sector Council accepts no responsibility or liability connected with 
the use or reproduction of the information contained in this material. It is provided  
“as is” and is intended for informational use only, without warranty, express or implied.

ConstruCtion  
seCtor CounCil

Conseil seCtoriel  
de la ConstruCtion

For more information contact:
The Construction Sector Council  
220 Laurier Ave. West, Suite 1150 

Ottawa, Ontario, K1P 5Z9 
Phone: 613 569-5552  Fax: 613 569-1220 

info@csc-ca.org

Funded by the Government of Canada’s Sector Council Program  

Content for this publication was developed by SkillPlan, BC Construction Industry 
Skills Improvement Council. SkillPlan acknowledges the supervisors who contributed 
their expertise in the development of these materials and to the companies who kindly 
allowed us to recreate their documents and situations.

For more information about SkillPlan, visit www.skillplan.ca.
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Introduction

What are Essential Skills?

Essential Skills are skills that allow workers in every occupation to get the job done. 
They are not technical skills but the foundation skills people need to acquire knowledge 
and complete workplace tasks and daily activities. The nine Essential Skills are Reading 
Text, Document Use, Numeracy, Writing, Oral Communication, Working with Others, 
Thinking Skills, Computer Use, and Continuous Learning.

The Construction Sector Council has developed two Essential Skills tools to assist you 
in the transition from working on the tools to being a supervisor.  
 • Essential Skills Self Assessment  
 • Essential Skills Practice Workbook

Do I use the practice workbook before or after the self assessment?

This workbook has an accompanying self assessment. You may choose to do the self 
assessment first and use the workbook for additional practice, or you may decide to do 
the workbook first to prepare for the self assessment. Each Essential Skill area in the 
assessment has similar tasks in the workbook for additional practice. (See the cross 
reference table on page iv.).

What is the purpose of this practice workbook?

The purpose of this workbook is to provide tradespeople aspiring to supervisory roles 
and responsibilities and those who are already supervisors in the construction industry 
with an opportunity to practise their Essential Skills.

Who should use this practice workbook?

If you are interested in a career as a supervisor or are already a supervisor in 
construction and want to practise your current Essential Skills using typical supervisor 
workplace tasks, then this workbook is for you. Please note that this workbook is not 
meant to be used as a substitute for actual training instruction but it will give you an 
indication of your readiness for stepping up to supervisory roles.

What skills does this practice workbook cover?

This workbook will allow you to practise the Reading Text, Document Use, Numeracy 
and Writing skills that a supervisor in construction uses on the job. Knowledge about 
specific trades is not needed to complete the tasks, but your general knowledge of 
construction will be useful. Some of the documents may be familiar to you; however, 
supervisors may use the documents in a different way than a tradesperson.
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How do supervisors use Essential Skills?

First level supervisors in construction use Essential Skills to ensure that a quality 
job gets done on time, on budget and safely. They are responsible for supervising 
construction crews and have a significant impact on project schedules, costs and overall 
profitability. First level supervisors have always needed strong Essential Skills, but now 
these skills are even more important. In recent years, changes in the industry regarding 
environmental, health and safety regulations, human rights/labour standards and other 
legislation require an increased level of knowledge and abilities, and an increasing 
personal liability for the construction supervisor. Every work-related task requires a 
strong foundation in Essential Skills.

First level construction supervisors spend more time on paperwork than they did as 
tradespersons. They need to read and interpret national and provincial codebooks, 
legislations and regulations. They write summaries on forms to describe events and 
prepare agendas, and complete orientation checklists and brief reports. They review 
drawings to locate dimensions, and calculate material quantities using measurements 
from drawings and material packaging and sizes. The Construction Sector Council 
(CSC) has developed a detailed description of the job tasks of first level supervisors and 
how they use Essential Skills. For more information, go to www.csc-ca.org. 

How do I use this practice workbook?
You can do the tasks (questions) in order or choose the ones you would like to 
practice. Each task requires you to refer to a specific document to get the answer. 
All the information needed to answer the questions is in the document.

1. Start on a task page. 
2. Read the information in the box. 
3. Read the document mentioned in the tasks. Be aware that some 

documents have more than one page.
4. Write down your answers.
5. Turn to the Score Guide on page 36.
6. Mark your answers using the Answer Key on pages 37 & 38. 

If you do this workbook first, go to the companion self assessment book when you 
are finished and see how you score in the Essential Skill areas.
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Self Assessment and Workbook Cross Reference Table
The tasks in the workbook correspond with tasks in the self assessment. This way, you can 
practice and assess skills that are similar using the same or similar documents. A task in 
the self assessment may have more than one corresponding practice task in the workbook.

Self Assessment Workbook
Task # Task Title Task # Task Title

1 Composite Decking 1 Composite Decking
2 Composite Decking 2 Composite Decking
3 Composite Decking 3 Composite Decking
4 Lock-out 4 Environment Management Protocol
5 Lock-out 5 Environment Management Protocol
6 Lock-out 6 Environment Management Protocol

7 Site Safety Meeting
7 Universal Toilet-Room 8 Public Use Showers
8 Instruction Record Book 9 Supervisor’s Record
9 MSDS 10 MSDS

10 MSDS 11 MSDS
11 Toolbox Meeting 12 Toolbox Meeting

13 Disciplinary Action Notice
12 Daily Time Report 14 Time Report

15 Time Report
13 Lift Evaluation Report 16 Lift Evaluation Report 1
14 Lift Evaluation Report 17 Lift Evaluation Report 1
15 Lift Evaluation Report 18 Lift Evaluation Report 1
16 Lift Evaluation Report 19 Lift Evaluation Report 1
17 Lift Evaluation Report 20 Lift Evaluation Report 1
18 Lift Evaluation Report 21 Lift Evaluation Report 2
19 Lift Evaluation Report 22 Lift Evaluation Report 2

23 Lift Evaluation Report 2
24 Lift Evaluation Report 2
25 Lift Evaluation Report 2

20 Ironwork Drawing 26 Framing Calculations
21 Ironwork Drawing 27 Framing Calculations
22 Ironwork Drawing 28 Framing Calculations
23 Ironwork Drawing 29 Framing Calculations
24 Ironwork Drawing 30 Framing Calculations
25 Ironwork Drawing 31 Framing Calculations
26 Ironwork Drawing 32 Calculating Glass Takeoffs
27 Ironwork Drawing
28 Accident Report 33 Accident Report
29 Daily Log Book 34 Daily Log book
30 Disciplinary Report 35 Weekly Report
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Tasks 1 to 3: Composite Decking

First level supervisors read product updates and evaluations to maintain current 
knowledge of products. Look at the Evaluation Report from CCMC on a new 
product Brite Composite Decking (Hollowcore).

Task 1:  What makes planks of this product different from standard decking material?
Reading Text

Task 2:  Which authority permits the use of this product?
Reading Text

Task 3:  What applications is this product intended for?
Reading Text

Answers are on page 37.



 • � • First Level Supervisor - Workbook

- 1 - 

National Research Conseil national 
Council Canada de recherches Canada 

Institute for Institut de 
Research in  recherche en 
Construction construction 

CCMC 13279-R

CCMC EVALUATION DIVISION 06525

REPORT Issued 2007-06-14
Re-evaluated 2008-06-14 

Brite Composite Decking (Hollowcore) 
Brite Manufacturing Inc. 
2 Manchester Ct. 
Bolton, Ontario 
L7E 2J3 

Tel.:  (905) 857-6021 
Fax:  (905) 857-3211 

Plant: 2 Manchester Ct. 
 Bolton, Ontario 

This Report is provided without representation, warranty, or 
guarantee of any kind, expressed or implied, and the National 
Research Council of Canada (NRC) provides no endorsement 
for any evaluated material, product, system or service 
described herein. 
NRC has evaluated the material, product, system or service 
described herein only for those characteristics stated herein. 
The information and opinions in this Report are directed to 
those who have the appropriate degree of experience to use 
and apply its contents. 
NRC accepts no responsibility whatsoever arising in any way 
from any and all use or reliance on the information contained in 
this Report.  NRC is not undertaking to render professional or 
other services for or on behalf of any person or entity nor to 
perform any duty owed by any person or entity to another 
person or entity. 

1. Purpose of Evaluation 
The proponent sought confirmation from the 
Canadian Construction Materials Centre (CCMC) 
that “Brite Composite Decking (Hollowcore)” can 
serve as exterior decking as an alternative solution 
in combustible construction for light-duty 
applications, such as in residential occupancies, in 
compliance with the National Building Code of 
Canada (NBC) 2005. 

