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Public Works
and Maintenance Labourers
Module 1: Essential Skills and Public Works
Unit 1
Unit 2

Essential Skills for Public Works
NOC

Module 1: Essential Skills and Public Works

Internet Reminders
Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit. Please
They change all the time.
Web addresses change. Content changes.

1!remember that websites are not permanently available.

Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember: Not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works Stuff
might not be the best source. You might also find information from another province
or the United States, which could have different policies and rules.
Take notes, and if need be, call your local Public Works office to confirm what
you’ve read.

Favourites
If you are working on a computer and you are allowed to mark favourites, it’s helpful
to do so. You could possibly visit so many sites, that you’ll lose track of them. Be
sure to ask your instructor if it’s permitted.
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Unit 1: Essential Skills for Public Works

Unit 1 – Essential Skills for Public Works

(Source: HRSDC, Readers’ Guide to Essential Skills Profiles
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/readers_guide_whole.shtml)

Essential Skills are generic skills that are needed for work, learning, and life. They
are a foundation upon which all other work and life-related skills are built. They
are not the technical skills that particular jobs require, but rather the skills that can
be applied in all jobs.
Essential Skills are enabling skills that:
1. Help people perform the tasks required by their occupation and other
activities of daily life.
2. Provide people with a foundation to learn other skills.
3. Enhance people’s ability to adapt to change.

There are Nine Essential Skills
Reading Text
Document Use
Numeracy
Writing
Oral Communication
Working with Others
Computer Use
Continuous Learning
Thinking Skills*
*Thinking Skills break down further to include:
Problem Solving
Decision Making
Critical Thinking
Job Task Planning & Organizing
Finding Information
Significant Use of Memory
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Unit 1: Essential Skills for Public Works

The Essential Skills Profiles
The Canadian government has a department called HRSDC, or Human Resources
Skills Development Canada. They have offices all over Canada and they help
people with employment-related issues. They also have a website that offers
further services to Canadians.
HRSDC created and maintain a section of the website called Essential Skills (ES)
profiles. Basically, people called “profilers” have been hired to write profiles on
different jobs. They are all available online.
An Essential Skills profiler interviews all kinds of employees and employers in a
field of employment and asks them a variety of questions about their job. They
look for ways in which employees use the Essential Skills. Then they compile all
the data, or information for the specific field of employment, into what we call a
“profile.” These profiles are evidence of what Essential Skills employees are using
in the field. You could go and interview people in the Public Works field, and you
would likely come up with the same information, so these profiles save you a lot of
work and give you insight into the job. You can see how they would be very
helpful to job seekers!
Profiles can be found at this website:
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/home.s
html
Keyword Internet Search:
Essential Skills Profiles
Look for a website that is from the Government of Canada.
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Unit 1: Essential Skills for Public Works

Public Works Essential Skills Profile

(Source: HRSDC Essential Skills, Public Works Profile, NOC 7621
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/home.shtml)

According to the Essential Skills profile for Public Works:
“Public works and maintenance labourers perform a variety of
labouring activities to maintain sidewalks, streets, roads, and similar
areas. They are employed by municipal, provincial, and federal
government public works departments or by private contractors under
contract to governments.”
The two most important Essential Skills for a Public Works employee to have are:
Document Use and Oral Communication
This is not to say that the other Essential Skills are not important, but every
occupation has tasks or skills that are used more often than others. Public Works
employees and employers say that knowing how to use documents and
communicating orally are very important and that these skills are used daily.
These two Essential Skills will be covered in more detail in future modules.

How to Use the Essential Skills Profiles
Because the profiles were compiled from information gathered from employees
and employers in the Public Works field, this information is invaluable to someone
who wants to work in that field.
The section on the Essential Skill “Reading Text” gives examples of common
reading tasks that a Public Works employee will have to do on the job.
For example:
May read daily orders from supervisors (1)
May read memos from management and foremen about changes to company
policies (2)
May read health and safety bulletins (2)
You now know three reasons why someone working in Public Works might need
to read at work. If you struggle with reading, the ES profile tells you the kinds of
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Unit 1: Essential Skills for Public Works

things you’d need to read. This way, you’re able to focus on learning to read
exactly what the job requires.
The numbers beside each example give us the “complexity level.” Level 1 means
you are able to read relatively short texts to locate a single piece of information, as
well as being able to follow simple written directions. Level 2 means being able to
read more complex texts to locate a single piece of information or read simpler
texts to locate multiple pieces of information, as well as being able to make lowlevel inferences. To infer means to read something and then being able to come to
a conclusion based on what you’ve read. Your instructor can help you read
through the profile and understand what the numbers and symbols mean.

A Readers’ Guide to the Essential Skills is located here:
http://www.rhdcchrsdc.gc.ca/eng/workplaceskills/essential_skills/general/readers_guide_wh
ole.shtml
This Readers’ Guide will help you understand how the profiles are set up. It will
help you understand what you are reading.
Keyword Internet Search:
Essential Skills Readers’ Guide
If you can get to the Essential Skills site, look for a link.
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Public Works Essential Skills Profile
Learning Activity #1
1. Go to the Essential Skills website and look at the Public Works Essential
Skills Profile.
http://www.rhdcchrsdc.gc.ca/eng/workplaceskills/essential_skills/general/home.shtml
Keyword Internet Search:
Essential Skills Public Work Profiles
or Essential Skills Public Works 7621

2. Check if this applies to you.
 I was able to find the Essential Skills Public Works profile.
If you are seriously considering applying for work in Public Works, ask your
instructor for help to print a copy of the profile.
 I was able to print off a copy of the Public Works profile.
3. Use the Readers’ Guide to help you look through the profile. Use your
highlighter to highlight tasks that you think you might need help with. Share
this with your instructor. Keep the printed profile in the binder with the rest
of your work.

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 2 – NOC
National Occupational Classification
NOC stands for National Occupational Classification. The NOC was designed to
help Canadians understand the jobs in the labour market. Each job is given a
number or code.
The NOC code for Public Works and Maintenance is 7621.
The NOC website is:
http://www5.hrsdc.gc.ca/noc/english/noc/2006/ProfileAlphabetic.aspx?val=
7&val1=7621&val10=P
Keyword Internet Search:
NOC Codes or
National Occupational Classification 7621

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 8 of 11

Module 1: Essential Skills and Public Works

NOC
Learning Activity #2
1. Go to the NOC Code website: http://www5.hrsdc.gc.ca/NOC
Click ENGLISH or FRANCAIS. Scroll down to QUICK SEARCH in the
left sidebar. Type in the NOC Code for Public Works, which is 7621. Click
GO.
The NOC profile for Public Works and Maintenance Labourers will open.
Read this webpage. Answer the following questions.
2. List eight examples of job titles.
______________________________

______________________________

______________________________

______________________________

______________________________

______________________________

______________________________
______________________________
(*Note that if you click View All Titles, you will be taken to a longer list of job
titles.)
3. What does the NOC website tell you about the job of a Public Works and
Maintenance Labourer? Write two or three points.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 9 of 11

Module 1: Essential Skills and Public Works

Public Works and Maintenance Labourers:
Module 1 – Essential Skills and Public Works
Learner Self-Assessment
When you have completed Module 1 – Essential Skills and Public Works, assess your
performance. Check yes or no in the boxes below. In the comments section, you can
write down thoughts you have about the section. Use a blank sheet of paper if you
need more space.
I started this chapter on (date) _______________ and finished on (date) ___________.

Public Works and Maintenance Labourers:
Module 1 – Essential Skills and Public Works
Unit 1 – Essential Skills for Public Works

I know that there are nine Essential Skills and can name
at least two.

 yes  yes

but I need
more practice

 no

I have a basic understanding of what the Essential Skills
 yes  yes
 no
but I need
are and how they can help me prepare to work in the
more practice
Public Works field.
I can name the two most important ES for the job of Public  yes  yes
 no
but
I
need
Works Labourer.
more practice

I can find and use the Essential Skills website.

 yes  yes

 no

I have read or skimmed the Essential Skills profile for
Public Works.

 yes  yes

 no

but I need
more practice
but I need
more practice

Unit 2 – NOC – National Occupational Classification
I can find the NOC website.

 yes  yes

 no

I’ve read the NOC website page for Public Works
Labourers.

 yes  yes

 no

but I need
more practice
but I need
more practice

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 10 of 11

Module 1: Essential Skills and Public Works

Learner Evaluation and Feedback
Public Works: Module 1 – Essential Skills and Public Works
1. Did you enjoy doing the learning activities in Public Works: Module 1 –
Essential Skills and Public Works?
 yes

 no

2. How well do you think you did on these activities?
 very poorly

 not that well

 fairly well

 very well

3. Were the instructions easy to follow?
 not at all

 a little confusing and I needed help

 yes

4. Do you think these learning activities are relevant to your goal of
becoming a Public Works and Maintenance Labourer?
 yes

 no

Comments:
(Write as little or as much as you want. Comments help your instructor
know if you are having problems, if you’ve enjoyed the material, or if you
didn’t enjoy it. Your instructor can then work with you to make your
learning more enjoyable. Use a blank sheet of paper if you need more
room.)
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Module 2: Public Works 101
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5

Understanding Public Works
Public Works NOC
Job Description
Working in Canada Website
What Makes a Good Public Works Employee?

Module 2: Public Works 101

Internet Reminders

Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit.
Please remember that websites are not permanently available. They change all the
time. Web addresses change. Content changes.
Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember: Not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works Stuff
might not be the best source. You might also find information from another province
or the United States, which could have different policies and rules.
Take notes, and if need be, call your local Public Works office to confirm what
you’ve read.

Favourites
If you are working on a computer and you are allowed to mark favourites, it’s helpful
to do so. You could possibly visit so many sites, that you’ll lose track of them. Be
sure to ask your instructor if it’s permitted.
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Unit 1: Understanding Public Works

Unit 1 – Understanding Public Works
A Quiz on the Very First Page?
Learning Activity #1
Read each statement below.  Check either Yes, No, or Not Applicable to Me.
1. When I got up this morning, I turned the water on and brushed my teeth.
 Yes

 No

 Not Applicable to Me

2. I have been in a car or taxi this month.
 Yes

 No

 Not Applicable to Me

3. I’ve been stopped at a construction site by a person holding a STOP sign.
 Yes

 No

 Not Applicable to Me

4. There are bridges in my town or city.
 Yes

 No

 Not Applicable to Me

5. When I am walking downtown, there are garbage cans for my convenience.
 Yes

 No

 Not Applicable to Me

6. There are parks in my town or city that anyone can use.
 Yes

 No

 Not Applicable to Me

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Yes, a Quiz on the Very First Page!
What did you think of the quiz? Did you check Yes to any of the statements?
Let’s go over them together.
Question 1 asks if you brushed your teeth. What does that
have to do with Public Works? Well, it has less to do with
dental hygiene and more to do with turning on the flow of
water to your home. Did you turn on a tap this morning?
Have a shower? Flush the toilet? Make coffee? Fill your
dog’s water bowl?
Question 2 asks if you’ve been in a car or taxi this month. Cars and
taxis don’t fall under Public Works, so why ask that question? What
do you think? If you guessed that it’s about what’s under the cars
and taxis, you’re right! Roads!
Question 3 asks if you’ve ever been stopped at a construction site by a
person holding a STOP sign. This person directs traffic, allowing cars to
travel safely through the maze of road construction. He or she is either a
Public Works employee or is hired by a sub-contractor of Public Works.
Question 4 asks if there are bridges in your city or town.
Why? Because bridges fall under Public Works. Someone has
to make sure that bridges are safe and maintained.
Question 5 asks if there are conveniently placed garbage cans on your
city or town streets. The collection of garbage, called Waste
Management, falls under Public Works.
Question 6 asks if there are public parks in your area that are
maintained for public use. These green spaces fall under Parks
and Recreation, which sometimes falls under Public Works,
depending on your municipality.

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 4 of 41

Module 2: Public Works 101

Unit 1: Understanding Public Works

Public Works is everywhere … look around you.
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Unit 1: Understanding Public Works

So, where does the water come from when you turn on your
faucet? And when you’re driving in a car, bus, or taxi, who is
it that looks after the roads that you drive on? What about the
bridges? Garbage? Recycling? What about public parks?
Who makes sure that sidewalks are maintained and not full of
tripping hazards?
Who are these people who make our lives safer and more enjoyable? The answer
is Public Works staff!

Public Works is a Government Department
The term Public Works refers to a government department that is in charge of
using public money to build and maintain public areas, such as roads, highways,
parks, water distribution and treatment, and solid waste management.
For example, the town or city you live in is located within a municipality. A
municipality is a level of government. Canada has three levels of government:
municipal, provincial, and federal.
Municipal government is the level of government that is responsible for things like
roads, parks, water, waste, garbage collection, etc. Each level of government is
responsible for raising money through taxation. This money is then budgeted out
to all the municipal departments, including the Public Works department.
Public Works departments have an annual budget to cover maintenance, special
projects, and operational costs.
The areas covered by Public Works may vary from municipality to municipality.
For example, Parks and Recreation may or may not fall under Public Works in
your municipality, but it might in the municipality right next door.
So basically, the term Public Works means the department that is in charge of
looking after certain public services and spaces. What those services and spaces
are depends on your municipality.
There are also Public Works Departments at the Provincial and Federal level, but
for the purpose of this curriculum, we will focus on Municipal Public Works.
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Projects of the 20th Century Word Search
Learning Activity #2
The American Public Works Association (APWA) developed the Top Ten Public
Works Projects of the Century Program in order to honour projects that had
significantly improved the quality of life in the US and Canada.
The reversal of the CHICAGO River
The PANAMA Canal
The HOOVER Dam
TENNESSEE Valley Authority
Golden Gate BRIDGE
INTERSTATE Highway System
The Bay Area Rapid TRANSIT
The Saint Lawrence SEAWAY
HYPERION Treatment Plant
The Grand Coulee Dam and the Columbia BASIN Project

The words in
BOLD, above,
are hidden
in the
word search.
Find and
circle them!
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The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Researching Projects of the 20th Century
Learning Activity #3
As you read on the previous page, The American Public Works Association has
created a Top Ten list of the most significant Public Works projects of the century.
1. Go through the list again, and choose one project you would like to learn
more about.
2. Use the Internet to research and find out at least three pieces of information
about that project.
3. Use the space below to record your findings.
The Top Ten project I am interested in: ____________________________
Information about the project: ____________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Supplementary Learning Activity

Book Title: Exploring the World of Public Works Student Almanac
© American Public Works Association, July 2008 (APWA Press)
816-472-6100 www.apwa.net

This is an excellent resource for exploring Public Works. If your literacy
agency has a copy of it, or can order one, you might want to read the
following excerpt to learn more about The Top Ten List of Public Works
Projects of the Century:
Chapter: Public Works in the Community
Pages: 8 - 27
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Specific Municipalities and their Public Works
Departments
Let’s look at a specific municipality and see what falls under Public Works.