2. Opinion 
Subject to the limitations and conditions stated in 
this report, test results and assessments provided 
by the proponent show that “Brite Composite 
Decking (Hollowcore)” decking complies with 
CCMC’s Technical Guide for Cellulosic/Polymer 
Composite Exterior Decking (Hollow Cross-
Section), MasterFormat number 06525, dated 
07-03-26, and can serve as an alternative solution 
for decking that will achieve at least the minimum 
level of performance required for subfloor 
sheathing with respect to structural safety in:: 

• NBC 2005, Division B, Article 9.23.14.5., 
Subfloor Thickness or Rating, when subjected 
to the loading and deflection limits implied in 
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Subsection 9.4.2., Specified Loads, and Article 
9.4.3.1., Deflections. 

Canada Mortgage and Housing Corporation 
permits the use of this product in construction 
financed or insured under the National Housing 
Act.

3. Description 
“Brite Composite Decking (Hollowcore)” decking 
is a cellulosic/polymer composite extrusion 
containing cellulose-based fibres derived from

fibreboard and polyethylene.  The composite 
product is manufactured through a continuous 
extrusion process in planks of hollow 
cross-section.  The planks are manufactured in 
nominal dimensions of 32 mm x 140 mm.  The 
planks are commonly available in 3.66-m and 
4.88-m lengths.  

“Brite Composite Decking (Hollowcore)” decking 
is intended to be used as exterior decking installed 
over traditional structural wood framing 
(Figure 1). 

Figure 1.   Installation of “Brite Composite Decking (Hollowcore)” Decking 
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Tasks 4 to 6: Environmental Management Protocol

First level supervisors read policies for specific information such as hazard 
identification and the management of environmentally sensitive areas within or 
near the construction site. This information is used to determine the permits that 
are needed. Proper permits must be in place before any work can begin. Look at the 
Environmental Conditions on Site.

Task 4:  What three criteria must be met so that no reporting or mitigative actions are 
required?
Reading Text

Task 5:  The supervisor needs information on acceptable conditions of soil and 
groundwater quality. Which two tables have information about soil and 
groundwater quality levels at the property boundary?
Reading Text

Task 6:   For an environmentally sensitive area, a proponent can restore the 
environment to background conditions. What is another option?
Reading Text

Answers are on page 37.
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3.3.1 Environmental Conditions On Site (within the property boundaries)

Discovery of Soil or Groundwater Impact Related to a Petroleum Product:

Where soil or groundwater quality has been altered due to impact from a petroleum 
product, yet the soil or groundwater quality meets permissible Site Condition 
Standards (SCS) for an operational site (Table 4 or Table 5 (SCS), as applicable),  
no reporting or mitigative actions are required provided:

• Table 2 or Table 3 SCS, (see The Standards) as applicable, are met at the 
property boundary;

•   No immediate corrective action is required as per section 4.0 of this 
document; and,

• The property is not classified as an “environmentally sensitive area” as 
defined within the MOE’s O. Reg.153/04 (see Section 41).

Where the aforementioned conditions are not met, the occurrence must be 
reported to the Director, FSP. A delineation of the full extent of the exceedance is 
necessary.  Following the complete delineation, options available to mitigate such an 
occurrence include:

•  Restore the on-site environment to Table 4 or Table 5 SCS, as applicable;

•  Restore the property boundary environment to Table 2 or Table 3 SCS, as 
applicable; or,

•  Implement a Contamination Management Plan (CMP) as per section 4.1.

An alternative measure acceptable to the Director to address situations where 
conditions exceed applicable criteria is the submission of a Risk Assessment (RA). 
The RA must be prepared in accordance with the process outlined in the MOE’s O. 
Reg. 153/04. The RA must then be reviewed and accepted by the MOE. A copy of 
the MOE’s acceptance must be provided to FSP. 

In the case of an environmentally sensitive area, a proponent must either submit 
a RA to the MOE for their review and acceptance, or restore the environment to 
background conditions pursuant to Table 1 of The Standards.
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Task 7: Site Safety Meeting

First level supervisors read company policies, procedures and other workplace 
materials to plan and deliver effective toolbox and safety meetings and to keep 
workers informed about regulations, codes, safety and other workplace protocols.

Task 7:  The company has produced guidelines for the safe operation of grinders 
and wants these guidelines to be discussed at a site safety meeting. Read the 
“Grinders – Safe Operation” guidelines. Write up an agenda for the safety 
meeting to present these guidelines to the crew.
Reading Text, Writing

Tips to consider for your answer:
A good agenda for a safety meeting has:

• an introduction 
• an effective presentation of the information. See the 5-P’s table below.
• a way to ensure the information has been received and understood by 

everyone
• an opportunity for people to ask questions 
• a review of the information

The guiding principles for this type of presentation is best remembered by using the  
5 P’s of presentations.

P-Prepare Read and listen to other people’s ideas on the subject. Write things 
down and organize your talks. Practice.

P-Pinpoint Don’t try to cover too much ground; pick a single idea that you can 
state in a single sentence.

P-Personalize Make your talk revolve around your crew. Make it personal and 
meaningful.

P-Picturize Create mental pictures; help them to see what you mean. Appeal to 
their eyes as well as their ears. Use visual aids if appropriate.

P-Prescribe In your closing always answer their unspoken question, “So now 
what?” Tell them what to do or ask for action.

Construction Labour Relations Assocation of BC. Reprinted with permission.

Answer is on page 37.
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  Grinders – Safe Operation

GENERAL
Abrasive wheels can cause severe injury. Proper storage of new wheels, proper 
use of wheels and proper maintenance of wheels must be observed.

1. Familiarize yourself with the grinder operation before commencing work.
2.	 Inspect	your	grinder,	if	guard	has	been	modified,	return	the	grinder	to	the	tool	

crib for repair – DO NOT USE A GRINDER WHEN THE GUARD HAS BEEN 
MODIFIED.

3. Always wear eye protection and face shield when operating a grinder.
4.	 Remove	or	confine	loose	or	hanging	articles	(e.g.:	ties,	jewelry	or	long	hair)	that	

could get caught in the grinder.
5. Ensure handles are on and secure.
6. Adjust and tighten wheel guards in place.
7. If a spark guard is installed, adjust it to direct the sparks in a safe direction.
8.	 Check	to	ensure	that	blotters	and	wheel	flanges	have	been	used	to	mount	the	

wheels onto the shaft.
9. Inspect the wheels to ensure they have a speed rating greater than or equal 

to the grinder’s speed rating and that they are in good condition. Cracked or 
chipped wheels must be replaced.

10. Do not stand in line with the wheel when starting the grinder.
11. Do no use the side of the wheel when grinding; use the face only.
12. Use pliers or a vice grip to hold small items.
13. If the wheel vibrates; replace it or replace the shaft bearings if they are worn.
14. After completing the job take off your hat and give it a good tap on something 

solid.	In	this	way	you	will	knock	off	any	of	the	filings	which	have	accumulated	on	
top.

15. Allow the object you were grinding to cool before handling it.
16. Unplug or lockout the grinder before doing repairs.
17. Never leave a grinder unattended while the wheels are turning.
18.	 Do	not	use	grinders	near	flammable	materials.
19. Never use the grinder for jobs for which it is not designed, such as cutting.
20. Direct the sparks so as not to send them in the direction of other workers in the 

area. It is good, safe and courteous work practice to let other people in the area 
know when you are about to start work. Screen your area off to contain the 
sparks you will create.

Br
ym

ar
k I

ns
ta

lla
tio

ns
 G

ro
up

 In
c. 

R
ep

rin
ted

 w
ith

 p
er

m
iss

io
n.



 • � • First Level Supervisor - Workbook

Task 8: Public Use Showers

First level supervisors may decide to modify plans when building inspectors do not 
approve of construction. They refer to the National Building Code of Canada to 
ensure any changes are made according to Code.

Scenario:  A building inspector has not approved the public shower facility for wheelchair 
access. The problem is the sink infringes on the clear space to transfer from the 
wheelchair to the seat. The supervisor looks at the drawing and the National 
Building Code to decide what modifications can be made.

Task 8:  Look at the National Building Code on the next page. Read this section of 
the code and decide what modifications can be made to the shower. Sketch 
the changes to the plan.
Reading Text, Document Use

 

Answer is on page 37.

1500 mm
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Task 9: Supervisor’s Record

First level supervisors ensure that new workers and young workers are provided with 
appropriate health and safety orientation to the company and to each worksite.

Scenario:  On April 3, 2007, at 8:00 a.m., Gord Brewster (the supervisor) provided 
instruction on fall protection for crew members Anne Shephard, Kaljit Sharma, 
Joe Brown and Cesar Perez. Their employer is TriCities Construction Ltd. 
and the project is the Zone Warehouse at 32 Ryder Avenue. Kaljit mentioned 
a friend of his was working on a roof and broke his spine because he had 
not connected his fall protection to the lifeline. Gord Brewster stressed the 
importance of attaching the fall protection to a lifeline and informed the crew 
that he will post a written site-specific fall protection plan on the jobsite.

Task 9:  Look at the Supervisor’s Record.  Complete the record using all the 
information from the Scenario.
Document Use

 

Answer is on page 37.
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Supervisor’s Record

Topic of Meeting _____________________

Date:	_____________		Time:_____________	Supervisor	_____________

Project:_________________________		

Address:_________________________

Employer:________________________

Record	of	those	attending:
Name	(please	print) Signature
1
2
3
4
5
6
7
8
9
10
11
12

 
Other comments or suggestions made ___________________________
 _________________________________________________________
 _________________________________________________________
 _________________________________________________________

Supervisor’s remarks  ________________________________________
 _________________________________________________________

Supervisor:________________________
																											(Signature)
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Tasks 10 to 11: MSDS

First level supervisors read and integrate occupational health and safety regulations 
and company polices and procedures. They read the Material Safety Data Sheets 
(MSDS) to learn important information about hazardous substances on their jobsite. 
Look at the MSDS for SafeCoat Latex.

Task 10:  Supervisors are aware of products and applications in which hazardous 
substances may be present. The SafeCoat Latex is accidentally spilled on a 
worker’s hands. The worker is not wearing gloves. What is the possible effect 
of skin contact with this product and how should it be treated?
Document Use

Task 11:  How should this product be stored?
Document Use

 

Answers are on page 37.
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Chemical Product and Company Information

Product

PIN#
Uses
Manufacturer/
Supplier

Phone Number
Facsimile
Prepared by
Preparation Date

24 Hour Emergency
Number

Classification

WHMIS: Not Regulated NFPA Ratings Interpretation
TDG: Not Regulated Health = 1 Insignificant 0

Fire = 0 Slight 1
Reactivity = 0 Moderate 2
Special = - High 3

Extreme 4

Hazardous Ingredients

Components LD50/species LC50/species CAS# %WT/WT
Not Applicable

(N.Ap.)
Not Applicable Not Applicable Not Applicable Not Applicable

Physical Data

Freezing Point  : 0 oC Boiling point: 100 oC
% Volatile/Vol : 48% Vapour Density: <1
Physical Status Liquid Evaporation Rate: <1
Specific Gravity: 1.25 Coef. of Water/Oil Distr.: N.Av.
Vapour Pressure: 17.5 mmHg Appearance/Odor: white liquid/mild odor
Odor Threshold (ppm): N.Av. pH: Neutral

Fire or Explosion Hazard

Flash Pt: Non Combustible
Conditions of Flammability: None.
Extinguishing Agents: Use extinguishing media for surrounding fire.
Hazardous Combustion Products: Oxides of Carbon and Nitrogen, Hydrogen Chloride,

Ammonia, Phosphoric Acid
Sensitivity to Mechanical Impact: Not Applicable
Sensitivity to Static Discharge: Not Applicable
Autolign Temp.: Not Applicable
LEL/UEL (%):. Not Applicable

Fire fighters should wear positive pressure, full-face, self-contained breathing apparatus. Page 1

MATERIAL SAFETY DATA SHEET

Edmonton, AB, CANADA T5L 4S9

  Canutec

SafeCoat Latex
Not Available
Fire Retardant Coating
Magna Coatings Technology
14601 - 134 Avenue

(780) 451-2211
(780) 451-8011
Quantum Technical Services Ltd.
March, 29 2006

(613) 996-6666

Magna Coatings is a proud member
of the Quantum Group of companies.

SafeCoatLatex
COATINGS

Magna
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COATINGS

Magna
Contact us by telephone, fax or email:
Toll Free: 1-877-454-9166
Telephone: 1-780-451-2211
Facsimile: 1-780-451-8011

Email: info@magnacoatings.com
Magna Coatings is a proud member
of the Quantum Group of companies.

Reactivity Information

Conditions of Instability Stable under normal conditions.
Conditions of Reactivity No special reactivity
Incompatible Substances No known materials
Hazardous Decomposition None expected

Toxicological Properties - Health Effects

INHALATION May cause discomfort or irritation to nasal and respiratory passages.
EYE CONTACT Direct contact may cause eye irritation.
SKIN CONTACT May cause transient reddening of the skin.
INGESTION No evidence of adverse effects from available information.
EXPOSURE LIMITS No Exposure Limits

Preventive Measures

Storage: Keep from freezing.  Storage temperature range: minimum 10 C - maximum 35 C.
Special shipping
Information: No special procedures
Engineering
Controls:

General room ventilation is expected to be satisfactory. Use local exhaust if needed
to control mist or vapour.

Spill or Leak: Small: Absorb liquid with paper, vermiculite, floor absorbent or other absorbent
material

Large:  Persons not wearing protective equipment should be excluded from area of
spill until clean-up is completed. Stop spill at source. Dike to prevent
spreading. Pump to salvage tank.

Waste Disposal: Dispose of in accordance with all local, provincial, state, and federal regulations.
Respiratory
Protection: If sprayed, wear a NIOSH/MSHA approved respirator.
Eye/ Skin Protection: Use gloves impervious to soap and water. Wear safety glasses.

First Aid

INHALATION: Move individual to fresh air.
INGESTION: Induce vomiting.  Get medical attention.
EYES: Flush eyes with a large amount of water, lifting upper and lower lids occasionally.
SKIN: Thoroughly wash exposed area with soap and water. Remove contaminated

clothing. Launder clothing before re-use.

Preparation Information

Page 2

SafeCoatLatex
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Task 12: Toolbox Meeting

First level supervisors read workplace materials to plan and deliver effective toolbox 
talks and keep workers informed about regulations, codes, and safety. They prepare 
agendas and complete written records of the meeting objectives.

Scenario:  The site supervisor, Tony Lopez, received an e-mail about a safety alert and 
has decided to include the information from this alert in the next toolbox talk 
with his crew. There are 16 workers on the site, but only 11 in attendance at 
the meeting at 11:30 a.m. on April 25th. Jas Bains has been assigned to do 
this inspection at the end of the shift. The project is the Metro Building. The 
meeting is usually 15 minutes long.

Task 12:  Read the Platform Ladder Failure notice that was sent to the supervisor in an 
e-mail. Decide what the supervisor will discuss about the safety alert for the 
toolbox talk. Fill out the Record of Toolbox Meeting form.
Document Use, Reading Text

 

Answer is on page 37.
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LC

Landis 
Construction

Environment, 

Health & Safety

ALERT

Platform ladder failure

From: Roger McCain Reference Number: 
                Platform ladder  001

Date: July 9, 2007

Immediate Action Required

Ladder Failure. A-Tech Platform Ladder 8’ model # P1073

An A-Tech platform ladder collapsed on 6/28/07 when the top pivot bolts sheared 
under normal usage. A carpenter was standing on the ladder at a height of 5’9” when 
the second of two fasteners sheared at the top pivot point. The ladder collapsed 
causing the employee to fall forward from the ladder. Injuries included minor 
contusions and sprains to the head, shoulders and hip. This incident is listed as first 
aid and no lost time, however the potential for serious injury is extremely high. 

The ladder is less than 5 months old and visually appears to be in good condition; 
however the investigation showed that one fastener had been sheared on 6/27/07. 
The bolt was found in another location in the building where the ladder had been 
used the previous day. The carpenter did not notice the missing bolt at the top of the 
ladder. He utilized the ladder early in the morning and then moved it two feet over to 
the next location. When he ascended the ladder the second time the bolt sheared 
and the ladder collapsed. Landis Construction immediately removed all A-Tech 
platform ladders from the jobsite.

Immediate Actions
A complete and detailed 
inspection of all A-Tech 
Platform ladders should be 
done immediately. 

It is recommended that A-Tech 
Platform ladders are inspected 
to check that the bolts are 
secured and are all in place. 
It appears that the bolts were 
over tightened resulting in 
their failure. We advise that 
A-Tech ladders reference 
P1073 are checked and/or 
removed from our projects.

Competitive Ladders from 
Pearson and Merridian have 
a different design and utilize 
hardened bolts at the pivot 
point. These can be recognized 
by the stamp marks on the hex 
head. The Pearson and the 
Merridian are at least Grade 5 
hardened.

  Grade 5 hardened.

  Grade 1 or 2 not - hardened.
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BRYMARK 
INSTALLATIONS GROUP INC.

 RECORD OF TOOLBOX MEETING

SUPERVISOR _______________________________ PROJECT __________________________________

DATE/TIME _______________ # OF WORKER ON SITE __________ # IN ATTENDANCE _______

REPORTS/NOTICES _____________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
SUBJECTS DISCUSSED ___________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
  PERSON DONE 
 ACTION TO BE TAKEN RESPONSIBLE BY (DATE)

(IF MORE SPACE IS REQUIRED USE ADDITIONAL SHEETS AND ATTACH)

SUPERVISOR COMMENTS _______________________________________________________________

 _________________________________________________________________________________________

 _________________________________________________________________________________________

SIGNATURE _____________________________________

DATE: __________________________ SITE SUPERVISOR _____________________________________

LENGTH OF MEETING _________________________________________________________________

COPIES: WHITE TO OFFICE  YELLOW TO CLIENT  PINK TO SITE
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Task 13: Disciplinary Action Notice

First level supervisors complete tracking forms such as incidence and infraction 
reports. They write descriptions, details and explanations about incidences in reports.