Municipality:
The Corporation of the County of Prince Edward

(Source: ©Copyright 2007, The Corporation of the County of Prince Edward)
http://www.pecounty.on.ca/government/public_works

The Prince Edward County Public Works Department is
responsible for:
 Maintenance of roads and bridges (and transportation)
 Drainage and storm water systems
 Water and wastewater billing
 Water and wastewater operations
 Solid waste and recycling services
 Databases, civic addressing, signing, and mapping
 Project management and tendering of all Public Works capital construction
projects in the roads, water and wastewater divisions
Maintenance of roads and bridges (and transportation)
This section of Public Works provides:
• Roads maintenance and construction including bridges, storm water
maintenance, and drainage
• Street lights and traffic signals (both rural & urban)
• Fingerboard direction and advertising signs – applications,
installations, and maintenance
• Fleet maintenance and repair
• Road signs including 911 civic address sign installations and
maintenance
• Review of drainage complaints and drainage problems
• Issue entrance permits
• Issue road occupancy permits, large load permits, road ROW permits,
etc.
• Fingerboard signs maintenance
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Drainage and storm water systems
Urban and Rural Drainage services include:
• Rural roadside ditches including culverts
• Drainage easement maintenance
• Storm retention ponds
• Urban storm sewers, catch basins, and outlets
Water and wastewater billing and water and wastewater operations
Water and wastewater services are responsible for the administration, maintenance,
and operation of the municipally-owned water and wastewater facilities. Utility
billing is also generated from this department. Prince Edward County has the
following facilities:
• Four water treatment plants
• Six water distribution systems
• Two wastewater treatment plants
• Two wastewater collection systems
Solid waste and recycling services
This division manages the following areas:
• Recycling
• Curbside collection
• Landfill site operations
• Transfer site operations
• Household hazardous waste
Databases, civic addressing, signing and mapping
From this office, Public Works provides:
General Administration and Services:
• Land development and agreements
• Project engineering, contract preparation & tendering and project
management
• Civic addressing update
• Road allowance management
• Entrance permits and approvals
• Fingerboard signs billing
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Project management and tendering of all public works capital construction
projects in the roads and wastewater divisions
This division conducts project preparation, tendering, and management of all
Public Works capital projects for roads construction, equipment and housing, and
water and wastewater operations.
Engineering consultants are typically used to design and inspect larger projects.
Note: Public Works also provides comments to the Planning and Building
Services Department for all land development, zoning, and consent applications,
and with all planning, prepares the necessary development agreements.
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Municipality:
The City of Vaughan

(Source: ©Copyright 2010, The City of Vaughan)
http://www.city.vaughan.on.ca/vaughan/departments/public_works/index.cfm

The City of Vaughan Public Works Department is responsible
for:
 Road maintenance services
 Water / wastewater & drainage
 Solid waste management
 Sales
Roads Maintenance Services
This section of Public Works provides:
• Winter operations
• Street sweeping
• Streetlight maintenance
• Road repairs
• Roadside ditch maintenance
• Culvert installations
• Curb & sidewalk repairs
Water / wastewater & drainage
This section of Public Works provides:
• Water supply and distribution
• Water quality
• Sanitary sewers
• Storm sewers
• Storm water management ponds
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Solid Waste Management
This section of Public Works provides:
• Collection schedule
• Garbage
• Recycling
• Leaf and yard material & household composting
• Appliances
• Bulky items
• Household Hazardous Waste (HHW) Depot
• Waste disposal & transfer site(s)
• Solid waste & recycling by-law
• New programs & initiatives
• Related links
The City of Vaughan Public Works Department also sells:
• Culverts
• Wide load permits
• Rural street number signs
• Water meters
• Water hydrant meters (rental)
• Blue boxes & composters

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 14 of 41

Module 2: Public Works 101

Your Municipality
Learning Activity #4
(*Note: If for any reason you cannot use your municipality for this Learning
Activity, please use a neighbouring municipality.)
1. What is the name of your municipality? (If you are unsure, do some
research to find that information.) Record the name below.
__________________________________________________________________
2. Most municipalities have a website. Use a search engine to find yours.
Write the web address here:
__________________________________________________________________
3. Using your municipality’s website, find the Public Works section and read
what your Public Works Department is responsible for. Record that
information below or print the page(s). If you print the page(s), use a
highlighter to highlight the information.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 2 – Public Works NOC

(Source: © Human Resources Skills Development Canada / HRSDC)
http://www5.hrsdc.gc.ca/noc/english/noc/2006/ProfileAlphabetic.aspx?val=7&val1=7621&val10=P

As we saw in Module 1 – Essential Skills and Public Works, NOC stands for
National Occupational Classification and each job is given a number or code. The
NOC code for Public Works and Maintenance is: 7621.
The Public Works NOC website is:
http://www5.hrsdc.gc.ca/noc/english/noc/2006/ProfileAlphabetic.aspx?val=
7&val1=7621&val10=P

NOC Public Works Duties
According to the NOC, Public Works and Maintenance
Labourers perform some or all of the following duties:
• Clean and maintain sidewalks, streets, roads, and public grounds of
municipality and other areas, working as member of crew
• Sweep debris and shovel snow from streets, sidewalks, building grounds,
and other areas, and load snow and debris into carts or trucks
• Shovel cement and other materials into cement mixers, spread concrete, and
asphalt on road surfaces using shovels, rakes, and hand tampers, and
perform other activities to assist in maintenance and repair of roads
• Spread sand or salt on sidewalks for snow and ice control
• Dig ditches and trenches using shovels and other hand tools
• Operate jackhammers and drills to break up pavement
• Operate power mowers and cutters to cut lawns and grass along roadsides
• Cut trees, trim branches, rake leaves, apply fertilizer and insecticides by
hand, and water public lawns, trees, and shrubs
• Load and unload trucks with supplies and equipment
• Collect money from coin boxes of parking meters along established route
• Collect and load refuse on garbage trucks
• Assist equipment operators to secure attachments to equipment or trucks
• Assist in routine maintenance and repair of equipment
• Assist skilled tradespersons such as carpenters, plumbers, and mechanics
• May operate mobile sidewalk-cleaning equipment
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NOC Public Works Duties
Learning Activity #5
1. Fill in the following document, using information from the NOC Public
Works Duties. Include the duties noted in the list. Think about the list of
tools and equipment that you might need to use. Put a checkmark in the
column if you’ve either done that duty before or used the tool or piece of
equipment.
Duties Listed
cleaning sidewalks

Tools or equipment that
 might be needed to do the
duty
 shovel
broom
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Duties Listed


Tools or equipment that
might be needed to do the
duty
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2. Answer the following questions. The answers are not in the reading. You
may need to do some research.
a.) What is debris? ______________________________________________
__________________________________________________________________
b.) What is a hand tamper? _______________________________________
__________________________________________________________________
3. One of the duties states that Public Works and Maintenance Labourers
“clean and maintain sidewalks, streets, roads, and public grounds of
municipality and other areas, working as member of a crew.”
In your opinion, why is working as a member of a crew an important skill
for these workers to have? What happens when a worker isn’t a good team
player? (Be sure to answer both parts of this question.)
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 3 – Job Description
It’s pretty safe to say that almost every job has a job description - a list of
specifications, tasks, skills needed in order to be qualified to do the job.
Public Works jobs are no different.
Because there are many types of jobs done by Public Works staff, it’s not as easy
as making one list of qualifications. For example, people who work in Water
Management need different qualifications than someone who works in Roads. Not
all departments have “entry-level” positions, but rather require some kind of
certification or training.
For the purpose of this curriculum, we will only be looking at entry-level positions
that do not require other training. That’s not to say that you might not want to go
on and get that training and earn those certificates so that you can advance within
the municipal government sector.
Furthermore, as we’ve learned, Public Works departments can be set up
differently. Some may contain certain departments that others do not (i.e. Parks
and Recreation). That means that your Public Works Department may not hire
entry-level labourers for Parks and Rec.
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Public Works Job Research
Learning Activity #6
1. Call your Public Works Department and two other neighbouring
municipalities. Ask the follow questions: What are the entry level labourer
positions within Public Works? What are the qualifications? Is a Grade 12
diploma required? Do they accept a GED as a Grade 12 equivalent?
2. Fill in the following, using information you gather.
Date:
Name of the person I spoke with:
Municipality:
What are the entry-level labourer positions within Public Works?

What are the qualifications?

Is a Grade 12 diploma required?

Do they accept a GED as a Grade 12
equivalent?
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Date:
Name of the person I spoke with:
Municipality:
What are the entry level labourer positions within Public Works?

What are the qualifications?

Is a Grade 12 diploma required?

Do they accept a GED as a Grade 12
equivalent?

Date:
Name of the person I spoke with:
Municipality:
What are the entry level labourer positions within Public Works?

What are the qualifications?

Is a Grade 12 diploma required?

Do they accept a GED as a Grade 12
equivalent?

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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The Job Posting
A search through the Service Canada Job Bank might find a job posting. A
basic posting might look something like this:
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Sample Job Advertisement
Learning Activity #7
Use the sample job advertisement on the preceding page to answer the following
questions.
1. What is the website for Service Canada Job Bank?
__________________________________________________________________
2. What is the work setting like?
__________________________________________________________________
3. When does the job start?
__________________________________________________________________
4. What Essential Skills are most needed?
__________________________________________________________________
5. How much do I get paid?
__________________________________________________________________
6. Do I have to lift anything and if so, how much?
__________________________________________________________________
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7. I don’t have any experience. Is that ok?
__________________________________________________________________
8. I’d like a job with benefits. Does this job have them?
__________________________________________________________________
9. Would I be working directly for the city?
__________________________________________________________________
10. I only have my Grade 10. Is that enough?
__________________________________________________________________

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 4 – Working in Canada Website
Working in Canada is a website that helps Canadians with the challenges of
finding a job. Its main target audience is new Canadians, but it is useful to anyone
wanting to learn more about an occupation.
There is a search feature where a job seeker is able to search for specific
occupations and then print information in a report. This information can be very
useful to job seekers.
Report Information Sections:
• Licence & Certification
• Main Duties
• Job & Skill Requirements
• Job Opportunities
• Wages
• Outlook & Prospects
• Education & Training
• Associations & Unions
• Newcomers to Canada
• Further Assistance
www.workingincanada.gc.ca
Keyword Internet Search:
Working in Canada
Look for a website that is from the Government of Canada.
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Working in Canada Website
Learning Activity #8
1. Go to the Working in Canada website: www.workingincanada.gc.ca
2. Look for a space to type in an occupation title. It might look something like
this:
Enter an occupational title:
(e.g. teacher, nurse, etc.)

3. Enter the following: public works and maintenance labourers
4. From the results, click on public works and maintenance labourers. This
will take you a description of the job.
5. Click on “This describes my occupation.”

continue

6. Choose your location (i.e. the province or territory that you live in).
7. Choose your area (choose the area that best describes where you live).
8. You will see the report on your screen. Click on the various sections to find
information.

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Working in Canada Website
Learning Activity #9
Using the Working in Canada website, generate a report using your province and
area and then answer the following questions.
1. What province are you in? _______________________________________
2. What area are you in? ___________________________________________
3. Do you require a licence to work in this area? ________________________
4. List four main duties of a Public Works and Maintenance Labourer.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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5. Are there any job skills required?
__________________________________________________________________
__________________________________________________________________
6. In your area, what is an average wage? _____________________________
7. List the associations and unions here:
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 5 – What Makes a Good Public Works
Employee?
So, what makes a good Public Works employee? According to one municipal
worker:
A good Public Works employee is an individual that cares about
their community. They work for the residents in their municipality.
They have to be conscious of personal and public safety, as their
actions will impact the people who live and work in their
municipality. Whether it be how they install a road sign, plow a
street, clean a sidewalk, pick up waste, or install a culvert, their work
is essential to how the community functions. A good Public Works
employee will be self motivated, observant, hard working, and able
to perform hard physical tasks. They should also deliver great
customer service. A positive attitude and the ability to work in a
team environment will help candidates excel in a Public Works
position.
Jennifer, Municipal Government Staff Person
You can see that the job is very important to the day-to-day functioning of a
municipality, be it a small town or a large city.

What are some qualities of a good worker?
Arrive on time
Reliable
Hard worker
Dependable
Reliable transportation
Honest
Respectful of work time vs. break time
Asks questions when needed
Physically fit
Good thinking skills
Follow instructions
Thorough
No alcohol or drug use on the job
Good communicator
Willing to learn
Trustworthy
Knowledge of health & safety
Flexible with duties, methods, and schedule
Ability to read and understand labels, safety information, daily orders
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Qualities of a Good Worker
Learning Activity #10
1.

Listed below are several qualities of a good worker. On the lines below the
quality, comment on why you think employers and employees have said that
good workers need this quality. Think about why a Public Works Labourer
might need that quality and write an example. The first one is done for you
as an example.

Reliable transportation
Public Works Labourers, or any employees for that matter, need to have reliable
transportation because they need to show up on time. Other work may be waiting
for them. They may need to head out in a Municipal Vehicle to another work site.
When employees are late, it throws everyone’s schedule off and it could get you
fired.

Good communicator
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Ability to read and understand labels, safety information, daily orders
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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Good thinking skills
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Flexible with duties, methods, schedule
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
Physically fit
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Other Qualities Explained
Show Up On Time
One of the biggest complaints employers and supervisors have
about their employees is workers not showing up on time, or not
showing up at all. The best thing you can do for yourself as an
employed person is to arrive on time, if not 15 minutes early, every
day.
Lateness sends a message to your supervisor that you are not committed to the job,
that you are inconsiderate, and that you have poor time management skills. You
are not giving 100 percent. Employers look at all these things and think that if you
can’t manage to get to work on time, then you can’t manage to work well. It might
not be true, but it will cross your supervisor’s mind. It tells them that you don’t
really care about being employed. Remember, there are a lot of people standing in
line behind you waiting for their chance to show your employer how dedicated
they are, if only they are given the chance.
If you have trouble getting to work on time, try these tricks to get you
up and out the door:

• Set your alarm 20 minutes ahead. Don’t allow

yourself to say, “I know I have that extra 20
minutes, so I’ll just sleep/watch the news/sit and
relax/walk the dog.”

• If you are a person who hits the snooze button several times, set your alarm
earlier, so that you start hitting the button earlier. After four or five times,
you might be ready to get up.

• Buy an alarm clock that doesn’t have a snooze button so that you don’t have
that option.

• Set the alarm clock on the other side of the room so that the only way to turn
it off is to get out of bed. Don’t allow yourself to get back into bed.
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• Prepare for your day the night before: make your
lunch, set your clothes out, have the coffee pot ready
to turn on.
• Create a morning routine and stick to it. Don’t allow
yourself to get sidetracked. Focus on getting ready
and getting out the door.
• Go to bed at a time that allows you to get eight hours of sleep.
• Don’t drink alcohol on week nights. It disrupts sleep.
• Don’t drink coffee in the evenings. It disrupts
sleep.
• Find a friend who will give you a wake-up call for
the first few weeks, until you get into a pattern.
• Have reliable transportation to get to work. This
could include a reliable vehicle, a friend, a carpool system, public transportation, a bike, etc.
Being late for work because of unreliable
transportation will only be an accepted excuse for
so long. It’s up to you to figure out reliable
transportation.

Remember: Recognize that lateness is a bad habit. With hard work
and dedication, you can change that bad habit into a good work habit.
It takes concentrated effort, but it can be done. It’s worth it!

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 34 of 41

Module 2: Public Works 101

Unit 5: What Makes a Good Public Works Employee?