Scenario:  Ed Kalinsky has never worn a safety vest while working on the Stafford site. 
On two occasions, Ed was working close to heavy equipment and was not 
easily visible to other crew members, which resulted in close calls each time. 
These incidences were recorded in the daily log book on November 8 and 
on November 26. After the November 26 incident, Ed was issued a written 
warning and informed that if he showed up at work without all his safety gear, 
he would be sent home without pay. Ed complied but on December 10, he 
arrived at work without a safety vest and was sent home without pay.

Task 13:  The supervisor uses company forms to document disciplinary actions. Fill 
out the Disciplinary Action Notice for the December 10 incident. Include 
information about all the incidences involving Ed.
Document Use

Tips to consider for your answer:
For writing tasks, use the following as a reference:

Order Record events chronologically. When you need to refer back to an 
incident your document will be a reliable source of information.

Facts Answer the 5W + H questions:  
Who, What, When, Where, Why and How. 
Include all important information.

Tone Be objective and respectful. Use facts, not opinions. For example, 
“He was negligent,” is an opinion, and “He did not wear a safety 
vest,” is a fact. Remember that what you write may be used as a legal 
document.

Answer is on page 37.
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5.2.1 Disciplinary Action Notice

Employee	Name: _____________________________________________

Job	Site: _____________________Date: __________________________

Disciplinary Action:
	1. Verbal Warning – Foreman & Worker Rep

	2. Written Warning – Foreman & Worker Rep

	3. Sent Home

	4.	 Indefinite	Suspension	and/or	Termination

Infraction
	Safety Rules 	PPE 	Unsafe Use of Tools  
    or Equipment

	Unsafe Practice or 	Insubordination 	Other 
 Procedure

Comments: _________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
Employee	Signature: __________________________________________
Issuer	Signature:______________________________________________

All	infractions	will	be	documented	and	a	copy	retained	on	file

INCIDENT & INJURY FREE
Page 23 of 101
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Tasks 14 to 15 Time Report

First level supervisors complete timesheets and work summaries to track dates, times, 
locations, materials used, work completed, defects detected and unusual problems 
encountered.

Task 14:  The supervisor logs the daily hours for payroll and invoicing purposes.  The 
charge-out rate for an electrician is $65 per hour and $45 for an apprentice. 
Jake is the only apprentice. Look at the supervisor’s note book pages below. 
These pages are a record of the crew’s hours and the jobs they worked on. Use 
this information to complete the labour cost on the Job Sheet for the Hansen 
Crescent job. Entries have been made for Oct 29.

 Document Use, Numeracy

Task 15:  The original budget for this single family dwelling was $6,000.00, but the 
final cost was $6,322.46. The supervisor will need to explain to the customer 
the difference in price and the reasons for the increased cost. Look at the 
Job Sheet and list the problems encountered and give reasons for the cost 
difference.

 Document Use, Numeracy

Answers are on page 37.

Supervisor’s Notebook Pages
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CV Electrical Services	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 Invoice No.		
817 Foster Avenue	 	 	 	 	 	 	 Date:
WINDSOR, Ontario 	 	 	 	 	 	 Job No.:
N8X 4W3

JOB ADDRESS...............................................................................................................
COMMENTS..................................................................................................................
.........................................................................................................................................
.........................................................................................................................................

LABOUR COST AND CHARGE
Date Worker Hours Rate Cost Charge

JOB SHEET
BILLING NAME.........................................

	 ADDRESS ....................................................
	 CITY............................................. PRICE QUOTED ........................

Materials
Subcontract
Labour
Permit No.
Misc.
TOTAL
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Tasks 16 to 20: Completing a Lift Evaluation Report 1

First level supervisors hold pre-lift meetings with the rigging crew. They refer to lift 
evaluation reports for critical lifts. Lifts are critical when one or more conditions are 
met. Look at the Lift Evaluation Report.

Task 16:  What set up is used for the outriggers?
Document Use

Task 17:  What is the Rated Capacity (B) in pounds?
Document Use

Task 18:  Calculate the Total Load (A). The block/ball weight is 1,700 lbs and the 
rigging weight is 300 lbs. Enter the information onto the Lift Evaluation 
Report.
Document Use, Numeracy

Task 19:  Calculate the % Load Chart Capacity Requirement using the formula 
provided on the document. Enter the information onto the Lift Evaluation 
Report.
Document Use, Numeracy

Task 20:  Why has this lift been called critical?
Document Use, Numeracy

Answers are on page 37, 38.
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LaPrairie Crane
LIFT EVALUATION REPORT

This form is to be completed for any one or more of the following conditions:

Close Proximity to Power Lines Hoisting Personnel / Manbaskets
Hoisting Over Live Plant / Piping / Equipment Conducting Demolition / Disassembly Operations
Hoisting Above 75% of Charted Capacity Convergent Crane Swing Paths
As Required By Site Owner Policy

Customer Name:
Crane Field Order #:

Calculate TOTAL LOAD (A)Lift / Site Location:
Load Weight:
Block / Ball Weight:
Spreader Weight:
Rigging Weight:
Jib Weight:
Jib Ball Weight:
Hoist Line Weight:
Other Weight:

Load Dimensions:

Length: __________ (ft) Width: __________ (ft)

Height: __________ (ft)

Weight: __________ (lbs/tons)

Method Use To Verify Weight: _____________________
TOTAL LOAD (A)

DETERMINE RATED CAPACITY (B) FROM:
APPLICABLE LOAD CHARTS, CRANE CONFIGURATION & OPERATING RADIU INFO

Crane Manufacturer: ____________________________

LCL Unit #: ___________________________________

Maximum Load Radius: _________________________

Corresponding Boom Length: _____________________

Maximum Boom Angle: _____________________ (deg)

Outriggers / Crawler Set-Up

Fully Extended: (Yes) or (No)
Intermediate Extended: (Yes) or (No)
Fully Retracted: (Yes) or (No)

On Rubber: (Yes) or (No)
Pick / Carry: (Yes) or (No)

On Crawlers: Extended: (Yes) or (No)
Retracted: (Yes) or (No)

Crane Model: __________________________________

Crane Capacity: ________________________________

Lift is Planned: Over Side: (Yes) or (No)
Over Rear: (Yes) or (No)
360° Chart: (Yes) or (No)
On Boom: (Yes) or (No)

Lift On Jib: (Yes) or (No)
Jib Length: ______________ (ft)
Jib Offset: _____________ (deg)

Applicable Counterweight Configuration

Minimum C/Weight: _____________ (Tons)
Medium C/Weight: ______________ (Tons)
Maximum C/Weight: _____________ (Tons)

RECORD RATED CAPACITY (B)
RATED CAPACITY (B) = _____________ (lbs) ___________ (tons)

CALCULATE & RECORD - % LOAD CHART CAPACITY REQUIREMENT

( TOTAL LOAD (A) / RATED CAPACITY (B) ) X 100 = ____________ % LOAD CHART CAPACITY

Lift Permit Required? (Yes) or (No)

Lift Permit Obtained? (Yes) or (No)

Operator: ______________________________ (print)

Lift Supervisor: __________________________ (print)

Team Leader: ___________________________ (print)
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Tasks 21 to 25: Completing a Lift Evaluation Report 2

First level supervisors hold pre-lift meetings with the rigging crew. They refer to lift 
evaluation reports for critical lifts. Lifts are critical when one or more conditions are 
met. Look at the Lift Evaluation Report to complete the following tasks.

Task 21:  What is the rated capacity in pounds?
Document Use

Task 22:  Calculate the weight of the concrete wall panel using the information below. 
Enter the information onto  
the Lift Evaluation Report.
Numeracy

Task 23:  Calculate the TOTAL LOAD (A). The block/ball weight is 1,700 lbs and 
the rigging weight is 300 lbs. Enter the information onto the Lift Evaluation 
Report. 
Document Use, Numeracy

Task 24:  Calculate the % LOAD CHART CAPACITY REQUIREMENT using 
the formula provided on the document. Enter the information onto the Lift 
Evaluation Report.
Document Use, Numeracy

Task 25:  Why has this lift been called critical?
Document Use, Numeracy

Answers are on page 38.