Be Willing to Learn
In any job, employers expect their employees to be
willing to learn. Public Works is no different. You
may be required to learn new skills, new ideas, even a
new way of doing things you already know how to do.
You might think you know a better way, but the truth is
your employer or supervisor has the last say. You need
to be open to that. Be flexible with duties and
methods.
How do you show willingness to learn?
Volunteer to help with jobs that you’ve never done before so that you can watch,
do, and learn something new. Be honest about never having done it and that you’d
like to learn.
Ask questions.
“How do you know when to ...”
“Why does the ...”
“How much do I ...”
Read more about it. There are many books, magazines, websites,
organizations, and associations dedicated to health & safety, tools, equipment,
construction, and Public Works. Don’t just think “big picture” Public Works, but
rather break the job down to specific duties. That will help you decide what to
search for. The information is at your fingertips.
Take courses and training. Keep upgrading your skills. If there is something
you would like to learn about, ask someone to show you or ask where you could
find the information. Your co-workers are a valuable resource in helping you learn
more. Don’t be afraid to ask for help, advice, or information.
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Work Hard
Employers pay you to work. That’s the bottom line. They don’t
pay you to stand around looking for something to do, but rather to
dig in and do whatever it takes to get the job done.
There is a Difference between Hard Work and Working Hard
Working as a labourer, whether in Public Works or another field, can be hard
work. In the summer, it can be dirty, hot, and sweaty work. In the winter, it can be
cold, uncomfortable, and sweaty work. Your muscles hurt. You push, pull, carry,
drag, dig, pound, and scrape. Your body is a tool to get the job done.
Working hard means that you take your job seriously and you give 100 percent all
the time. You arrive on time and start work immediately. You work until you are
given a break. You don’t extend your breaks longer than they are supposed to be.
You get back to work and give it your all. You work hard right up until your shift
is over.
Bend, Lift, Stretch, Twist
The job can be very physical, especially for entry-level labourers. Your day might
be spent walking, standing, bending, lifting, stretching, reaching, squatting,
digging, or doing any number of other physical jobs. You must be in good
physical shape in order to do entry-level labourer jobs. This will be covered in
more detail in the Health and Safety module.
Anticipate What Needs to Be Done and Be Thorough
Employers want you to anticipate what needs to be done. If you finish the task you
are given and don’t have a task on a list to move on to, look around for something
to do. If you are unsure as to whether or not your supervisor wants you to do it,
just quickly ask, “I see the boards over there need to be stacked. I’ll move on to
that if that’s alright with you.” Offering suggestions like this will make your
supervisor’s job easier. They don’t have to stop and think about what to assign
you next. Being thorough means completely doing the job you’ve been given to
the best of your ability. It means not cutting corners in order to get the job done
faster. It means thoroughly doing the job and finishing it completely. Your
supervisor should not have to follow behind you and tell you things you forgot to
do.
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Never Use Alcohol or Drugs on the Job
It goes without saying that drugs are illegal substances and will not be tolerated on
the job. Alcohol is not illegal, however drinking before or during your shift will
not be tolerated either. Your safety and the safety of your co-workers and the
general public must be a priority. If you are in an altered state due to alcohol or
drugs, you are a safety hazard. You are not making good decisions and your ability
to function is altered. If you cannot get through a work day without drinking or
using drugs, you have a problem. Alcohol and drug use is a quick way to get fired.
If you think you have a problem with drugs or alcohol, talk to your doctor. Help is
available.

Reliable, Dependable, Trustworthy, Honest
These qualities are important because your employer, supervisor, and co-workers
want to know they can trust you. They want to know that when you say you’re
going to do something, you do it. That when you say you’re going to be
somewhere at a specific time, that you’ll be there. They want to know that your
word means something. They want to know that you are not going to walk away
with something that belongs to them or the company. These traits are incredibly
important in the workplace. They go a long way to making a workplace more
enjoyable.

Communication
Communicate and Ask Questions
Good communication skills are a high
priority. We’ve learned that Oral
Communication is one of the two most
important Essential Skills needed to succeed
as a Public Works Labourer. Communication involves speaking and listening.
Speak up when you need to, but also learn to stop and listen. Don’t be afraid to
ask questions. It’s how we learn. Your supervisor wants you to learn. We will
learn more about this in a future module called Oral Communication.
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Follow Instructions

Following instructions means being able to do what you are told. These
instructions could be either verbal or written. The instructions could be a few steps
or a day’s worth of duties. If you need to take notes in order to remember what
you’ve been asked to do, then do so. Make yourself some notes. There is nothing
wrong with that. A good supervisor will notice that you take the job seriously and
that you want to do a good job. Ask questions to clarify if needed. We will learn
more about following instructions in the Oral Communications module.
Ability to Read and Understand Labels, Safety Information, and Daily
Orders
Being able to read specific items such as labels, safety
information, and daily memos is important and a skill
that you will need as a Public Works Labourer. Look
for key words to help you understand. If you are having
problems with this, your instructor can help you
practice this skill.

Good Thinking Skills
Thinking Skills is an Essential Skill, and as we’ve learned, it breaks
down to include Problem Solving, Decision Making, Critical
Thinking, Job Task Planning & Organizing, Finding Information,
and Significant Use of Memory. These skills are all very important
to being successful at work. We will learn more about these in a
future module called Thinking Skills.

Knowledge of Health & Safety
Health & Safety is a daily part of the job of Public Works Labourer. Your safety,
the safety of co-workers, and the safety of the general public should always be
foremost in every worker’s mind. It is stressed in every aspect of the job. We will
learn more about this in the Health & Safety module.
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Public Works and Maintenance Labourers:
Module 2 – Public Works 101
Learner Self-Assessment
When you have completed Module 2 – Public Works 101, assess your performance.
Check yes or no in the boxes below. In the comments section, you can write down
thoughts you have about the section. Use a blank sheet of paper if you need more
space.
I started this chapter on (date) _______________ and finished on (date) ___________.

Public Works and Maintenance Labourers:
Module 2 – Public Works 101
Unit 1 – Understanding Public Works

I can list at least five ways that Public Works affects my
daily life.

 yes  yes

 no

I have a basic understanding of how Public Works is a
government office but how each municipality is different.

 yes  yes

 no

I can name at least one major Public Works project from
the Top Ten List.

 yes  yes

 no

I am able to find my municipality’s Public Works website
and can find what areas my local department covers.

 yes  yes

 no

 yes  yes

 no

 yes  yes

 no

but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice

Unit 2 – Public Works NOC
I can find the NOC Public Works web page.

but I need
more practice

Unit 3 – Job Description
I know how to contact my local Public Works Department.

but I need
more practice

I know what qualifications are needed to work as an entry-  yes  yes
but I need
level Public Works Labourer in my municipality.

 no

I have a basic understanding of what a Public Works job
posting might look like.

 yes  yes

 no

 yes  yes

 no

more practice
but I need
more practice

Unit 4 – Working in Canada Website
I can find the Working in Canada website.
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I can explain how this site might help me understand the
job of Public Works Labourer.

 yes  yes

but I need
more practice

 no

Unit 5 – What Makes a Good Public Works Employee?
I can list at least 5 qualities of a good worker.

 yes  yes

but I need
more practice

 no

I can explain why these 5 qualities are important to the job  yes  yes
but I need
of Public Works Labourer.

 no

I feel that I have a lot of the qualities listed and would be a
good worker.

 no

more practice

 yes  yes

but I need
more practice

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Learner Evaluation and Feedback
Apprenticeship: Module 2 – Public Works 101
1. Did you enjoy doing the learning activities in Public Works: Module 2 –
Public Works 101?
 yes

 no

2. How well do you think you did on these activities?
 very poorly

 not that well

 fairly well

 very well

3. Were the instructions easy to follow?
 not at all

 a little confusing and I needed help

 yes

4. Do you think these learning activities are relevant to your goal of
becoming a Public Works and Maintenance Labourer?
 yes

 no

Comments:
(Write as little or as much as you want. Comments help your instructor
know if you are having problems, if you’ve enjoyed the material, or if you
didn’t enjoy it. Your instructor can then work with you to make your
learning more enjoyable. Use a blank sheet of paper if you need more
room.)
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Public Works
and Maintenance Labourers
Module 3: Equipment
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5

Equipment and Public Works
Heavy Equipment
Barricades
Road / Street Signs
Other Equipment

Module 3: Equipment

Internet Reminders
Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit.
Please remember that websites are not permanently available. They change all the
time. Web addresses change. Content changes.
Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember, not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works Stuff
might not be the best source. You might also find information from another province
or the United States, which might have different policies and rules.
Take notes, and if need be, call your local Public Works office to confirm what
you’ve read.

Favourites
If you are working on a computer and you are allowed to mark favourites, it’s helpful
to do so. You could possibly visit so many sites, that you’ll lose track of them. Be
sure to ask your instructor if it’s permitted.
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Unit 1: Equipment and Public Works

Unit 1 – Equipment and Public Works
The type of equipment and tools that you use will depend on where in the Public
Works department you’re working. As previously stated, not all departments hire
“entry-level labourer” positions. As an entry level-labourer, you are less likely to
use equipment and tools that require specialized training, licensing, or certification.
The more training and certification you have, the better your chances for
advancement within the department.
You may be working in a variety of settings and the equipment and tools may not
all be for your use, but you may still be required to be around them. If this is the
case, then you need to know a bit about them and as always, you need to take the
appropriate safety precautions. Be aware of your surroundings, including what
machinery, equipment, and/or tools are on the job site with you.
You may want to be able to use some of these pieces of machinery, equipment,
and/or tools. Call your local Public Works Department and talk to the HR
Department (Human Resources) about requirements.
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Unit 2 – Heavy Equipment
A backhoe loader, also called a
loader backhoe and commonly
shortened to backhoe, is a heavy
equipment vehicle that consists of
a tractor fitted with a shovel/
bucket on the front and a small
backhoe on the back. Due to its
(relatively) small size and
versatility, backhoe loaders are
very common in urban engineering
and small construction projects
(such as building a small house,
fixing urban roads, etc).
Backhoe Loader

Source:
http://en.wikipedia.org/wiki/Backhoe_loader

A cherry picker (also known as a boom lift,
man lift, basket crane or hydraladder), is a
type of aerial work platform that consists of a
platform or bucket at the end of a hydraulic
lifting system.
It is often mounted on the back of a large
vehicle such as a truck (in which case it may
also be called a bucket truck). It can also be
mounted on a flat-back pick-up van known as a
self drive, or sometimes on a stand-alone trailer
or self-moving platform. The bucket is designed
for a person to stand in and work from. Often a
duplicate set of controls that are used to
manipulate the position of the bucket will be
available to the person in the bucket, allowing
the operator to position himself.
Source: http://en.wikipedia.org/wiki/Cherry_picker
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Unit 2: Heavy Equipment

Compactor

A compactor is a machine or mechanism used to reduce the size of waste
material or soil through compaction. Normally powered by hydraulics,
compactors take many shapes and sizes. In landfill sites for example, a large
bulldozer with spiked wheels called a landfill compactor is used to drive over
waste deposited by waste collection vehicles (WCVs).
In construction, there are three main types of compactor; the plate compactor,
the Jumping Jack, and the road roller. The roller type compactors are used for
compacting crushed rock as the base layer underneath concrete or stone
foundations or slabs. The plate compactor has a large vibrating base plate and is
suited for creating a level grade, while the jumping jack compactor has a smaller
foot. The jumping jack type is mainly used to compact the backfill in narrow
trenches for water or gas supply pipes etc. Road rollers may also have vibrating
rollers.
WCVs themselves incorporate a compacting mechanism which is used to
increase the payload of the vehicle and reduce the number of times it has to
empty. This usually takes the form of hydraulically-powered sliding plates which
sweep out the collection hopper and compress the material into what has already
been loaded. Different compactors are used in scrap metal processing, the most
familiar being the car crusher. Such devices can either be of the “pancake” type,
where a scrap automobile is flattened by a huge descending hydraulicallypowered plate. The other type is the baling press, where the automobile is
compressed from several directions until it resembles a large cube.
Source: http://en.wikipedia.org/wiki/Compactor
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Directional Arrow Trailer

A directional arrow trailer is a portable trailer system used to direct traffic
around areas such as construction sites, road work, etc. The trailer has a light
board filled with many round lights. Depending on the need, it lights up certain
bulbs, which form arrows, pointing to the direction that the traffic needs to
move in.
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Unit 2: Heavy Equipment

Dump Truck

A dump truck is a truck used for transporting loose material (such as sand,
gravel, or dirt) for construction. A typical dump truck is equipped with a
hydraulically-operated open box bed hinged at the rear, the front of which can
be lifted up to allow the contents to be deposited on the ground behind the truck
at the site of delivery.
Source: http://en.wikipedia.org/wiki/Dump_truck

Grader

A grader, also commonly referred to
as a road grader, a blade, a
maintainer, or a motor grader, is a
construction machine with a long blade
used to create a flat surface. Typical
models have three axles, with the
engine and cab situated above the rear
axles at one end of the vehicle and a
third axle at the front end of the
vehicle, with the blade in between.
Some construction personnel refer to
the entire machine as “the blade.”
Graders are commonly used in the
construction and maintenance of dirt
roads and gravel roads. In the
construction of paved roads they are
used to prepare the base course to
create a wide flat surface for the
asphalt to be placed on.
Source: http://en.wikipedia.org/wiki/Grader
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A material transfer vehicle is
used to transfer material from
one vehicle to another, for
example moving asphalt from
a delivery truck to a paving
machine.
Material Transfer

Plow Salt Spreader

A plow salt spreader plows roads and/or spreads salt or sand. The plow is
located on the front, and the salt or sand is dispersed through a mechanism
underneath the vehicle or out the back of the truck.
It is also called a winter service vehicle (WSV), or snow removal vehicle, and
is used to clear ice and snow. Winter service vehicles are usually based on
dump truck chassis, with adaptations allowing them to carry specially-designed
snow removal equipment. They are used to keep the roads clear of snow and ice
and safe for driving during winter.
Source: http://en.wikipedia.org/wiki/Winter_service_vehicle
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Unit 2: Heavy Equipment

A skid steer is a vehicle maneuvered by
skid steering, a method of steering through
braking or engaging tracks or wheels on
one side of a vehicle. The skid steering
vehicle is turned by generating different
speeds at the opposite sides of the vehicle,
as the wheels or tracks are non-steerable
(fixed position). Pivot steering is the most
interesting maneuver of these vehicles.
They can change direction while staying in
the same place without going any distance
in a forward or reverse direction, such as
is seen with tanks.

Skid steers are often used on building sites, where they are equipped with a
front end shovel, although the vehicle has other uses by using different
attachments. One type of skid steering vehicle, known as skid steer loaders or
just skid loaders, are often referred to as “Bobcats.” Bobcat is a popular brand
of skid steers, but is not the correct term for the equipment itself.
A skid loader or skid steer loader is a small rigid frame, engine-powered
machine with lift arms used to attach a wide variety of labour-saving tools or
attachments. Though sometimes they are equipped with tracks, skid-steer
loaders are typically four-wheel drive vehicles with the left-side drive wheels
independent of the right-side drive wheels. By having each side independent of
the other, wheel speed and direction of rotation of the wheels determine the
direction the loader will turn.
Skid steer loaders are capable of zero-radius, “pirouette” turning, which makes
them extremely maneuverable and valuable for applications that require a
compact, agile loader. Unlike in a conventional front loader, the lift arms in
these machines are alongside the driver with the pivot points behind the driver's
shoulders. Because of the operator's proximity to moving booms, early skid
loaders were not as safe as conventional front loaders, particularly during entry
and exit of the operator. Modern skid loaders have fully enclosed cabs and
other features to protect the operator. Like other front loaders, it can push
material from one location to another, carry material in its bucket or load
material into a truck or trailer.
Source: http://en.wikipedia.org/wiki/Skid_steer
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Sweeper

Sweepers are mechanical machines that sweep floors, hard or artificial
surfaces, or roads and car parks. Where manual sweeping was executed by
means of the humble brush or broom, increasingly powered sweepers and
sweeping machines are fulfilling this role.
Source: http://en.wikipedia.org/wiki/Sweepers
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Heavy Equipment
Learning Activity #1
After you have read the information on the preceding pages about heavy
equipment, answer the following questions.
1. What are two common uses for a backhoe?
__________________________________________________________________
__________________________________________________________________
2. Define “to compact.” __________________________________________
__________________________________________________________________
3. True or False? Compactors come in many shapes and sizes.

T

F

4. Describe how a compactor is used in a landfill site.
__________________________________________________________________
__________________________________________________________________
5. Describe the three types of compactors used in construction, including their
appearance and how they are used. Use an extra sheet of paper if necessary.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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6. Describe, in your own words, where and why a direction arrow trailer is
used.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
7. What kinds of materials might a dump truck carry for a municipality?
__________________________________________________________________
__________________________________________________________________
8. What is a grader used for?
__________________________________________________________________
9. Some construction personnel have a nickname for a grader. What is it?
__________________________________________________________________

10. Give an example of what materials might be transferred using a material
transfer vehicle.
__________________________________________________________________
11. What is another name for a snow plow?
__________________________________________________________________
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12. How do you steer a skid steer?
__________________________________________________________________
__________________________________________________________________
13. What does “pivot” mean?
__________________________________________________________________
14. Why would a municipality want to use sweepers?
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Heavy Equipment
Learning Activity #2
1. Use the two websites below to fill in the forms on the following pages:
www.youtube.com
www.google.ca (Images)
Be sure to read over the forms so that you know what information you’ll be
required to fill in.
You may need to search for a similar name, not just the name listed. For example,
a bucket lift is also called a bucket truck.
Use your judgement as to whether or not the video is appropriate and also whether
it is the piece of equipment you are looking for. You may be required to search
through the videos. For example, if you search for plow salt spreader you might
get videos of a small half ton truck with a plow on the front. Yes, it’s true that this
vehicle plows, but it is not the large piece of heavy equipment you are searching
for.
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Equipment Name:
Title of video:

Backhoe Loader
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
Equipment Name:
Title of video:

No
Yes

No

Bucket Lift (Bucket Truck)
Length of Video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
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Equipment Name:
Title of video:

Solid Waste Compactor
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
Equipment Name:
Title of video:

No
Yes

No

Compactor
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
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Equipment Name:
Title of video:

Directional Arrow Trailer
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
Equipment Name:
Title of video:

No
Yes

No

Dump Truck
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
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Equipment Name:
Title of video:

Grader
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
Equipment Name:
Title of video:

No
Yes

No

Material Transfer Vehicle
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
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Equipment Name:
Title of video:

Plow Salt Spreader
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
Equipment Name:
Title of video:

No
Yes

No

Skid Steer
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?
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Equipment Name:
Title of video:

Sweeper
Length of video:
(i.e. 4:02)
Number of views:

Date video was posted:
Brief description of video:
Did you find this video interesting?

Yes

No

Names of two other videos you watched about this particular piece of
equipment:
1 – _________________________________________________________
2 – _________________________________________________________
Google images found?

Yes

Have you seen this piece of equipment?

No
Yes

No

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 3 – Barricades

A barricade is any object or structure that creates a barrier or obstacle to
control, block passage, or force the flow of traffic in the desired direction.
Source: en.wikipedia.org/wiki/Barricade
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The Safe Use of Barricades
Barricades are used quite often in the public works field. The following guidelines
document is put out by The City of San Francisco, California, but deals with safety
issues that can be applied to anyone, anywhere, who is using barricades.
Every public works department will have guidelines to follow for a wide variety of
tasks, perhaps including the use of barricades. These guidelines are an example of
a document that anyone working in public works might have to read. It will be
your responsibility to read it and understand it. If given a document similar to this
and there are words or sections you don’t understand, it is still your responsibility
to understand it. How do you do that?
If you are struggling to understand something you are reading at
work, you need to do some, or all, of the following:





Underline the words or sections you don’t understand
Ask a supervisor, trainer, or knowledgeable, more experienced co-worker
Use a dictionary
Google words or phrases that you don’t understand

As uncomfortable as it may be to ask for help to understand a document, your
safety and the safety of your co-workers is at risk when you don’t ask questions to
help you understand. Asking questions is preferred by supervisors over not asking
questions and doing something wrong that jeopardizes safety.
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Guidelines for the Placement of Barricades at Construction Sites

Text and photos used with permission from San Francisco Department of Public Works © 2008,
http://www.sfdpw.org/ftp/uploadedfiles/sfdpw/boe/manager/Guidelines_for_Placement_of_Barricades.pdf

Copyright ©2008 City & County of San Francisco

Reference in Document 00813

DEPARTMENT OF PUBLIC WORKS GUIDELINES
For the Placement of Barricades at Construction Sites
ORDER NO. 167,840

It is the policy of the Department of Public Works that a safe and accessible path-of-travel be
provided for all pedestrians, including those with disabilities, around and/or through construction
sites.
When erecting barricades, the contractor shall be conscious of the special needs of pedestrians
with physical disabilities. Discretion is given to the contractor to provide protection for
pedestrians consistent with all local, state, and federal codes, including the Americans with
Disabilities Act and the California Building Code, Title 24.
It is recognized that there are various types of construction activities, including both short-term
and long-term projects. Some barricading systems are more appropriate for certain types of
construction than others.
The following barricading systems described in the attached document are examples of systems
which can be used to provide a safe and accessible path-of-travel around and through a
construction site. They are not intended to be all-inclusive. Any barricading system meeting
accessibility standards may be considered.
BARRICADING METHODS AND MATERIALS
A-Frames
When using A-frames for defining a path-of-travel, not barricading trenches from vehicular
travel, A-frames shall be placed end to end (no spacing between barricades allowed). This will
help a person who is blind negotiate a safe path-of-travel. Opening between A-frames will give
confusing signals to a person who is blind and using a “walking cane” or “white cane.” If using
A-frames, all must be connected in a way to ensure that individual A-frames do not move out of
place or separate. As an example of an acceptable connection, A-frames may be connected by
2x4s that are attached to the base of the barricading system.
Barrier Caution Tape
Caution tape does not provide an adequate barricade and cannot be used to delineate
path-of-travel (but can be used in other areas to highlight danger. It can be used in
conjunction with barricades such as A-frames.)
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BARRICADING METHODS AND MATERIALS continued

Fencing Material
When using fencing material (i.e., chain link, plastic, etc.) the bottom three inches minimum
should be solid. This base will act as a guide to blind pedestrians using canes. Walking canes
used by blind pedestrians could get caught in fencing. A safe design can be achieved by
attaching a solid material (i.e., wood, header bender board, sheet metal, solid rod or rail, etc.) to
the bottom portion of the fence. Chosen material should have a high visual contrast to the
street/sidewalk surface.
Closed Crosswalks
If a crosswalk is closed due to construction, then curb ramps leading into that crosswalk should
also be appropriately barricaded. Temporary curb ramps must be installed in the direction of the
crosswalk to replace barricaded ramps. It should be noted that curb ramps are not used solely by
persons in wheelchairs. They are also indicators to persons who are blind that a crosswalk exists
and that there is a safe path-of-travel to cross the street. Temporary curb ramps should direct
blind pedestrians to and through the temporary path-of-travel.
Open Crosswalks
If crosswalks are to remain open during the project then curb ramp areas should be kept free of
debris, staging material, equipment, etc.
Path-of-Travel
Any change of level in a path-of-travel which is over ¼” (½” maximum) height must be bevelled
at 45 degree to provide a smooth, non-tripping transition.
Note: With the unique nature of each project, certain issues may arise which have not been
covered in the above guidelines. Each project will have to be reviewed on a case by case basis,
to ensure that complete, safe, usable, and accessible path-of-travel are maintained during
construction.
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BARRICADING METHODS AND MATERIALS continued
EXAMPLES OF CORRECT AND INCORRECT BARRICADING METHODS
Photographs A through F depict several examples of correct and incorrect barricading methods.
A. Incorrect Barricading Method
 “A-Frame” spacing is too wide
 Caution tape does not provide an adequate barricade
or detectable path-of-travel
 Curb cut access has been blocked

B. Correct Barricading Method
 Orange plastic fencing with baseboard provides an
easily detectable path-of-travel for persons who are
blind/low visioned and using a “white mobility
cane.” Baseboard will also eliminate the potential
for a person using a “white cane” from getting
caught in the fencing mesh.
 Temporary bridging system (wooden decks/steel
plates) provides an accessible path-of-travel for
persons using a wheelchair. (Note: the cold patch
(asphalt) at the ends of the bridge provides a
bevelled 1:2 lip of no more than ½ inch for a smooth transition.)
C. Correct Barricading Method
 Baseboard at perimeter of fence supports provides for a well
defined path-of-travel edge for persons who are lowvisioned/blind and using a “white mobility cane.” Baseboard also
prevents cane from getting caught in fencing mesh. The
baseboard is to have a high contrast to the sidewalk/street surface.
 K-Rail further defines the path-of-travel and protects pedestrians
from vehicular traffic.
 Concrete float (temporary ramp) provides for a smooth transition
from street to sidewalk for all pedestrians as well as those persons
using a wheelchair. (Note: asphalt or other material that will remain in place and
support the weight of a person in a wheelchair is acceptable as temporary ramping
material.)
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BARRICADING METHODS AND MATERIALS continued

D. Correct Barricading Method (Curb
ramp leading into a closed crosswalk)
 Entire perimeter of curb ramp is
barricaded.
 Galvanized steel pipe railing
provides an effective barricade (other
materials providing the same level of
barrier are acceptable).
 Bottom rail is within 12” – 20”
above ground surface (this allows for
detection by a person who is blind and using a “white mobility cane.”
 Baseboard around perimeter of railing is a minimum of 4” above ground surface (this
allows for the detection by a person who is blind and using a “white mobility cane.”
E. Incorrect Barricading Method
 This is an open trench/pit, for a new light pole. An opening
in the path-of-travel poses a severe hazard to able bodied
pedestrians as well as disabled pedestrians.
 The perimeter should be completely blocked off with
upright barricades and no spacing should exist between the
barricades.

F. Incorrect Barricading Method
 Caution tape being used to block off entire
sidewalk.
 No defined alternative path-of-travel (sending
pedestrians into traffic).
 No solid base for detection by a person who is
low visioned/blind and using a “white mobility
cane.”
 No temporary crosswalk was provided for
pedestrians using wheelchairs
 Overall this is an unsafe condition for all
pedestrians; able bodied as well as persons with
disabilities, and especially for persons who are low visioned or blind.
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Safe Use of Barricades
Learning Activity #3
After you have read the information on the placement of barricades at construction
sites, answer the following questions.
1. Why does the Department of Public Works have an official policy for the
safe use of barricades?
__________________________________________________________________
__________________________________________________________________
2. If you work in a public works department and you receive this document as
a safety memo, what is your responsibility?
__________________________________________________________________
3. In your own words, describe the following types of barricades:
A-frame: __________________________________________________________
__________________________________________________________________
Barrier caution tape: ________________________________________________
__________________________________________________________________
Fencing material: ___________________________________________________
__________________________________________________________________
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Closed crosswalks: __________________________________________________
__________________________________________________________________
Open crosswalks: ___________________________________________________
__________________________________________________________________
Path-of-travel: ______________________________________________________
__________________________________________________________________
4. Define in your own words the following words taken from the document:
Vehicular: _________________________________________________________
__________________________________________________________________
Delineate: __________________________________________________________
__________________________________________________________________
Pedestrian: ________________________________________________________
__________________________________________________________________
Bevelled: __________________________________________________________
__________________________________________________________________
Transition: _________________________________________________________
__________________________________________________________________
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5. Are there other words/phrases/terms in the document that you struggled to
understand? If so, write them below. Define in your own words.
Word: _________________________________
Definition: _________________________________________________________
__________________________________________________________________
Word: _________________________________
Definition: _________________________________________________________
__________________________________________________________________
Word: _________________________________
Definition: _________________________________________________________
__________________________________________________________________
Word: _________________________________
Definition: _________________________________________________________
__________________________________________________________________
If you struggled to read and understand this type of document, please talk to your
instructor for further help.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 3: Barricades

Cone

Traffic cones, also called traffic pylons, road cones, highway cones, safety
cones, construction cones or (colloquially) witches' hats, are usually coneshaped markers that are placed on roads or footpaths to temporarily redirect
traffic in a safe manner. They are often used to create separation or merge lanes
during road construction projects or automobile accidents, although heavier,
more permanent markers or signs are used if the diversion is to stay in place for
a long period of time. For night time use or low-light situations traffic cones are
usually fitted with a retroreflective sleeve to increase visibility. Traffic cones
are designed to be highly visible and easily movable. Various sizes are used,
commonly ranging from around 30 cm to a little over 1 m. Traffic cones come
in many different colors, with orange, yellow, pink, and red being the most
common colors due to their brightness. Where sturdier (and larger) markers are
needed, construction sites use traffic barrels (plastic orange barrels with
reflective stripes, normally about the same size as a 55 gallon (208 L) drum),
which may be weighted with sandbags.
Source: en.wikipedia.org/wiki/Traffic_cone
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Unit 4: Road / Street Signs

Unit 4 – Road / Street Signs
As a public works labourer, you might be asked to replace signs in your
municipality. Knowing the names of basic signs could be helpful. Their uses are
helpful in knowing where to place the signs. For the most part, you will receive a
work order telling you where to put a sign, so that decision won’t be yours.
Knowing which sign, in a room full of signs, is the Yield sign will be helpful.
The following list of signs is by no means complete, but rather a sampling. The
Internet is a great resource for signs, as well as the study guide for a driver’s
license test.
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Signs
Learning Activity #4
Look at the following signs. In the blank area, explain where and why the sign
would be used. Use the Internet for research.
Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________
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Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________
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Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________
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Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 35 of 41

Module 3: Equipment

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

Sign name? ____________________________

This sign would be used _______________________________
___________________________________________________
___________________________________________________
___________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 36 of 41

Module 3: Equipment

Unit 5: Other Equipment

Unit 5 – Other Equipment
Depending in what area of public works you are working, you’ll be required to use
many other tools and pieces of equipment too numerous to mention here. Some
may require special training, licences, or certification in order to operate. Below is
some of the equipment you may be asked to use:
Lawn mower
Hedge trimmer
Grass trimmer
Shovel
Hand tools (hammer, wrench, screwdriver, etc.)
Power tools (drill, saws, etc.)
Grinder
Post pounder
Soldering tool
Welder
Airpower wrench
Chainsaw
Any piece of equipment that is electric (i.e., a power tool) might require that you
have training in electric tool safety. This training would be offered to you by the
Health & Safety department and typically be a couple of hours long and cover such
things as how to safely start and stop the piece of equipment, how to hold it, how
to check the gas & oil, etc.
To operate a chainsaw in Ontario, you would require a chainsaw safety course and
certification stating that you have received that training. Other provinces may have
different legislation and/or safety acts.
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Supplementary Learning Activity
Book Title: Skilled Trades Helper Essential Skills Curriculum. © LLEO, 2004

This is an excellent resource for exploring skilled trades and includes
modules on Equipment and Materials including ladder safety, as well as
Hand and Electric Tool Safety. Some of the information in these modules
might be beneficial to you as a Public Works Labourer. If your literacy
agency has a copy of it, or can order one, you might want to work through
parts of this curriculum as well.