 

 Height = 30.17 ft
 Length = 10 ft
 Width (thickness) = 0.5 ft
 1 ft3 concrete = 150 lbs
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LaPrairie Crane
LIFT EVALUATION REPORT

This form is to be completed for any one or more of the following conditions:

Close Proximity to Power Lines Hoisting Personnel / Manbaskets
Hoisting Over Live Plant / Piping / Equipment Conducting Demolition / Disassembly Operations
Hoisting Above 75% of Charted Capacity Convergent Crane Swing Paths
As Required By Site Owner Policy

Customer Name:
Crane Field Order #:

Calculate TOTAL LOAD (A)Lift / Site Location:
Load Weight:
Block / Ball Weight:
Spreader Weight:
Rigging Weight:
Jib Weight:
Jib Ball Weight:
Hoist Line Weight:
Other Weight:

Load Dimensions:

Length: __________ (ft) Width: __________ (ft)

Height: __________ (ft)

Weight: __________ (lbs/tons)

Method Use To Verify Weight: _____________________
TOTAL LOAD (A)

DETERMINE RATED CAPACITY (B) FROM:
APPLICABLE LOAD CHARTS, CRANE CONFIGURATION & OPERATING RADIU INFO

Crane Manufacturer: ____________________________

LCL Unit #: ___________________________________

Maximum Load Radius: _________________________

Corresponding Boom Length: _____________________

Maximum Boom Angle: _____________________ (deg)

Outriggers / Crawler Set-Up

Fully Extended: (Yes) or (No)
Intermediate Extended: (Yes) or (No)
Fully Retracted: (Yes) or (No)

On Rubber: (Yes) or (No)
Pick / Carry: (Yes) or (No)

On Crawlers: Extended: (Yes) or (No)
Retracted: (Yes) or (No)

Crane Model: __________________________________

Crane Capacity: ________________________________

Lift is Planned: Over Side: (Yes) or (No)
Over Rear: (Yes) or (No)
360° Chart: (Yes) or (No)
On Boom: (Yes) or (No)

Lift On Jib: (Yes) or (No)
Jib Length: ______________ (ft)
Jib Offset: _____________ (deg)

Applicable Counterweight Configuration

Minimum C/Weight: _____________ (Tons)
Medium C/Weight: ______________ (Tons)
Maximum C/Weight: _____________ (Tons)

RECORD RATED CAPACITY (B)
RATED CAPACITY (B) = _____________ (lbs) ___________ (tons)

CALCULATE & RECORD - % LOAD CHART CAPACITY REQUIREMENT

( TOTAL LOAD (A) / RATED CAPACITY (B) ) X 100 = ____________ % LOAD CHART CAPACITY

Lift Permit Required? (Yes) or (No)

Lift Permit Obtained? (Yes) or (No)

Operator: ______________________________ (print)

Lift Supervisor: __________________________ (print)

Team Leader: ___________________________ (print)
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Tasks 26 to 31: Framing Calculations

First level supervisors use and interpret drawings and schedules to locate information 
and calculate quantities of materials. Look at the floor plan and Wall Schedule on 
the next two pages.

Task 26:  What are the overall dimensions of the area that is to be framed?
Document Use, Numeracy

Task 27:  The partial floor plan on the next page is for a warehouse. Locate the walls 
designated W5 on the drawing. Why do these walls use 2 × 6 studs and R-20 
insulation?
Document Use

Task 28:  Calculate the number of studs required for framing the space. Use the 
formula:

 Number of studs = Perimeter
Stud Spacing  + 2(corners+intersections+openings)

Note: The window at the front of the building extends from the ground to 
the ceiling.

Document Use, Numeracy

Task 29:  Complete the information in the table below.
Bottom or 
Sill Plate

Top Plate Cap Plate Total number of feet

2 × 6
2 × 4

Document Use, Numeracy

Task 30:  Calculate the amount of gypsum needed for the walls rated W5 and W6.  
One piece of gypsum measures 8' × 4'. The walls are 9' high. Allow for 5% 
waste.
Document Use, Numeracy

Task 31:  Calculate the amount of R-20 insulation needed for the walls. One package 
of R-20 insulation covers 49 ft2. The walls are 9' high. Allow 5% for waste.
Document Use, Numeracy

Answers are on page 38.
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See Wall Schedule on page 28.
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Task 32: Calculating Glass Takeoffs

First level supervisors calculate and verify dimensions using measurements from 
drawings. Look at the Storefront Drawing and the Cut Sheet.

Task 32:  The supervisor refers to the drawing to calculate the glass sizes and lengths 
of aluminum framing. The measurements are sent to the shop where they are 
fabricated. Refer to the Storefront Drawing to make calculations. Enter the 
calculations on the Cut Sheet.
Note: Glass size N.F. (net frame size) = daylite opening + 5

8
" 

The framing measurement is 1 3
4 " × 4 1

4 ".  
Always use the 1 3

4 " as the takeoff. 
4 1

4 " is the depth of the frame. 
Always write the glass size as horizontal × vertical. 
Do all calculations in inches because glaziers typically work in inches.

 Calculate and enter the glass size N.F. (net frame size) for A on the Cut Sheet.

 Calculate and enter the glass size for B on the Cut Sheet.

 Calculate and enter the glass size for C on the Cut Sheet.

 Calculate and enter the glass size for D on the Cut Sheet.

 Calculate and enter the glass size for E on the Cut Sheet.

 Calculate and enter the glass size for F on the Cut Sheet.

 Calculate and enter the glass size for G on the Cut Sheet.
Numeracy, Document Use

Answers are on page 38.
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Task 33: Accident Report

First level supervisors write reports on workplace accidents. They describe the 
accidents that occur, the events leading up to the accidents, potential causes and 
steps taken afterwards. Look at the photos of a workplace accident.

Task 33:  This carpenter, Pete Jones, saw some 2 x 4’s straddling an opening on the 
second floor of a building undergoing renovations. To test the security of the 
2 x 4, Pete stepped on the edge of one of the 2 x 4’s.  The wood tipped and 
Pete fell through the opening to the tile floor eight feet below. Onsite first aid 
attendants stabilized Pete until the ambulance arrived. Pete has a compression 
fracture on his vertebra and it is not known when he will be able to return to 
work. Write a list of items that should be included in all accident reports.
Writing

Answer is on page 38.



First Level Supervisor - Workbook • �� •

Task 34: Daily Log Book

First level supervisors keep daily log books. They make notes describing safety 
breaches, delays and maintenance requirements. They use their notes to write 
disciplinary reports to describe employees’ job performance problems.

Scenario:  The worker is Derek Ciccone.  
He is working on the Innes project. 

Task 34:  Look at the work scene shown in the 
photo. Make a daily log book entry as if 
this event happened today. Write detailed 
notes of the supervisor’s observations and 
state the reason for concern. Include a 
summary of what the supervisor should say 
to the worker.
Writing

Tips to consider for your answer:
For writing tasks, use the following as a reference:

Order Record events chronologically. 
When you need to refer back to an 
incident your document will be a reliable source of information.

Facts Answer the 5W + H questions:  
Who, What, When, Where, Why and How. 
Include all important information.

Tone Be objective and respectful. Use facts, not opinions.  
For example, “He was negligent” is an opinion, and “He stood on top 
of three stacked paint buckets” is a fact. Remember that what you 
write may be used as a legal document.

Answer is on page 38.
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Task 35: Weekly Report

First level supervisors prepare short reports and write descriptions and explanations 
on forms and other documents. They write daily and weekly reports outlining project 
progress and describing events, difficulties and delays.

Task 35:  The project is the Warehouse Tilt-Up. Look at the photos to understand the 
phases of construction. Note the important facts and details that a supervisor 
would report about for this phase and write a weekly report for the week of 
August 11.
Writing

Answer is on page 38.
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 August 11

 August 15

 August 17
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Score Guide
How do I mark the workbook?
Answers to the tasks are on the pages that follow. On the Answer Key, in the 
“Complete/Incomplete” column, place a checkmark () if your answer is similar to the 
answer given, or an “X” if it is not similar.
The Score Guide below explains your score.

Task Numbers Essential Skill Number of tasks completed to  
achieve a minimum score of 80%

1 - 8 Reading Text 7 out of 8
9 - 17, 21, 27 Document Use 9 out of 11

18 - 20, 22 - 26, 28 - 32 Numeracy 11 out of 13
33 - 35 Writing 3 out of 3

Notes: 
• Each of the four Essential Skills are measured separately, therefore a total 

score for the workbook is not counted. 
• Some Essential Skills have fewer tasks than others because some tasks are 

very lengthy and demanding.

Why do I need 80%?
We usually think about ‘passing’ as answering 50% of the questions correctly. It also 
means that up to 50% of the answers could be incorrect. In the construction industry, 
a 50% error rate translates into financial loss, safety concerns, training difficulties 
and a short career as a supervisor. International standards set 80% as a measure of 
‘competency’. This measurement means that there is a good chance that tasks at the 
same difficulty level will be completed correctly.

What does it mean if I achieve 80%?
Completing only a few tasks for each skill area will give you a general indication of 
your skill level. That said, 80% means that you are a competent and independent worker 
when faced with tasks with a similar level of difficulty as the questions represented.