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 38 of 41

Module 3: Equipment

Public Works and Maintenance Labourers:
Module 3 – Equipment
Learner Self-Assessment
When you have completed Module 3 – Equipment, assess your performance. Check
yes or no in the boxes below. In the comments section, you can write down thoughts
you have about the section. Use a blank sheet of paper if you need more space.
I started this chapter on (date) _______________ and finished on (date) ___________.

Public Works and Maintenance Labourers:
Module 3 – Equipment
Unit 1 – Equipment and Public Works

I understand that some tools and equipment used by
Public Works Departments require specialized training,
licenses, or certification.
I understand that even though I might not use these tools
or pieces of equipment, that I should be aware of them
because I may come across them on a job site.

 yes  yes

 no

 yes  yes

 no

 yes  yes

 no

I understand the role of barricades on job sites.

 yes  yes

 no

I know that if I am struggling to read and understand work
documents, such as Guidelines for the Placement of
Barricades document, that I need to ask for help in
understanding them.
I know that when I am told to read something that my
supervisors will assume that I’ve read it and that I
understand it. I accept that it’s my responsibility to ask for
help.
I can list several different types of barricades.

 yes  yes

 no

 yes  yes

 no

 yes  yes

 no

I know that I can refer back to documents such as this to
help me when I am placing barricades on a job site.

 yes  yes

 no

but I need
more practice
but I need
more practice

Unit 2 – Heavy Equipment
I have a basic knowledge of heavy equipment and
understand that I may work around them and therefore
need to be aware of them for my own safety.

but I need
more practice

Unit 3 – Barricades

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

but I need
more practice
but I need
more practice

but I need
more practice

but I need
more practice
but I need
more practice
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I understand that there is a safe way and an unsafe way
(i.e. correct way and incorrect way) to place barricades.

 yes  yes

 no

 yes  yes

 no

I can list several other pieces of equipment that I might be
required to use.

 yes  yes

 no

I understand that I may be required to take safety training
or workshops in order to use power tools.

 yes  yes

 no

I know that if I am interested in taking specialized training
or certification that I need to talk to my supervisor to let
him/her know I want to learn more.

 yes  yes

 no

but I need
more practice

Unit 4 – Road / Street Signs
I understand why it might be important for me to have a
general knowledge of signs.

but I need
more practice

Unit 5 – Other Equipment
but I need
more practice
but I need
more practice
but I need
more practice

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Learner Evaluation and Feedback
Apprenticeship: Module 3 – Equipment
1. Did you enjoy doing the learning activities in Public Works: Module 3 –
Equipment?
 yes

 no

2. How well do you think you did on these activities?
 very poorly

 not that well

 fairly well

 very well

3. Were the instructions easy to follow?
 not at all

 a little confusing and I needed help

 yes

4. Do you think these learning activities are relevant to your goal of
becoming a Public Works and Maintenance Labourer?
 yes

 no

Comments:
(Write as little or as much as you want. Comments help your instructor
know if you are having problems, if you’ve enjoyed the material, or if you
didn’t enjoy it. Your instructor can then work with you to make your
learning more enjoyable. Use a blank sheet of paper if you need more
room.)
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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and Maintenance Labourers
Module 4: Document Use
Unit 1
Unit 2
Unit 3
Unit 4

Document Use and Essential Skills
Time Sheets
Work Order Forms
Vehicle Inspection Forms

Module 4: Document Use

Internet Reminders
Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit.
Please remember that websites are not permanently available. They change all the
time. Web addresses change. Content changes.
Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember: Not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works Stuff
might not be the best source. You might also find information from another province
or the United States, which might have different policies and rules.
Take notes, and if need be, call your local Public Works office to confirm what
you’ve read.

Favourites
If you are working on a computer and you are allowed to mark favourites, it’s helpful
to do so. You could possibly visit so many sites, that you’ll lose track of them. Be
sure to ask your instructor if it’s permitted.
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Unit 1: Document Use and Essential Skills

Unit 1 – Document Use and Essential Skills
As you’ve seen in the Essential Skills profile, Document Use is one of the two
most important Essential Skills needed to perform the job of Public Works and
Maintenance Labourer.
According to the HRSDC Essential Skills website:

http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/readers_guide_whole.shtml#14

Document Use refers to tasks that involve a variety of information displays in
which words, numbers, icons, and other visual characteristics (e.g., line, colour,
shape) are given meaning by their spatial arrangement. For example, graphs,
lists, tables, blueprints, schematics, drawing, signs, and labels are documents
used in the world of work.
Document Use includes:
 Print and non-print media (for example, computer screen, equipment
gauges, clocks, and flags
 Reading/interpreting and writing/completing/producing of documents
These two uses of documents often occur simultaneously as part of the same task,
e.g., completing a form, checking off items on a list of tasks, plotting information
on a graph, and entering information on an activity schedule.
Again, how much document use will be a part of your daily/weekly job tasks will
depend on where you are working within a Public Works Department. An entrylevel labourer may have less document use than someone working in water or
waste management, for example.
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Unit 1: Document Use and Essential Skills

According to the Essential Skills Profile

(Source: Essential Skills Profile #7621 – Public Works and Maintenance Labourers
http://www10.hrsdc.gc.ca/es/english/ShowProfile.aspx?v=116#DocUse)

Public Works and Maintenance Labourers:
 May read labels on boxes to verify contents and
destinations (1), daily
 May read parking and snow removal signs (1)
 May read hazardous material signs on trucks or at
landfills (1)
 Complete identification stickers for items to be placed for storage (1)
 May fill in hours worked on invoice forms (1)
 May read time sheets for a crew of workers (1)
 May read work order forms (2), daily
 May read vehicle inspection forms and fill in mileage (2)
 May read city maps or maps of sewer systems to locate work sites (2)
 May complete inventory forms (2)
 May complete service sheets for information about repairs completed (2)
 May read sound wave graphs to find where a pipe is leaking (3)
 May refer to blueprints to select a pipe size (3)
* Remember that the number (1), (2), or (3) refers to the complexity level. The
higher the number, the more complex the task is. An entry-level labourer would
most often work at a 1 or 2 complexity level.
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Unit 1: Document Use and Essential Skills

A Summary of Document Use for Public Works shows:
(Source: http://www10.hrsdc.gc.ca/es/English/ShowProfile.aspx?v=116#DocUse)

Most use this skill
 Read signs, labels, or lists
 Complete forms by marking check boxes, recording numerical information
or entering words, phrases, sentences, or text of a paragraph or more. The list of
specific tasks varies depending on what was reported.
 Read completed forms containing check boxes, numerical entries, phrases,
addresses, sentences or text of a paragraph or more. The list of specific tasks
varies depending on what was reported.
Some use this skill
 Interpret scale drawings (e.g., blueprints or maps)
Few use this skill
 Read tables, schedules, or other table-like text (e.g., read work shift schedules)
 Enter information on tables, schedules, or other table-like text
 Obtain specific information from graphs or charts
 Recognize common angles such as 15, 30, 45, and 90 degrees
 Read specific drawings (e.g., electrical schematics)
 Obtain information from sketches, pictures, or icons (e.g., computer toolbars)
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Document Use Self-Assessment
Learning Activity #1
1. Go to the Essential Skills website, Assessment section:
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/document_use_
self_assessment.shtml
2. Print the self-assessment page.
3. Follow the instructions and complete the self-assessment.
4. Put the completed self-assessment in your binder with this page.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Document Use Profile Tasks
Learning Activity #2
Fill in the form below. Read each profile task. Using past experience, decide if
you have done this task before. In the experience section, write a point-form list of
where or how you’ve completed this task. If you have no experience, leave it
blank. Remember to think about the tasks non-specifically. That is, if the task
says, “May read labels on boxes to verify contents and destinations” and you used
to work in a factory where reading labels was part of your job, write that down.
Those skills are transferable to a public works job.
You will be able to use these job experiences on your resume. Essential Skills are
always transferable.

Task: May read labels on boxes to verify contents and destinations
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.
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I have a lot of experience with
this task and am comfortable
using it.
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Task: May read parking and snow removal signs
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

Task: May read hazardous material signs on trucks or at landfills
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.
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I have a lot of experience with
this task and am comfortable
using it.
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Task: Complete identification stickers for items to be placed for
storage
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

Task: May fill in hours worked on invoice forms
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.
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I have a lot of experience with
this task and am comfortable
using it.
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Task: May read time sheets for a crew of workers
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

Task: May read work order forms
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.
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I have a lot of experience with
this task and am comfortable
using it.

Page 10 of 36

Module 4: Document Use

Task: May read vehicle inspection forms and fill in mileage
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

Task: May read city maps or maps of sewer systems to locate work
sites
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.
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I have a lot of experience with
this task and am comfortable
using it.
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Task: May complete inventory forms
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

Task: May complete service sheets for information about repairs
completed
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.
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I have a lot of experience with
this task and am comfortable
using it.

Page 12 of 36

Module 4: Document Use

Task: May read sound wave graphs to find where a pipe is leaking
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

Task: May refer to blueprints to select a pipe size
How and where I’ve used this skill:

Please rate your level of experience by circling the appropriate number
below.
1

I’ve never done this task and
would need training to learn it.

2

I’ve done this task a bit, but
would need more training to
be completely comfortable.

3

I have a lot of experience with
this task and am comfortable
using it.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Document Use Tips
(Source: © HRSDC Essential Skills Website – Learning/Document Use
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/doc_use_tip_sheet.shtml)

General Tips













Use your finger or a ruler to follow rows or columns in a table.
Use headings to find information quickly.
Look for visual cues such as font size, bolded, or highlighted text that may
emphasize important information.
Look for characters or symbols which may provide special instructions (e.g.,
asterisks).
Write legibly (people have to be able to read it) and stay within the space
provided.
Use words that are easy to read and understand when entering information.
Scan documents several times to make sure that the information you have
entered is complete and accurate.
Read instructions carefully before completing forms or questionnaires.
Complete documents in the recommended order.
Read labels and headings carefully before entering information.
Identify common shapes and colours to help understand signs and symbols
(e.g. diamond represents warnings; red represents danger or stop).
Ask questions if you do not understand what you see on a sign, display, or
document.

Higher Level Tips







Identify what information is needed before searching through documents.
Scan documents for keywords, graphs, and/or diagrams to gain a better
understanding of the material.
Use lists, such as a table of contents or an index page, to find specific
information contained in manuals or reports more quickly.
Use legends to help interpret information in diagrams or graphs. A legend is
often found on the document, and contains information that helps you
understand the document (i.e. a map has a legend that contains information
such as “one inch equals 100 km”).
Use the scales provided on maps to practice estimating distances between
two locations. Use a string to measure the length of irregular routes then
place the string against the scale to determine an approximate distance.
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Unit 1: Document Use and Essential Skills

Make a glossary of terms commonly found on forms or signs in your
workplace.
Look at similar forms to see how they have been completed before starting
new forms.
Place graphs side by side to make comparisons, calculate information, or
arrive at conclusions.
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Unit 2 – Time Sheets
Time sheets are common in many kinds of jobs. Basic time sheets record the time
an employee begins and ends his or her workday, and totals the number of hours
worked in a pay period. Time sheets would be handed in and a pay cheque would
be created using those hours.
Time sheets are not just for payroll anymore. Some businesses or government
departments, such as Public Works, often have budgets that contain many different
projects. For example, a Public Works Department would budget a certain amount
of money to the Roads Department. Within the Roads Department, they have
many different jobs or projects that they are working on. During the course of a
single workday, a Public Works Labourer might work on several of those projects.
This worker needs to be able to account for their time on those different projects.
They need to keep a detailed breakdown of time spent on different projects. When
they hand in their time sheets, the person who handles the budget is able to assign
the hours to each project accordingly.
Sometimes employees are only responsible for letting their supervisor know the
total hours they worked per day, where they worked, and for how long at each site.
The supervisor then creates the official time sheet.
Time sheets can vary by department or by municipality. It’s important that you fill
them in properly. If you have any questions, don’t hesitate to ask. Your
supervisor or payroll department would rather you clarify before you fill in a form
incorrectly.
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Unit 2: Time Sheets

Sample Time Sheet

(Used with permission from The Corporation of the County of Prince Edward – Recreation, Parks &
Culture Department, 613-476-2148)

This time sheet is more detailed and difficult to fill in. It includes sections for
holidays and overtime. It can be confusing, so always ask if you’re unsure.

The Time Sheet Explained
Pay Period – Your pay period will depend on where you are working, but a
common period is two weeks. So, for example, you’d put the starting date and the
end date of the above two weeks (August 1-15, 2010).
Work Place – During the course of a day, you might work at several different
sites. For example, on August 9, this employee worked in Picton, Wellington, and
Ameliasburgh. Don’t forget to include the task you did in each area.
Shift Worked – This would be the shift you were scheduled to work.
Shift Prem. (Shift Premium) – Some night-time hours pay a premium wage,
which would be more than a regular wage. If you worked a shift that had some
premium wage hours in it, you’d be paid your regular wage for the regular hours
and the premium wage for the premium hours.
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Unit 2: Time Sheets

Reg. Hrs. (Regular Hours) – How many hours you worked during your shift, but
assigned to the tasks listed under work place. For example, on Aug. 9th, this
employee worked 7am – 3pm. He listed three different workplaces and tasks for
that day. The last place he worked that day was Ameliasburgh (patching roads).
When he records this last task of the day on this time sheet, he states that he
worked 3 hours under Reg. Hrs. After the 3, you will see that he’s put an 8. That
means that the total for that day is 8 hours.
Stat Wkd. / Stat Hol. (Statutory Weekend / Holiday) – Dates that have been
declared holiday days by the government (i.e., Christmas Day, Good Friday,
Victoria Day, Labour Day, etc.).
Vac. Day (Vacation Day) – Employees are entitled to a certain number of
vacation days per year. Often these have to be booked months in advance,
sometimes by March 30th, which is right before the beginning of the fiscal year.
Government fiscal years run from April 1 – March 31.
Float Day – These are extra holidays that are given to employees, usually because
of a collective agreement between the union and the employer.
OT Pd Out (Overtime Paid Out) – This is to be marked if you work overtime
hours and want to be paid for them rather than bank them to be taken off at a later
date. Overtime hours are paid back to the employee in either cash or in lieu time,
meaning the employee takes hours off work.
OT Banked (Overtime Banked) – If you work overtime hours and want to bank
them (as explained above), you would indicate that on the form by putting the
number of hours you worked and want to bank.
Banked OT Used (Banked Overtime Used) – If you have banked hours, you can
use them as days off.
Sick Days – Employees are entitled to sick days. How many will depend on the
agreement between your union and your employer. If you are sick, you must call
in and then fill in the number of days you were away due to illness on your time
sheet.
Totals – Employees are expected to total each day’s hours in this column (i.e.
worked 4 hours and took 4 hours vacation, you would write 8 in the total column).
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Time Sheet
Learning Activity #3
1. Read the following scenario and fill in the time sheet on the following page.
Time Sheet Scenario
On September 1, 2010 you are scheduled to work 7:00am – 3:30pm.
You report to the Lake St. Garage at 7:30am
You are assigned the following work:
 Truck 14 – fuel truck, safety check, gather needed materials (1/2 hr)
 Cold patching potholes on County Road 10 to Cherry Valley (2 hrs)
 Fix broken sign at County Road 10 & 11 (1 hr) (gathered supplies at start of
day)
 15 minute coffee break at 10:30am
 Called to help direct traffic in Milford on County Road 10 – tree fell down and
needs to be cleaned up (2 hrs)
 Lunch at 12:30 – 1:00pm in truck
 Clean up road kill on Old Milford Road & loaded in truck for disposal (1/2 hr)
 Cleaned up garbage in ditch on Old Milford Road (1 hr)
 Disposal of waste and road kill at landfill site (1/2 hr)
 Return to shop, clean up truck, refuel, fill out paperwork (1/2 hr)
Note: Coffee breaks are included in work time but lunches are unpaid time.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Time Sheet for Learning Activity #3
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Unit 3 – Work Order Forms
Work Order forms are used to keep track
of tasks that need to be done. When a
staff person requests a task to be done, a
Work Order form is filled in. They will
look different depending on the
department or municipality. They may
also be called something different, such
as Job Order, Work Ticket, or a Job
Ticket.
The form might contain information
such as the date, the name of the person
or department requesting the work, the
location of the work, a description of the
work required, and a completion date.
Some forms have sections to be
completed after the task is finished. The sections to be filled in might include start
time, completion time, materials used, comments, number of hours, and the name
of the person completing the work.
As a Public Works Labourer, you might be required to fill in Work Order forms.
At the very least, you will be required to follow the orders on a Work Order form
in order to complete tasks.
Work order forms are an important part of the communication process within a
department such as Public Works. Sometimes work orders are filed months before
the work is needed, as part of the planning process. Other times, work needs to be
completed as soon as possible. The Work Order form’s purpose is to create a
paper trail on the process of completing all the work that is needed to be done in a
Public Works department. It’s a way of communicating with staff members. It’s
also a way of letting the department know that the work was completed.
As with time sheets, it’s also a way of allotting time, and therefore money, to
certain projects or municipal buildings.
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Unit 3: Work Order Forms

Sample Work Order Form

(Used with permission from The Corporation of the County of Prince Edward – Recreation, Parks &
Culture Department, 613-476-2148)
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Unit 3: Work Order Forms

Things to Remember When Following Work Order Forms
 Read each section carefully. All the information you
need should be on the form.
 Ask questions if you are unsure. Clarify if necessary.

 Check the requested completion date so that you can
prioritize all of your tasks.

Things to Remember When Filling in Work Order Forms
 Before you begin the task, read the whole Work Order form, including the
sections that you will be required to fill in after the task is completed. This
way, you will know what is expected of you.
 Print neatly and clearly. If no one can read your writing, the form becomes
useless. It also sends a message to your supervisor that you don’t know how
to complete a task or a form, don’t care about your work, are not detailconscious, or any number of negative impressions.
 Fill in all sections. Assume that the sections are on the form for a reason and
that all sections must be filled in. It is not your decision to leave a section
empty.
 Keep track of time and hours. You may wish to carry a small notebook in
which to record your hours and tasks so that you can transfer the information
onto a time sheet as required. You may be required to record them. If you
don’t check your watch when you start or finish, then filling in these
sections will be hard. As stated earlier, you must fill in all sections.
 If you are unable to complete the task, write a detailed message in the
Comments section, including any follow up that is needed.
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Work Order Forms
Learning Activity #4
Read the following work order form and answer the questions.

1. What event is this work order in preparation for?
__________________________________________________________________
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2. What two dates is the event held on?
__________________________________________________________________
3. What needs to be done?
__________________________________________________________________
__________________________________________________________________
4. By what date does this work need to be completed?
__________________________________________________________________
5. The date on the work order form is April 14. Why is this work order sent
out so far in advance?
__________________________________________________________________
__________________________________________________________________
6. Explain how a Public Works labourer, completing this work order, is part of
a bigger picture when it comes to the success of this event.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 25 of 36

Module 4: Document Use

Unit 4: Vehicle Inspection Forms

Unit 4 – Vehicle Inspection Forms
A vehicle inspection is a procedure used to check the functions of a vehicle (car,
truck, etc.) before or after it is used.
For example, Public Works departments generally have a fleet of vehicles for their
use. If your job requires you to drive one of these vehicles, then you will likely be
required to complete a vehicle inspection and fill in a vehicle inspection form.
These forms will vary depending on which municipality you are working for, and
even which department within that municipality. There may be a vehicle
inspection binder or book that is kept in the vehicle.
Often the form is a checklist of sorts, meaning that you go through the list, try each
item (i.e. do the windshield wipers work?), and then on the form, check off that
you tried each item. If for some reason there is a problem with one of the items,
you would not check it off, but rather note on the form what was wrong. If there is
something wrong, you will have a procedure to follow which might include talking
to your supervisor or a staff mechanic.
The form might have sections to use for weekly and/or daily inspections. The list
might include maintenance (i.e. washing, cleaning, etc.). There will be a space for
you to sign and date the inspection form, so that if anyone has questions they can
come back and ask you. Make sure your signature is legible (i.e. readable). You
might need to record the number of kilometres. This can be found on the odometer
which is on the dashboard above the steering wheel.

If you have any questions regarding how to properly fill in a vehicle inspection
form, ask your supervisor.
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Unit 4: Vehicle Inspection Forms

Sample Vehicle Inspection Form
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Vehicle Inspection Forms
Learning Activity #5
1. Read the scenario below. Use the form on the following page to check off
and make notes accordingly.
You arrive at work on Monday, November 23rd, 2010. The first order of business
is to do the weekly inspection on truck unit number 5. You figure you might as
well do the daily inspection at the same time. You get out the hose and wash the
truck, making sure to wash out the box, windows, mirrors, floor, and interior. You
make sure the interior is tidy, with no garbage anywhere. While washing the truck,
you note that the body, doors, glass, and mirrors are all good. You turn on the
washers and wipers, which are both working. You carefully wash out the engine
compartment and check it off both the weekly and daily lists. While the hood is
up, you check the fluids, noting that the washer fluid is low. You top it up. All
other fluids look good. There do not appear to be any leaks. After you put away
the hose, you lube the latches and hinges.
You note that the safety equipment is all tucked away where it should be, including
the first aid kit and fire extinguisher. The documentation is in the glove box. You
put the seat belt on and make sure it clicks in properly. You turn the vehicle on.
No unusual gauges light up. You beep the horn. You put the parking brake on and
off. The heater and air conditioning are both working fine. The brakes seem to
have the correct resistance and stopping power when you back it up. The steering
seems in order as well. You note the kilometres as being 75,000. You flip back in
your Vehicle Inspection Book and notice that the last service was at 70,500. You
note this on the form and recommend getting it in for a servicing this week. You
turn off the vehicle. You turn on the hazard lights. You get out of the truck to
make sure that the hazard lights are flashing from both the front and rear of the
vehicle. You turn off the hazards and turn on the regular lights, then get out and
walk around the vehicle again, making sure the lights are all working. You look at
each tire and notice that the front driver’s side tire looks a little low. You look on
the driver’s door to find out how many PSIs should be in each tire. You get a tire
pressure gauge and check the level. It’s down 10 pounds, so you add air until the
PSI is where it needs to be. You sign and date the form.
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Vehicle Inspection Form for Learning Activity #5

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Vehicle Inspection
Learning Activity #6
1. The best way to learn to do a vehicle inspection is to have a vehicle to
practice on. If you have a vehicle, then proceed with the inspection. Fill in
the vehicle inspection form on the following page as if your vehicle were a
work vehicle.
Note: If you do not have a vehicle to practice on, ask a friend. If there still isn’t a
vehicle available for practice, talk to your instructor about ways that you could get
training on completing a vehicle inspection (i.e. finding a volunteer to help you).
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Vehicle Inspection Form for Learning Activity #6

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Document Use Tip Sheet Activities
Learning Activity #7
1. Go to the Essential Skills website, Learning Tools section. Under Tip
Sheets, click on Document Use.
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/document_use_
self_assessment.shtml
2. Print the Document Use Tip Sheet page.
3. Follow the instructions and complete all the document use activities,
including My Learning Plan.
4. Put the completed pages in your binder with this page.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Supplementary Learning Activity
If you, and/or your instructor, feel that you would
benefit from learning more about Document Use,
here are some learning materials that would be helpful:
Filling Out Forms, © Remedia Publications,Inc. (REM 435)
www.rempub.com
Directories and Guides, © Remedia Publications,Inc. (REM 432)
www.rempub.com
Labels and Packages, © Remedia Publications,Inc.
www.rempub.com
Calalogs and Mail Order, © Remedia Publications,Inc. (REM 433)
www.rempub.com
Signposts, © PTP
www.ptp.ca
The workwrite Series, © PTP
www.ptp.ca
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Public Works and Maintenance Labourers:
Module 4 – Document Use
Learner Self-Assessment
When you have completed Module 4 – Document Use, assess your performance.
Check yes or no in the boxes below. In the comments section, you can write down
thoughts you have about the section. Use a blank sheet of paper if you need more
space.
I started this chapter on (date) _______________ and finished on (date) ___________.

Public Works and Maintenance Labourers:
Module 4 – Document Use
Unit 1 – Document Use and Essential Skills

I understand that Document Use is one of the two most
important Essential Skills needed to work in Public Works.

 yes  yes

 no

I can list at least four documents a public works labourer
might use.

 yes  yes

 no

I have evaluated my level of experience with the
Document Use tasks listed in the Essential Skills profile.

 yes  yes

 no

but I need
more practice
but I need
more practice
but I need
more practice

After completing this evaluation, I am aware of areas that I  yes  yes
but I need
need to improve.

 no

more practice

Unit 2 – Time Sheets
I understand why time sheets are used in the world of
work.

 yes  yes

 no

I understand that it might be my responsibility to keep
track of my hours, and that my honesty and accuracy is
important.
I understand that time sheets may vary depending on the
department or municipality.

 yes  yes

 no

 yes  yes

 no

I know that it is my responsibility to ask questions if I don’t
understand how to fill in the form.

 yes  yes

 no

I have a basic understanding of what is meant by
Vacation Day, Stat. Holiday, Overtime, etc.

 yes  yes

 no
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Unit 3 – Work Order Forms
I understand why work order forms are used in
departments such as Public Works.

 yes  yes

but I need
more practice

 no

I understand how work order forms are part of a
 yes  yes
 no
but I need
communication process in departments such as Public
more practice
Works.
I have a basic understanding of what sections might be on  yes  yes
 no
but
I
need
a Work Order form.
I understand that my writing needs to be legible (i.e.
readable) otherwise the information on the form is useless
and therefore the process is unproductive.
I know that asking questions to clarify a Work Order form
is good use of my time.

more practice

 yes  yes

 no

 yes  yes

 no

I have a basic understanding of the purpose of a Vehicle
Inspection form.

 yes  yes

 no

I have a general idea of what might be on a Vehicle
Inspection form.

 yes  yes

 no

but I need
more practice
but I need
more practice

Unit 4 – Vehicle Inspection Forms
but I need
more practice
but I need
more practice

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Learner Evaluation and Feedback
Public Works: Module 4 – Document Use
1. Did you enjoy doing the learning activities in Public Works: Module 4 –
Document Use?
 yes

 no

2. How well do you think you did on these activities?
 very poorly

 not that well

 fairly well

 very well

3. Were the instructions easy to follow?
 not at all

 a little confusing and I needed help

 yes

4. Do you think these learning activities are relevant to your goal of
becoming a Public Works and Maintenance Labourer?
 yes

 no

Comments:
(Write as little or as much as you want. Comments help your instructor
know if you are having problems, if you’ve enjoyed the material, or if you
didn’t enjoy it. Your instructor can then work with you to make your
learning more enjoyable. Use a blank sheet of paper if you need more
room.)
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Public Works
and Maintenance Labourers
Module 5: Oral Communication
Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7

Oral Communication and Essential Skills
The Purpose of Oral Communication
Modes of Communication in Public Works
Customer Service and Public Works
Feedback & Constructive Criticism
Inappropriate Communication
Effective Communication Skills...

Module 5: Oral Communication

Unit 1: Oral Communication and Essential Skills

Internet Reminders
Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit.
Please remember that websites are not permanently available. They change all the
time. Web addresses change. Content changes.
Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember: Not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works Stuff
might not be the best source. You might also find information from another province
or the United States, which might have different policies and rules.
Take notes, and if need be, call your local Public Works office to confirm what
you’ve read.

Favourites
If you are working on a computer and you are allowed to mark favourites, it’s helpful
to do so. You could possibly visit so many sites, that you’ll lose track of them. Be
sure to ask your instructor if it’s permitted.
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Unit 1 – Oral Communication and Essential Skills
Oral Communication is the ability to use speech
to share thoughts, information, and ideas.

As you’ve seen in the Essential Skills profile, Oral Communication is one of the
two most important Essential Skills needed to perform the job of Public Works and
Maintenance Labourer.
According to the HRSDC Essential Skills website:

http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/readers_guide_whole.shtml#a42

Oral Communication pertains primarily to the use of speech to give and
exchange thoughts and information by workers in an occupational group.
Types of Oral Communication
 Listen with little or no interaction (i.e. listening to a loud speaker of voice
mail)
 Speak with little or no interaction (i.e. making announcements, leaving
voice messages)
 Interact (i.e., both listening and speaking with co-workers)
(Note: “co-workers” refers to fellow employees with whom no supervisory
relationship exists)
 Interact with those the worker supervises or directs
 Interact with supervisors/managers
 Interact with customers/clients/public
 Interact with suppliers and servicers
 Participate in group discussions
 Present information to small groups (i.e., less than 10)
 Present information to large groups (i.e., 10 or more)
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Oral Communication – A Job Demand
Most public works job descriptions and job postings ask for
“proven communication skills”. They require that the
employee be “able to communicate with public, coworkers, and supervisors”.
Performance appraisals and yearly reviews assess employees’
“cooperation” specifically that they “communicate and relate
effectively with others, make positive contributions to the group, and
are willing to accept correction and guidance”.
We use speech to communicate all the time, but some
people are more comfortable and have an easier time
doing it. Employers want you to have good oral
communication skills because they need to be able to
communicate with you in order for the work to get done
safely and properly.
As with all other Essential Skills, how much oral communication will be a part of
your daily/weekly job tasks will depend on where you are working within a Public
Works Department.

According to the Essential Skills Profile

(Source: HRSDC Essential Skills Profile #7621 – Public Works and Maintenance Labourers,
http://www10.hrsdc.gc.ca/es/english/ShowProfile.aspx?v=116#OralComm)

Public Works and Maintenance Labourers:
 Call out to co-workers to guide them when they are backing up vehicles (1)
 Discuss instruction and schedules with foremen (1)
 Communicate with service personnel to arrange or co-ordinate repairs (2)
* Remember that the number (1), (2), or (3) refers to the complexity level; the
higher the number the more complex the task.
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Unit 2 – The Purpose of Oral Communication

(Source: HRSDC Essential Skills Profile #7621 – Public Works and Maintenance Labourers,
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/readers_guide_whole.shtml#a42)

To greet, other than co-workers

To comfort

To take messages, and relay
information

To discuss (i.e. exchange
information/opinions)

To provide
information/explanation/direction

To persuade

To receive
information/explanation/direction

To facilitate
To animate

To seek information

To instruct

To obtain information

To instil understanding and
knowledge

To ask questions
To co-ordinate work with that of
others
To reassure

To negotiate
To resolve conflicts
To entertain
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The Purpose of Oral Communication
Learning Activity #1
As you can see from the list below, there are many reasons why someone would
need to communicate orally. Make an appointment with your instructor to sit
down and discuss this list. Go through each item and tell your instructor how a
public works and maintenance labourer might use each purpose. Use the checklist
provided to check off when you have explained each item. If you have trouble
thinking of scenarios, brainstorm ideas with your instructor. Some will be more
difficult than others.
Example: “To greet, other than co-workers” – a public works labourer might be
working on a site and be required to greet supervisors or the public.




