What does it mean if I don’t achieve 80%?
It usually means you can get some of the questions correct some of the time but not 
consistently. If you scored below 80% in a particular skill area, you should consider 
improving your skills in that area.

How can I improve my skills?
To improve, you need to practise. Formal training opportunities for first level 
supervisors are limited, but there are many resources available for improving Essential 
Skills. Your score will indicate which areas you need to focus on. For further practice, 
see Appendix: Additional Resources.
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Workbook Answer Key
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1 decking is a cellulosic/polymer composite extrusion 
containing cellulose-based fibres derived from fibreboard 
and polyethylene

•

2 Canada Mortgage and Housing Corporation •
3 light-duty applications, such as in residential occupancies •
4 •  Table 2 or Table 3 SCS, (see The Standards) as applicable, 

are met at the property boundary;
•  No immediate corrective action is required as per section 

4.0 of this document; and,
•  The property is not classified as an “environmentally 

sensitive area” as defined within the MOE’s O. 
Reg.153/04 (see Section 41).

•

5 Tables 2 and 3 •
6 a proponent can submit a RA to the MOE for their review 

and acceptance •

7 See the Site Safety Meeting answer on page 39. • •
8 See the Public Use Showers answer on page 39. • •
9 See the Supervisor’s Record answer on page 40. •

10 May cause transient reddening of the skin. 
Thoroughly wash exposed area with soap and water. •

11 Keep from freezing. Storage temperature range: minimum 
10°C - maximum 35°C. •

12 See the Toolbox Meeting answer on page 41. • •
13 See the Disciplinary Action Notice answer on page 42. • •
14 See the Time Report answer on page 43. • •
15 The difference in cost is $322.46. Possible reasons for 

the cost over-run are that the full crew was needed for 
1 extra day, due to junction boxes hidden under the 
plywood. A 2nd panel was needed at the bottom of 
the stairs as well as an additional light. These problems 
required more labour and materials not anticipated in 
the original budget.

• •

16 Fully Extended •
17 32,000 lbs •
18 25,000 + 1,700 + 300 = 27,000 lbs

See the Lift Evaluation Report 1 answer on page 44. • •
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19 27,000 ÷ 32,000 × 100 = 84.4%
See the Lift Evaluation Report 1 answer on page 44. • •

20 Hoisting Above 75% of Charted Capacity • •
21 32,000 lbs •
22 L × W × H = V

10 ft  × 0.5 ft × 30.17 ft = 150.85 ft3 
V × weight of 1 ft3 of concrete = total weight
150.85 ft3 × 150 lbs = 22,627.5 lbs
See the Lift Evaluation Report 2 answer on page 45.

• •

23 22,627.5 + 1,700 + 300 = 24,627.5 lbs
See the Lift Evaluation Report 2 answer on page 45.

• •

24 24,627.5 lbs ÷ 32,000 lbs × 100 = 77%
See the Lift Evaluation Report 2 answer on page 45.

• •

25 Hoisting Above 75% of Charted Capacity,  
Also acceptable: Hoisting Over Live Plant • •

26 about 35' × 20' • •
27 to reduce noise level coming from outside the office/

lunchroom
•

28 71 + 39 = 110
See the Framing Calculations answer on page 46.

• •

29 See the Framing Calculations answer on page 46. • •
30 58 sheets of gypsum to do both sides of the walls

See the Framing Calculations answer on page 46.
• •

31 15 packages of insulation
See the Framing Calculations answer on page 47.

• •

32 A is 37 1
4

" × 35 1
8

"

B is 72
5
8

" × 35
1
8 "

C is 38" × 35
1
8

"

D is 37 1
4

" × 48
5
8

"

E is 38" × 48 5
8

"

F is 37 1
4

" × 33
1
8 "

G is 38" × 33
1
8

"

See the Calculating Glass Takeoffs answers on pages 48 - 50.

• •

33 See the Accident Report answer on page 51. •
34 See the Daily Log Book answer on page 51. •
35 See the Weekly Report answer on page 51. •
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Task 7: Site Safety Meeting answer page

Sample outline:

1. Introduce the company’s guidelines for the safe operation of grinders. Have 
chart with guidelines to refer to on hand.

2. Demonstrate and explain how to check the grinder before use. 

3. Demonstrate and explain the proper use of a grinder: turning it on, 
handling, and use.

4. Demonstrate and explain what to do when finished working with the 
grinder. 

5. Check for understanding by asking questions.

6. Have time for crew questions and comments.

7. Review the procedures for before, during and after grinder use once more.

8. Inform crew where they can find the guidelines for reference.

Task 8: Public Use Showers answer page

 

Reverse the 
position of the 
seat and drain.

1500 mm



 • �0 • First Level Supervisor - Workbook

Task 9: Supervisor’s Record answer page

Supervisor’s Record

Topic of Meeting _____________________

Date:	_____________		Time:_____________	Supervisor	_____________

Project:_________________________		

Address:_________________________

Employer:________________________

Record	of	those	attending:
Name	(please	print) Signature

1
2
3
4
5
6
7
8
9
10
11
12

 
Other comments or suggestions made ___________________________
 _________________________________________________________
 _________________________________________________________
 _________________________________________________________

Supervisor’s remarks  ________________________________________
 _________________________________________________________

Supervisor:________________________
																											(Signature)

 

   



First Level Supervisor - Workbook • �� •

Task 12: Toolbox Meeting answer page

BRYMARK 
INSTALLATIONS GROUP INC.

 RECORD OF TOOLBOX MEETING

SUPERVISOR _______________________________ PROJECT __________________________________

DATE/TIME _______________ # OF WORKER ON SITE __________ # IN ATTENDANCE _______

REPORTS/NOTICES _____________________________________________________________________

 ________________________________________________________________________________________
 _________________________________________________________________________________________
SUBJECTS DISCUSSED ___________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
 _________________________________________________________________________________________
  PERSON DONE 
 ACTION TO BE TAKEN RESPONSIBLE BY (DATE)

(IF MORE SPACE IS REQUIRED USE ADDITIONAL SHEETS AND ATTACH)

SUPERVISOR COMMENTS _______________________________________________________________

 _________________________________________________________________________________________

 _________________________________________________________________________________________

SIGNATURE _____________________________________

DATE: __________________________ SITE SUPERVISOR _____________________________________

LENGTH OF MEETING _________________________________________________________________

COPIES: WHITE TO OFFICE  YELLOW TO CLIENT  PINK TO SITE
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Task 13: Disciplinary Action Notice answer page

5.2.1 Disciplinary Action Notice

Employee	Name: _____________________________________________

Job	Site: _____________________Date: __________________________

Disciplinary Action:
	1. Verbal Warning – Foreman & Worker Rep

	2. Written Warning – Foreman & Worker Rep

	3. Sent Home

	4.	 Indefinite	Suspension	and/or	Termination

Infraction
	Safety Rules 	PPE 	Unsafe Use of Tools  
    or Equipment

	Unsafe Practice or 	Insubordination 	Other 
 Procedure

Comments: _________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
 ___________________________________________________________
Employee	Signature: __________________________________________
Issuer	Signature:______________________________________________

All	infractions	will	be	documented	and	a	copy	retained	on	file

INCIDENT & INJURY FREE
Page 23 of 101
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Task 14: Time Report answer page

CV Electrical Services	 	 	 	 	 	 	 	 	 	
	 	 	 	 	 	 	 	 	 Invoice No.		

N8X 4W3

JOB ADDRESS...............................................................................................................
COMMENTS..................................................................................................................
.........................................................................................................................................
.........................................................................................................................................

LABOUR COST AND CHARGE
Date Worker Hours Rate Cost Charge

JOB SHEET
BILLING NAME.........................................

	 ADDRESS ....................................................
	 CITY............................................. PRICE QUOTED ........................

Materials
Subcontract
Labour
Permit No.
Misc.
TOTAL



 • �� • First Level Supervisor - Workbook

Tasks 18 to 19: Completing a Lift Evaluation Report 1 answer page

LaPrairie Crane
LIFT EVALUATION REPORT

This form is to be completed for any one or more of the following conditions:

Close Proximity to Power Lines Hoisting Personnel / Manbaskets
Hoisting Over Live Plant / Piping / Equipment Conducting Demolition / Disassembly Operations
Hoisting Above 75% of Charted Capacity Convergent Crane Swing Paths
As Required By Site Owner Policy

Customer Name:
Crane Field Order #:

Calculate TOTAL LOAD (A)Lift / Site Location:
Load Weight:
Block / Ball Weight:
Spreader Weight:
Rigging Weight:
Jib Weight:
Jib Ball Weight:
Hoist Line Weight:
Other Weight:

Load Dimensions:

Length: __________ (ft) Width: __________ (ft)

Height: __________ (ft)

Weight: __________ (lbs/tons)

Method Use To Verify Weight: _____________________
TOTAL LOAD (A)

DETERMINE RATED CAPACITY (B) FROM:
APPLICABLE LOAD CHARTS, CRANE CONFIGURATION & OPERATING RADIU INFO

Crane Manufacturer: ____________________________

LCL Unit #: ___________________________________

Maximum Load Radius: _________________________

Corresponding Boom Length: _____________________

Maximum Boom Angle: _____________________ (deg)

Outriggers / Crawler Set-Up

Fully Extended: (Yes) or (No)
Intermediate Extended: (Yes) or (No)
Fully Retracted: (Yes) or (No)

On Rubber: (Yes) or (No)
Pick / Carry: (Yes) or (No)

On Crawlers: Extended: (Yes) or (No)
Retracted: (Yes) or (No)

Crane Model: __________________________________

Crane Capacity: ________________________________

Lift is Planned: Over Side: (Yes) or (No)
Over Rear: (Yes) or (No)
360° Chart: (Yes) or (No)
On Boom: (Yes) or (No)

Lift On Jib: (Yes) or (No)
Jib Length: ______________ (ft)
Jib Offset: _____________ (deg)

Applicable Counterweight Configuration

Minimum C/Weight: _____________ (Tons)
Medium C/Weight: ______________ (Tons)
Maximum C/Weight: _____________ (Tons)

RECORD RATED CAPACITY (B)
RATED CAPACITY (B) = _____________ (lbs) ___________ (tons)

CALCULATE & RECORD - % LOAD CHART CAPACITY REQUIREMENT

( TOTAL LOAD (A) / RATED CAPACITY (B) ) X 100 = ____________ % LOAD CHART CAPACITY

Lift Permit Required? (Yes) or (No)

Lift Permit Obtained? (Yes) or (No)

Operator: ______________________________ (print)

Lift Supervisor: __________________________ (print)

Team Leader: ___________________________ (print)
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Tasks 22 to 24: Completing a Lift Evaluation Report 2 answer page

LaPrairie Crane
LIFT EVALUATION REPORT

This form is to be completed for any one or more of the following conditions:

Close Proximity to Power Lines Hoisting Personnel / Manbaskets
Hoisting Over Live Plant / Piping / Equipment Conducting Demolition / Disassembly Operations
Hoisting Above 75% of Charted Capacity Convergent Crane Swing Paths
As Required By Site Owner Policy

Customer Name:
Crane Field Order #:

Calculate TOTAL LOAD (A)Lift / Site Location:
Load Weight:
Block / Ball Weight:
Spreader Weight:
Rigging Weight:
Jib Weight:
Jib Ball Weight:
Hoist Line Weight:
Other Weight:

Load Dimensions:

Length: __________ (ft) Width: __________ (ft)

Height: __________ (ft)

Weight: __________ (lbs/tons)

Method Use To Verify Weight: _____________________
TOTAL LOAD (A)

DETERMINE RATED CAPACITY (B) FROM:
APPLICABLE LOAD CHARTS, CRANE CONFIGURATION & OPERATING RADIU INFO

Crane Manufacturer: ____________________________

LCL Unit #: ___________________________________

Maximum Load Radius: _________________________

Corresponding Boom Length: _____________________

Maximum Boom Angle: _____________________ (deg)

Outriggers / Crawler Set-Up

Fully Extended: (Yes) or (No)
Intermediate Extended: (Yes) or (No)
Fully Retracted: (Yes) or (No)

On Rubber: (Yes) or (No)
Pick / Carry: (Yes) or (No)

On Crawlers: Extended: (Yes) or (No)
Retracted: (Yes) or (No)

Crane Model: __________________________________

Crane Capacity: ________________________________

Lift is Planned: Over Side: (Yes) or (No)
Over Rear: (Yes) or (No)
360° Chart: (Yes) or (No)
On Boom: (Yes) or (No)

Lift On Jib: (Yes) or (No)
Jib Length: ______________ (ft)
Jib Offset: _____________ (deg)

Applicable Counterweight Configuration

Minimum C/Weight: _____________ (Tons)
Medium C/Weight: ______________ (Tons)
Maximum C/Weight: _____________ (Tons)

RECORD RATED CAPACITY (B)
RATED CAPACITY (B) = _____________ (lbs) ___________ (tons)

CALCULATE & RECORD - % LOAD CHART CAPACITY REQUIREMENT

( TOTAL LOAD (A) / RATED CAPACITY (B) ) X 100 = ____________ % LOAD CHART CAPACITY

Lift Permit Required? (Yes) or (No)

Lift Permit Obtained? (Yes) or (No)

Operator: ______________________________ (print)

Lift Supervisor: __________________________ (print)

Team Leader: ___________________________ (print)
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Tasks 28 to 31: Framing Calculations answer page

Task 28

Note: This is one way to calculate the answer.
Perimeter for 2 × 6s = 35' + 20' + 20' = 75' = 900"

Number of 2 × 6s = 900 in
16 in  + 2 (4 + 2 + 1) = 56.25 + 14 = 70.25 = 71

Perimeter for 2 × 4s = 9' - 2" + 6' - 4" + 7' – 11" + 3' + 3' = 28' - 17" = 29' - 5" =  
30' rounded up to the nearest foot = 360"

Number of 2 × 4s = 360 in
16 in  + 2 (1 + 4 + 3) = 22.5 + 16 = 38.5 = 39

Total number of studs = 71 + 39 = 110

Task 29

Note: Spaces for doors were not subtracted from the length.

Length for 2 × 6s = 35' + 20' + 20' = 75'

Length for 2 × 4s = 9' – 2" + 6' – 4" + 7' – 11" + 3' + 3' = 28' - 17" = 29' - 5" = 
30' rounded up to the nearest foot

Bottom or 
Sill Plate

Top Plate Cap Plate Total number of feet

2 × 6 75' 75' 75' 225'
2 × 4 30' 30' 30' 90'

Task 30

This is one way to calculate the answer.

L = 35' + 20' + 20' + 9' – 2" + 6' – 4" + 7' – 11" = 97' - 17" =  
98' - 5" = 98.5' rounded off to the nearest half a foot

A  = L × W = 98.5' × 9' = 886.5 ft2

886.5 ft2 × 0.05 = 44.325 ft2 = 44 ft2 rounded off to the nearest square foot

886.5 ft2 + 44 ft2 = 930.5 ft2 = 931 ft2 rounded off to the nearest square foot

931 ft2 ÷ 32 ft2 = 29.094 = 29 sheets of gypsum to do one side of the walls

29 × 2 = 58 sheets of gypsum to do both sides of the walls
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Task 31

This is one way to calculate the answer.

 Only the walls rated W5 have R-20 insulation.
L = 35' + 20' + 20' = 75'

A  = L × W = 75' × 9' = 675 ft2

675 ft2 × 0.05 = 33.75 ft2 

675 ft2 + 33.75 ft2 = 708.75 ft2  = 709 ft2 rounded off to the nearest square foot

709 ft2 ÷ 49 ft2 = 14.46 = 15 packages of insulation
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Task 32: Calculating Glass Takeoffs answer page
Calculate the glass size for A.
Step 1: Calculate the horizontal measurement for A.

 230 1
2

" − 80" − 72" = 78 1
2

"

 78 1
2

" ÷ 2 = 39 1
4

"

 39 1
4

" − 1 3
4

" − 7
8

" = 36 5
8

"

 36 5
8

" + 5
8

"= 37 1
4

"

 The horizontal measurement for A is 37 1
4

".
Step 2: Calculate the vertical measurement for A. 

122" − 84" = 38"
 38" − 1 3

4
" − 1 3

4
" = 34 1

2
"

 34 1
2

" + 5
8

" = 35 1
8

"

 The vertical measurement for A is 35 1
8

".

 The glass size for A is 37 1
4

" × 35 1
8

".

Calculate the glass size for B.
Step 1: Calculate the horizontal measurement for B.
 72" +  5

8
" = 72 5

8
"

Step 2: Calculate the vertical measurement for B. 
Note: The vertical height for B is the same as the vertical height for A.

 The glass size for B is 72 5
8

" × 35 1
8

".
Calculate the glass size for C.
Step 1: Calculate the horizontal measurement for C. 

80" ÷ 2 = 40"

 40" − 1 3
4

" − 7
8

" = 37 3
8

"

 37 3
8

" + 5
8

" = 38"

 The horizontal measurement for C is 38".
Step 2: Calculate the vertical measurement for C. 

Note: The vertical height for C is the same as the vertical height for A.
 The glass size for C is 38" × 35 1

8
".

Calculate the glass size for D.
Step 1: Calculate the horizontal measurement for D. 

Note: The horizontal measurement for D is the same as the horizontal 
measurement for A. 
The horizontal measurement for D is 37 1

4
".
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Step 2: Calculate the vertical measurement for D. 
84" − 36" = 48"

 48" + 5
8

" = 48 5
8

"

 The vertical measurement for D is 48 5
8

".
 The glass size for D is 37 1

4
" × 48 5

8
".