To greet, other than co-workers
To take messages, and relay information
To provide information/explanation/direction
To receive information/explanation/direction
To seek information
To obtain information
To ask questions
To co-ordinate work with that of others
To reassure
To comfort
To discuss (i.e. exchange information/opinions)
To persuade
To facilitate
To animate
To instruct
To instil understanding and knowledge
To negotiate
To resolve conflicts
To entertain

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Oral Communication Self-Assessment
Learning Activity #2
The following self-assessment is from the Office of Literacy and Essential Skills
(OLES) and can be found at:
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/oral_comm_self
_assessment.shtml
1. Go to the link above.
2. Print the self-assessment form. Note that there is a link for a pdf version that
might print better than the website version.
3. Follow the instructions. Think about your work and life experiences.

Be honest with yourself. You are not being marked on how
well you do on this self-assessment. Rather, it is a tool to help
you get a clearer picture of your oral communication skills.
For example, the assessment asks you how well you “leave
brief phone messages.” Don’t immediately check off YES.
Think about it. How well do you leave messages? Are you
comfortable doing so? Do you speak slowly and clearly? Do
you remember to leave all the important information, like
date/time/phone number, etc? Do you sound rushed,
scattered, or nervous?
After thinking about it honestly, check off either YES,
SOMEWHAT, or NO.

4. Read each statement in Section 1: Self-Assessment, and place a check mark
in the column that best describes how well you can complete the task. Think
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about your work and life experiences as you consider each task. When you
are finished, total the three columns (yes, somewhat, no).
5. When you have finished Section 1: Self Assessment, move on to Section 2:
Personal Development. This section is aimed at helping you make informed
training decisions. Follow the instructions.
6. When you are finished, use Section 2: Personal Development to help guide
you to areas that might require more training. Talk to your instructor about
how you can practice these skills.
7. Insert completed Oral Communications Self-Assessment in your binder
following this page.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Oral Communication Tip Sheet
Learning Activity #3
The following tip sheet is from the Office of Literacy and Essential Skills (OLES)
and can be found at:
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/oral_comm_tip_
sheet.shtml
1. Go to the link above.
2. Print the Oral Communication Tip Sheet.

3. Read the instructions and do the activities. Put the completed Oral
Communications Tip Sheet in your binder, after this page.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 9 of 53

Module 5: Oral Communication

Unit 3: Modes of Communication

Unit 3 – Modes of Communication

(Source: HRSDC Essential Skills Profile #7621 – Public Works and Maintenance Labourers,
http://www10.hrsdc.gc.ca/es/english/ShowProfile.aspx?v=116#OralComm)

A Public Works labourer might be required to communicate:





In person
Using a telephone or cell phone
Using a two-way radio (or walkie-talkie)
Using specialized communications signals (hand or flag)

Note: There are factors such as noise from heavy equipment, grass mowers, etc.
that can get in the way of communicating. You may need to lean in closer to hear
or be heard or ask to move away from the noise. You, or the person you are
speaking to, might be wearing personal safety protection such as earphones. Be
sure to note these things, as they can interfere with communication. For safety and
efficiency, communication is very important. You must do everything you can to
make your communication effective.

Mike Phone
A Mike Phone is sometimes used by staff in municipalities. According to
Wikipedia (http://en.wikipedia.org/wiki/Mike_(cellular_network)), “a Mike is a
Canadian cellular network using iDEN technology, owned by the Motorola
Company. Telus markets the Mike service to business users because of iDEN's
push to talk services, which allow users to avoid long distance charges as well as
airtime.”
Basically, it is a cell phone and a two-way radio (like a walkie-talkie). It
has programmed names of co-workers in it. For example, if you needed to
contact your supervisor, you would scroll through the list of names that are
programmed in, stop on your supervisor’s name, and then talk to him via a
two-way radio. You can only use the two-way radio with other people that
have the Mike phone and are programmed into your phone. Your
department would do that and give you the Mike phone to use. If you needed to
call someone who is not on your programmed list of Mike phone users, the Mike
phone is also a cell phone and works in the same way as any other cell phone.
If given a Mike phone to use on the job, be sure to ask for training on how to use it
and if you have any questions, ask!
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Tips for Using a Cell Phone, Walkie-Talkie, or Mike Phone












Speak clearly
Speak loudly, but don’t yell
Speak slowly so that you don’t sound rushed
Wait for a response so you’re not talking over each
other
If you cannot hear the person, tell them you have a
bad connection and call them back
Know when to push the speak button on a walkietalkie and when to let it go
Make sure you always recharge the batteries so that they aren’t dead when
you need them
Be careful about putting them in your pockets in case buttons get pushed by
accident and you end up calling China or accidentally turning it off
Always know where they are, so that you don’t leave them at a worksite
Make sure that if they are kept in a pocket, that they can’t easily fall out,
especially when you are bending or getting in and out of a vehicle
Remember that it is a piece of work equipment and is not to be used for
personal calls, unless in emergency situations

Specialized Communication
Some roads crew members might need to learn:
 Hand signals to assist drivers when backing up vehicles
 How to use the “stop/slow” reversible signs for directing traffic through a
construction zone
 Hand signals to “communicate” with co-workers you only have visual
contact with
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Flag Person or Traffic Control Person
(Source: http://en.wikipedia.org/wiki/Traffic_guard)

A traffic guard, traffic controller, flagman, or flagger is a
specially trained person who directs traffic through a construction
site or other temporary traffic control zone using signs or flags.
They are responsible for maintaining the safety and efficiency of
traffic, as well as the safety of road workers, while allowing
construction, accident recovery or other tasks to proceed. Flaggers are commonly
used to control traffic when two-way roads are reduced to one lane, and traffic
must take turns passing through.
Traffic guards who are directing traffic during road construction might block a lane
on the road and direct drivers to merge with another lane. If the road is two lanes
and has two-way traffic, then one lane will be closed and the traffic guards will
direct the traffic to take turns in crossing this area. One way of traffic would be
stopped for a time until traffic from the other way has passed and then the other
lane would be directed to pass through.

Equipment

(Source: http://en.wikipedia.org/wiki/Traffic_guard)

 Signal flags (a small or large flag in colors
such as white, red, and orange)
 Signal hand sign, called stop/slow paddles in
the United States, (a sign that has “stop” on
one side and “slow” or “go” on the other side)
 Signal baton or marshalling wand (a baton that
lights up or reflects light)
 Traffic vest (a brightly coloured vest that is
made to reflect the light from headlights or
has built in LED lights)
 Helmet or a hard hat that protects the head
from hazards
 Signal flares (flares for night or bad weather)
o Traffic cones and warning signs (a
warning and barrier used to slow down
traffic and alert drivers)
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Modes of Communication
Learning Activity #4
After reading Unit 3, answer the following questions.
1. List four ways that a Public Works labourer communicates.
____________________________

____________________________

____________________________

____________________________

2. You are cutting the lawn at a municipal site. You are wearing all the
necessary safety equipment. What two things might get in the way of you
communicating with a co-worker?
__________________________________________________________________
__________________________________________________________________
3. In your own words, briefly explain what a Mike phone is and how it would
be useful.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
4. When using a walkie-talkie, cell phone, or Mike phone, why is it important
to wait for a response before speaking?
__________________________________________________________________
__________________________________________________________________
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Pick one tip from the list of tips and in your own words, explain why it’s
important.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
5. Explain what is meant by “specialized communication.” Give examples.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
6. In your own words, explain the job of a flag person. Why might it require
specialized training? Name at least two pieces of equipment in your answer.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Tail Gate Talks
Some municipalities might ask their supervisors to have “tail gate
talks” with their crews. They are debriefing meetings. These might
be daily or weekly, as needed. Essentially, a supervisor gathers his
staff, often around the tail gate of a municipal truck, and talks to
them about the day/week ahead.

Tail gate talks might include:
 Work projects
 What equipment or tools that
might be needed
 Work assignments handed out
 Teams created
 Training sessions announced







Important memos discussed
Health and safety issues discussed
Review of policies or standards
Reminders
Time for you to clarify things, ask
how or why if needed

You may need or want to write the information down in a notebook. It’s always a
good idea to carry a small notebook and pen to write down important information,
record reminders, make lists, etc. This way, you can refer to the information later
and you’re not just relying on your memory or your co-worker’s memory.
Don’t be afraid to speak up at a Tail Gate Talk. This is the time to clarify things
about your day. For example, if your supervisor announces that you are to take
Truck #47 and you know that yesterday the brakes were feeling rough, then you
need to speak up: “Yesterday the brakes were a little rough on Truck #47 so it
went into the shop. Is it out yet?” Your supervisor might not have known or may
have simply forgotten. It’s ok to speak up. Remember, you are a part of a team.

What Not to Talk About at a Tail Gate Talk
Tail Gate Talks are for work/job/task/project-related topics. It is not
the place to complain about co-workers, complain about private
issues, or discuss anything personal about you or someone else.
Basically, if it feels like it might be private, odds are it is. If you have
issues that are job related, but are private, those need to be addressed
by speaking to your supervisor one-on-one.
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Tail Gate Talks
Learning Activity #5
Read the list below. Decide if each topic is appropriate to discuss at a Tail Gate
Talk or not. Beside each topic, check Yes or No. Explain.
1. You hate the guy you’re working with and want your boss to know it!
 Yes
 No
Why or why not? ___________________________________________________
2. Your boss assigns you to a job that you finished up yesterday.
 Yes
 No
Why or why not? ___________________________________________________
3. There are new health and safety regulations that need to be discussed.
 Yes
 No
Why or why not? ___________________________________________________
4. You saw a co-worker drinking alcohol during lunch yesterday.
 Yes
 No
Why or why not? ___________________________________________________
5. Your crew is starting a new project today and your supervisor needs to break
you into work groups.
 Yes
 No
Why or why not? ___________________________________________________
6. You want to book next Friday off for a doctor’s appointment.
 Yes
 No
Why or why not? ___________________________________________________
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 4 – Customer Service and Public Works
You may think that you don’t need to worry about customer service if you are
working as a Public Works labourer, but that’s not true. You do. The “customer”
is every taxpayer in your municipality!
Think about it. The people who make up your community are
taxpayers. The tax money goes to the municipality, who in turn
divide it up between departments and projects. Each
department has staff they pay with this money. If you’re
working as a public works labourer, your pay cheque comes
from money that is collected from the taxpayers in your
community. It’s collected so they have services such as clean water to drink,
garbage disposal, recycling programs, beautiful public spaces, safe sidewalks, good
roads, etc. In effect, they pay your salary so that you can deliver all of those things
to them. How do you think they’d feel, knowing they pay your salary, if they
stopped on the sidewalk and asked you a question and you were rude to them?
Talking with the public may not be a big part of your job, but it’s
important. Be patient, be kind, and use appropriate language (i.e., no
swearing). Answer questions that are asked of you to the best of
your ability.
Do not offer your own opinion on things because you are not paid to
have or to share an opinion with the public. Council and the
management team are the decision makers and employees have to
publicly respect their opinion. You never want to say something that
will make the municipality look bad.
Listen, say thank you, and then direct them to call the appropriate department.
You may want to carry around a list of department names and numbers. Carry
your supervisor’s business card in your pocket or truck. You might be asked to
carry complaint forms as well. Carry a pen and a small pocket notebook in case
you need to write down information or messages.
If you are working as a Landfill Attendant, you may need to work more closely
with the public, therefore you’ll use your customer service skills on a daily basis.
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What if I don’t know the answer to their question?
You may not know the answer, and that’s ok. Giving out no
information is better than giving out wrong information! Give them
the appropriate department name to call and tell them that someone
will be happy to help them. If you have business cards, hand them
out as well. Encourage them to call.

What if they are angry?
Do not enter into an argument with an angry customer. You will
not win and you may make the situation worse! Simply direct
them to the appropriate department to call. If that doesn’t work,
ask them to talk to your supervisor. Your job as a labourer is to
do the manual work, not deal with customer complaints, except
to direct them to the department to call. You may also be asked
to carry complaint forms in the truck. If so, ask the customer to fill in a form. Be
prepared – this might make them angrier. If it’s possible, ensure that you will
personally see that it gets on the appropriate desk, and then follow through on that!

Tips for Speaking to Customers, Clients, and Co-workers

(Adapted from: Food Processing Labourer Essential Skills Training, © Literacy Link of Eastern Ontario
(LLEO), 2005, (613) 507-5307, www.lleo.ca)

Speak clearly – A client should not have to constantly ask you to repeat yourself.
Use your best grammar – It can be argued that grammar has nothing to do with
labour work and in some ways, it doesn’t. However, when communicating with
people, grammar is important if you want to present yourself in the most
professional way possible.
Avoid slang, swearing, and discrimination – Slang, swearing, and discrimination
have no place in a professional workplace.
Make eye contact whenever possible – Eye contact signals to the speaker that
you are listening and hearing them.
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Speak slowly – When people are nervous, they tend to talk fast. Keep this in mind
and slow down. When people talk fast their words tend to slide together and it is
hard to understand what they are saying.
Instructions – When you are giving instructions, don’t give a whole bunch of
information at once. Pause to let the person take in the information and ask
questions, if they need to do so.
Keep Breathing – Breathing is the best way to ease tension and relax. When you
pause while speaking, take a deep breath. When we are nervous, we sometimes
forget to breathe. This makes our bodies tense, which doesn’t help us to relax. A
deep breath has a calming effect.
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Customer Service and Public Works
Learning Activity #6
1. A municipality has customers that a public works labourer might interact
with. Who is the customer?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
2. In your own words, explain the importance of good customer service in
dealing with the municipality’s customers.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
3. In your own words, explain why it’s important that you do not share your
personal opinions with customers. What consequences might there be?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
4. What document or form might you be asked to carry in case you need it?
__________________________________________________________________
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5. What do you do if you are asked a question and you do not know the
answer? What might you say?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
6. How do you handle an angry customer? What might you say?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
7. In your own words, explain the following tips.
Speak clearly – Why?
__________________________________________________________________
__________________________________________________________________
Use your best grammar – Why?
__________________________________________________________________
__________________________________________________________________
Avoid slang, swearing, and discrimination – Why?
__________________________________________________________________
__________________________________________________________________
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Make eye contact whenever possible – Why?
__________________________________________________________________
__________________________________________________________________
Speak slowly – Why?
__________________________________________________________________
__________________________________________________________________
Give good instructions – Why?
__________________________________________________________________
__________________________________________________________________
Keep breathing – Why?
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 22 of 53

Module 5: Oral Communication

Unit 5: Feedback and Constructive Criticism

Unit 5 – Feedback and Constructive Criticism
Asking for Feedback
Asking for feedback from your supervisor, training instructors, and/or co-workers
is a great way to learn. It’s important to ask respectfully, so that they know you are
asking as a way to improve and learn. A simple Internet search will bring you
many pages of information and tips.
A Few Tips for Asking for Feedback
 Ask if it’s the right time to talk about feedback and if not, make an
appointment to meet.
 Tell them that you’re interested in hearing how you’re doing and how you
could improve.
 Be prepared to take notes (carry a pen and paper).
 Be prepared to hear things that you might not like and know that it’s being
said so you can make changes and improve.
 Do not take comments personally.
 If there are areas that you think you need to improve, ask about those
specifically if they aren’t brought up.
 Ask for clarification if you don’t understand (i.e., “Can you give me an
example?”).
 Thank the person who has given the feedback.
 Use the information to make positive changes.
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Dealing with Criticism
Accepting criticism from anyone can be difficult. When your boss criticizes or
disciplines you, it can make you feel upset and uncomfortable. However,
constructive criticism is part of any job. As a new employee, you will be
constantly learning. Accepting criticism of your work will be a big part of the
learning process.
Constructive Criticism
Advice or opinions that are carefully considered and meant to
be helpful for improvement, often with an offer of possible
solutions.