Calculate the glass size for E.
Step 1: Calculate the horizontal measurement for E. 

Note: The horizontal measurement for E is the same as the horizontal 
measurement for C. 
The horizontal measurement for E is 38".

Step 2: Calculate the vertical measurement for E. 
Note: The vertical measurement for E is the same as the vertical 
measurement for D. 
The vertical measurement for E is 48 5

8
".

 The glass size for E is 38" × 48 5
8

".
Calculate the glass size for F.                
Step 1: Calculate the horizontal measurement for F. 

Note: The horizontal measurement for F is the same as the horizontal 
measurement for A. 
The horizontal measurement for F is 37 1

4
".

Step 2: Calculate the vertical measurement for F. 
36" − 1 3

4
" − 1 3

4
" = 32 1

2
"

 32 1
2

" + 5
8

" = 33 1
8

"

 The vertical measurement for F is 33 1
8

".
 The glass size for F is 37 1

4
" × 33 1

8
".

Calculate the glass size for G.
Step 1: Calculate the horizontal measurement for G. 

Note: The horizontal measurement for G is the same as the horizontal 
measurement for C and E. 
The horizontal measurement for G is 38".

Step 2: Calculate the vertical measurement for G. 
Note: The vertical measurement for G is the same as the vertical 
measurement for F.

 The vertical measurement for G is 33 1
8

".
 The glass size for G is 38" × 33 1

8
".
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Task 32: Calculating Glass Takeoffs answer page
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Task 33: Accident Report answer page

Sample Answer: 
Note: Underlined items must be included in your answer for it to be considered correct. 
date and time of incident; name and trade of worker; date of report; description of 
accident and the injury, type of medical treatment provided onsite; name of doctor, 
medical centre and treatment given by medical professionals, identify the hazards 
involved (equipment, materials, etc.)

Task 34: Daily Log Book answer page

Sample Answer: 
Note: Underlined items must be included in your answer for it to be considered correct. 
Innes Project: [Today’s Date]
Derek Ciccone was standing on three paint buckets stacked one on top of the other 
as a platform to paint a high section of wall in an interior room of the Innes building 
project. This was his only means of elevation and support and he had no protection 
from falling. This type of makeshift scaffolding is contrary to safety guidelines and 
company policies. He put himself in a dangerous and risky situation. I called him down 
and told him to use a proper scaffold set up or a sturdy ladder and gave him a verbal 
warning not to use unsafe practices in his work. 

Task 35: Weekly Report answer page

Sample Answer:
Weekly report for week of August 11

• Completed formwork and rebar work for footings
• Confirmed schedule for concrete mixer trucks, concrete pump truck and 

crew for the pour
• Completed the pour for the footings
• Installed the embeds
• Confirmed booking for backhoe operator
• Excavation for drainage completed
• Plumber arrived on site, installed pipes for rainwater drainage and 

completed backfill
• All work completed on schedule and on budget
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For more information on the above and other resources go to www.csc-ca.org

With Measurement and Calculation for the Trades you can review 
and practise basic math skills using whole numbers, decimals, fractions, 
ratio/proportion, percent, measurement & conversions, perimeter, area, 
volume, and right-angle triangles using trade-specific measurement and 
calculation problems. 

Reading at Work: Workplace Reader contains real-life stories and 
authentic activities that provide a unique opportunity to practise reading 
skills such as locating, combining, comparing and contrasting, integrating, 
explaining, and evaluating information. 

Writing at Work describes the writing used in many occupations. Each 
chapter examines the purpose, style, organization and use of such writing 
forms as Memos, Entry Forms, Logbooks, Bulletins and Regulations. 

For more information on the above and other resources go to www.skillplan.ca.

Appendix: Additional Resources
The resources listed are work-related Essential Skills materials and are not specific to 
the occupation of First Level Supervisors. However, Essential Skills are transferable 
skills and practice with these skills will enhance your abilities in your work situation. 

explain... accountant administrator advocate aide agent
appraiser arborist artist assembler assessor
assistant associate astronomer athlete attaché
attendant auditor author babysitter bailiff baker
baler barber bartender beautician bellhop beltman
best boy biochemist biographer blaster
bodyguard boilermaker botanist brewer bricklayer
broadcaster builder caddie caretaker cashier
caterer CGA chairman chaplain chauffeur
checker chef chemist chief chipper choirmaster
choreographer cipher cladder cleaner classifier
clergyman clerk clinician clockmaker clown
CMHC co-ordinator coach cobbler collector
columnist comedian commentator consultant
conductor contractor cook cooper copywriter
correspondent cosmetologist counselor courier
cowboy craftsperson crater cremator crew
cropper cryptanalyst curate cutter dancer DC
dealer decorator demonstrator denturist deputy
designer dicta-typist dietitian director dispatcher
dispenser DO doorkeeper draftsperson ecologist
editor EDP electrician embalmer florist flutist
forester fuller furrier gaffer gardner gemologist
geochemist glazier gluer golfer grader grinder
grocer grower guard guide gymnast hairdresser
handler headmaster helper historian homemaker
host housekeeper hypnotist illustrator inspector
installer investigator ironworker janitor jeweller
jockey joiner journeyperson juggler knitter
labourer landscaper lapidary lather lecturer
lieutenant lifeguard linguist litigator loader lobbyist
locator locksmith logger machinist maestro
manager mason master mayor mechanic
merchandiser messenger midwife milliner miner
MLA moderator monk moulder mover narrator
netmender nipper novice nurse observer
oceanographer officer operator optician organist
overcaster packer painter palletizer patroller
patternmaker paymaster pipefitter plumber porter
potter practitioner programmer purchaser purser
quartermaster quillerdiographer raker readerevaluatein

te
gr

at
e

locate

compare and contrast

co
m

bi
ne

Workplace Reader

Task What are you
looking for?

What are you
looking at?

How will you find
the information?

What is
your answer?

How will
you check

your answer?

3

B
Y

Because you’re training for more than a trade. 
You’re training for a career.

Funded by the Government of 
Canada’s Sector Council Program

Essential Skills Activities for Trades

These tools work for you.

Plain Language for Construction

Funded by the Government of 
Canada’s Sector Council Program

For more information contact:
Th e Construction Sector Council
220 Laurier Ave. West, Suite 1150

Ottawa, Ontario, K1P 5Z9
Phone: 613 569-5552

Fax: 613 569-1220
info@csc-ca.org

Funded by the Government of Canada’s Sector Council Program

CONSTRUCTION 
SECTOR COUNCIL

CONSEIL SECTORIEL 
DE LA CONSTRUCTION

For more information contact:
The Construction Sector Council
220 Laurier Ave. West, Suite 1150

Ottawa, Ontario, K1P 5Z9
Phone: 613 569-5552

Fax: 613 569-1220
info@csc-ca.org

Funded by the Government of Canada’s Sector Council Program

ConstruCtion 
seCtor CounCil

Conseil seCtoriel 
de la ConstruCtion

Essential Skills 
Activities for Trades 
is a collection of activity 
sets that link academic 
skills with workplace 
applications.

Plain Language for 
Construction contains 
helpful tips on how to write 
and communicate more 
effectively and efficiently.

Using Trades Math is 
designed to refresh your 
skills by applying math 
operations to typical 
construction workplace 
tasks.

Self Assessment: 
Construction Workers 
Workbook is designed for 
people who want to assess 
their current Essential Skills 
using typical construction 
workplace tasks.
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First Level Supervisor Resource Set

Construction Supervisor First Level
Essential Skills Self Assessment 

This informal self assessment provides practice with work tasks 
that a first level supervisor might encounter on a worksite. Take 
the self assessment to check your readiness for a supervisory role. 
Assess yourself on these Essential Skills: Reading Text, Document 
Use, Numeracy, Writing, and Thinking Skills. See what your 
strengths are and what areas may need improvement.

Construction Supervisor First Level
Essential Skills Workbook

This workbook is a companion publication to the self assessment. 
The workbook contains similar tasks and documents as the 
self assessment. You may decide to do the workbook first as 
preparation for the self assessment, or you may decide to use the 
workbook as follow up practice after taking the self assessment.

Construction Supervisor First Level
National Occupational Analysis

This occupational analysis has been developed by industry 
professionals and describes the skills, knowledge and abilities 
required to perform the duties of a first level construction 
supervisor for the Canadian Construction Industry. This 
occupational analysis can be used for a variety of purposes, 
including curriculum development; accreditation of training 
programs; recruitment; performance improvement; career 
development; and the certification of practitioners.
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Essential Skills – Self Assessment

Essential Skills – Workbook

National Occupational Analysis

Reading Text

Document Use

Numeracy

Writing

Oral Communication

Working with Others

Thinking Skills

Computer Use

Continuous Learning
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