Constructive criticism can help make better workers. It can help people think
about how they act and how they work with others. You need to listen to the
suggestions. Remember, a positive attitude will help build strong relationships and
earn the trust and respect of others.
Things to Remember If You Make a Mistake






Don’t whine.
Don’t make excuses.
Don’t blame someone else.
Learn from your mistake and do better next time.
Ask for help if you need it.

When you make a mistake, take responsibility. Take the time to say that you are
sorry, and create a plan – either by yourself or with help from your boss – to do
better next time. Remember, no one expects you to be perfect all the time. On the
other hand, no one expects you to make mistakes all the time either.
Learn from mistakes. Don’t repeat them.
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Feedback and Constructive Criticism
Learning Activity #7
1. In a situation where a worker is new to the job or task, why is it important to
ask for feedback?
__________________________________________________________________
__________________________________________________________________
2. In each of the following situations, imagine that your boss is criticizing you.
Write what you feel would be an appropriate response.
Situation #1
Boss: “You’re not doing a good job of keeping the tool area organized and clean.”
You:
__________________________________________________________________
__________________________________________________________________
Situation #2
Boss: “You have been late for work twice this week.”
You:
__________________________________________________________________
__________________________________________________________________
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Situation #3
Boss: “You haven’t been following the company rules about lunch breaks. You
may take your lunch between 1:00 p.m. and 2:00 p.m.”
You:
__________________________________________________________________
__________________________________________________________________
Situation #4
Boss: “You didn’t wear your protective equipment when you were on site
yesterday. I explained to you when I hired you that you had to follow the company
safety rules.”
You:
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 6 – Inappropriate Communication
Swearing
It should go without saying that swearing on the job is inappropriate, but odds are
you’re going to hear it and perhaps even participate in it. It’s perhaps unrealistic to
lecture against swearing on the job. Therefore, keep the following things in mind
about swearing on the job.
 Know your audience. If your direct supervisor is around and he or she is
anti-swearing, know that if you swear, you might be reprimanded. If
municipal officials or employees are around, do not swear in front of them.
Odds are pretty high that they would not be pleased.
 Do not swear in front of “the customer” (i.e., taxpayers). When someone
uses swear words, it sends a disrespectful message. It’s your job to make the
municipality look good and swearing has the opposite effect.
 If you are aware that certain co-workers are offended by swearing, be
respectful and watch your language. It will make for a happier work
environment.
 People who are religious are more likely to be offended by certain words
that others might not consider “swear” words. Keep this in mind.

Name Calling and Humour

(from: Customer Service...it’s more than just “Thank You, Come Again!”
Material reprinted, cited, or adapted, with permission from: © Literacy Link of Eastern Ontario (LLEO),
1995, 2000, (613) 507-5307, www.lleo.ca)

Think back to when you were a child and how you felt when the other kids teased
you or called you names. It didn’t feel very good and sometimes it really hurt your
feelings.
Spoken words reflect how we think. They have a great impact on how we get along
or don’t get along with each other.
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Naming Multicultural Groups
Some of the names people have given to cultural groups over the years are
disrespectful. People sometimes use these inappropriate names out of
ignorance. They either don’t know the proper name or don’t understand how
sensitive others are to certain names.
If someone you know, or someone at the workplace, calls others by disrespectful
names, speak up. Tell them how you feel in a way that will help them make a
change without placing blame on them.
If you have called someone by an inappropriate name by mistake, or in a time of
stress or anger, don’t defend your mistake or give excuses, just apologize and try
not to make the same mistake again.
If you are in the workforce, odds are that you will be working with someone from
another country whose first language is a foreign language, or someone who is
Canadian but has a culture that is different from yours.
We can learn about cultures in many ways: reading books, through the Internet, or
by watching videos. Still, what we learn in books and videos only hints at what
other people actually experience. They alert us to particular ways others might be
different from ourselves. We need to get to know people, not just know about
them. We need to look at all the ways that we are the same, rather than the few
ways that we are different. We have a lot to learn, and we should be polite and
very slow to judge what we see.
None of us can form an opinion of a person based only on what we know about
their culture. However, knowing what people value, their customs, and ideas will
give you helpful clues when interacting with someone whose culture is different
from yours. Every person is unique and has many dimensions. We need to pay
attention to the whole person. The best information comes from people
themselves. Be friendly, courteous, respectful, and non-judgmental.
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Ethnic Jokes
At the workplace, do not tell ethnic jokes or stories that make fun of a person’s
culture. These jokes make a group of people appear inferior. They exaggerate
stereotypes about how people look and act. Stereotypes are overly simple views of
people because of their race, sex, appearance, culture, etc. They are hurtful and
unprofessional and have no place in the workplace.

Sexual Humour
Sexual humour, more often than not, degrades both men and women. It may even
bring on charges of sexual harassment. This also includes certain swear words that
degrade people.
Telling ethnic or sexual jokes is like name calling. It is frequently used to bond a
group and keep “outsiders” in their place. While people are laughing, it may make
the joke teller feel good about themselves for a few minutes, but unconsciously it
reinforces stereotypes and negative views of others. They are hurtful and
unprofessional and have no place in the workplace.
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Name Calling & Humour
Learning Activity #8
Question: How would you handle a joke told by someone else that was unfair to
you or another cultural group? Put a mark on the line beside the answer that best
suits you.
Would you:
_______

1.

Ignore the joke and go on working, but take the joke teller aside
later and tell him or her your feelings on the matter?

_______

2.

Tell the joke teller how you feel right then and there, in front of
the other workers?

_______

3.

Tell a proper joke as an example of the kinds of jokes that
should be told?

_______

4.

Laugh now, but tell the joke teller later in private, how
uncomfortable you felt?

_______

5.

Tell an even worse joke about a group that the joke teller
belongs to.

After:
Discuss your answers with a group or with your instructor. Remember to be
sensitive to the fact that other people may have a different opinion than you.
Listen to their opinion with respect.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 7 – Effective Communication Skills for
Highway and Public Works Officials

(Source: Effective Communication Skills for Highway and Public Works Officials by Toni Rosenbaum,
©2005 Cornell Local Roads Program, Tel: 607-255-8033, clrp@cornell.edu, www.clrp.cornell.edu)

All of Unit 7 is quoted from Effective Communication Skills for Highway and
Public Works Officials by Toni Rosenbaum, ©2005 Cornell Local Roads
Program
Note: The Learning Activities in Unit 7 are not the property of Cornell Local
Roads Program, but have been created by the author of this Essential Skills
Curriculum.)
Everyone uses interpersonal communication skills. We use them at home with our
families, in the workplace with our bosses and co-workers, on our computers when
we answer email, and on the telephone when we order pizza. This unit is intended
to improve your interpersonal communication skills and develop new skills to
become a more effective communicator.
Interpersonal communication applies to all of our relationships, personal and
business. Others respect or reject us based on our interpersonal communication
skills. People send us messages in every interpersonal communication encounter.
Those messages can be explicit (verbal) or implicit (non-verbal facial expressions,
other body language, and physical space).

Definition of Communication
Communication can be defined in many ways. In simple terms communication is:
 Information transmitted
 A verbal or nonverbal message
 A process by which information is exchanged between individuals through a
common system of symbols, signs, or behaviour
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Key Elements in Communication
There are three key elements in the communication process:
 You
 Your audience
 Your message
YOU bring professional experience and education and training to the
communication process.
In order to be an effective communicator, you need to know who your
AUDIENCE is. If your audience is a highway crew, then you can talk effectively
about graders, alligator cracks, rutting, and placement deflection. If you audience
is the public, you need to switch from “transportation jargon” to plain English.
The MESSAGE element is equally important. What do you want to say? What is
the best way to communicate the message? There is a basic rule used by
journalists for writing a newspaper story that can help you focus your message. A
well-written story should contain the who, what, when, where, why, and how of
the story in the first paragraph or two. If it does not, it will not hold our attention.
The same principle applies to your message in the process of interpersonal
communication. If you do not let your audience know quickly the who, what,
when, where, why, and how of your message, you risk losing their interest – they
will become inattentive and tune out.
Therefore, whether spoken or unspoken, messages should contain most of these
elements:







Who
What
When
Where
Why
How

?
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Communication Tools
There are four basic communication tools:





Listening
Speaking
Reading
Writing

All four of these tools can be learned and improved.
First, you must want to improve your communication skills.
Next, you must understand them, and recognize their importance in the
communication process.
Then, you need to learn some new skills.
Finally, you must practice good skills to become a better, more effective
communicator.
At an early age, we begin to learn to speak – early enough that it is difficult to
remember the process. However, most of us can recall learning to read and write.
These are skills we learn from parents and teachers. We spend most of our
communication time listening. Yet, listening is a skill we are not taught, unlike
writing, reading, and speaking. Probably, listening is the most important
communication skill we can develop.
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How We Get and Use Information
How much information we retain in the communication process depends on many
factors. It is important for each of us to recognize how we learn best. Do we
remember most of what is read to us? Most of what we hear? Do we learn more if
someone shows us?
Typically, we retain information at these rates:
10% of what we read
20% of what we hear
30% of what we see
50% of what we see and hear
70% of what we see and discuss
90% of what we do

Tell me and I will probably forget.
Show me and I might remember.
Involve me and I will learn.

Non-Verbal Communication
Non-verbal messages are unspoken and more difficult to interpret than verbal
messages, but they are just as important. This is particularly true when you think
that someone is saying one thing and showing body language that tells a different
story. Non-verbal cues are often neglected during interpersonal communication.
A type of unspoken communication is writing. Communication in writing is
powerful and lasting. Whether you write a letter, a memo, or an email message,
written communication can be recalled word for word. Spoken communication is
often misquoted and misremembered. Writing lasts a long time. Think carefully
about written communication.
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Listening Skills: Barriers, Improvements, and Tips
Say what you mean, and mean what you say!
We have all heard that from time to time. Trying to understand the difference
between what is said and what is heard can be frustrating.
Consider this example:
Teenager: “All my friends are allowed to stay out late.” [what is said]
Mom: “Just because your friends are, doesn’t mean you should.” [what is heard]
Teenager: “Why can’t I stay out later?” [what is meant]
Mom: “How late do you want to stay out?” [clarifying question]
Teenager: “At least until 11:30. Then I won’t be the first one leaving the party.”
[what is meant]
Listening is really where all good communication begins. Misunderstanding what
another person is saying is one of the biggest obstacles to communication. Each of
us sees the world in a unique way, and we usually assume that everyone sees it the
same way we do.
Most people are born with good hearing, but not good listening skills. Listening
must be learned. Listening is a mental process requiring effort, and we can learn
how to be good listeners. First, we need to understand what the barriers are to
good listening skills. Then, we can identify ways to improve those skills.

Why We Don’t Listen Well
We are busy people. There is much that competes for and distracts our attention,
both at work and at home. We may arrive at work in the morning worried about an
ill child at home. Or we may arrive at work with a full agenda in our heads, only
to learn that our priorities have been rearranged for us. At the end of the day we
leave work full of goals for the next day, and arrive home unable to turn off the
ideas. At home, our family or chores demand attention. And so the cycle goes.
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Barriers to Effective Listening
Here are some barriers to effective listening. You’ll probably recognize that most
of them apply to you at one time or another.






We can think faster than a speaker can talk, and jump to conclusions.
We are distracted and allow our minds to wander.
We lose patience and decide we are not interested.
We overreact to what’s said and respond emotionally.
We interrupt.

Other barriers include use of “absolutes” and “limits”:
 Thinking or speaking absolutes:
“It will never work.”
“We always do it that way.”
 Setting limits:
“We tried it that way once!”
How to Be a Better Listener
There are some simple steps to becoming a better listener, but they take practice to
achieve results. Here are some ways to listen better whether in a large group or
one-on-one.
In a large group situation, such as a lecture or training session, try these exercises:
 Be patient for the entire message.
 Be aware of speech cues (who, what, where, when, why, how).
 Listen for ideas, not just facts (stories, reasons, goals help us remember
facts).
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Try these guidelines when talking with someone on the telephone or face-to-face.
Practice these for a week or two and you will soon realize that they work.
Verify
“So, you’re saying that…”
“If I understand correctly, you said…”
Question
“What do you mean when you say…”
“Have you really spent…”
Acknowledge
Look at the speaker and nod.
Occasionally say, “hmmm” or “oh, right”.
Silence
This allows you to give your undivided attention to the other person. You may
give some non-verbal cues that you are hearing, such as nodding your head,
smiling, opening or closing your eyes. This method is especially useful when
people come to you with strong feelings, either positive or negative. Their first
need is simply to share the feelings and to have someone listen.
Tips
It is estimated that we use only about 25 percent of our listening capacity. Here are
three tips to help you increase your ability to listen by 50 percent.
 Look at the speaker (benefit = 15%)
 Ask questions (benefit = 15%)
 Take notes (benefit = 20%)
Improvement occurs only if you practice these good listening skills. Try one of
them for about three months. It takes at least that long to create a new habit. If
you are a good list-taker already, then practice asking questions to clarify what you
hear. Avoid trying to implement all three tips at the same time. Success with one
new habit will encourage you to try others.
Hearing is natural. Listening is a skill that we learn. Remember, we listen more
than any other human activity except breathing!
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Speaking Skills: What to Say and How to Say It
Asking Questions
Asking questions is part of being both a good listener and an effective speaker.
Part of developing good listening skills is learning how to ask questions to verify
messages and to clarify understanding.
There are many ways to ask questions. Some are designed to clarify the message
you are receiving. Others are designed to get more information.
Close-ended questions are designed to clarify, and can be answered with a “yes”
or “no.” Here are some examples:
Did the truck break down?
Can we provide you with more information?
Are you feeling ill today?
Open-ended questions are designed to get more information, and cannot be
answered by a simple “yes” or “no.” Here are some examples:
How did the truck break down?
How can we provide you better service?
How are you feeling today?

Conflict, Criticism, and Anger
Every human being experiences conflict. It is a factor of human interaction.
Whenever two or more human beings are involved in communication there is
potential for misunderstanding, and hence, conflict. How we handle conflict is key
to our own well-being and to developing and maintaining good relationships.
There are three basic ways to deal effectively in conflict situations:
1. Listen carefully to determine the nature of the conflict.
2. Identify areas of agreement.
3. Allow the other person a way out.
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Obstacles to Resolving Conflict
Sometimes we create barriers to resolving conflict effectively. If we do not
confront the problem soon after identifying conflict, the issues may become more
difficult to resolve. Other obstacles to resolution may include the following:





Judging a problem too quickly
Searching for a single answer, and believing it is the best
Assumption of either/or (either it’s my way or not at all)
Deciding that “the problem is theirs, not mine”

How to Overcome Obstacles
Often we create obstacles to resolving conflict when the solutions are simple.
Ask yourself these questions as you move toward resolution:
 Is it worth fighting over?
 Can it be negotiated?
 Do I want to win the argument more than win a relationship?
The best approach to resolving conflict, whether in your personal relationships or
in business settings, is to simply deal with it. Avoiding resolution will only
escalate misunderstanding and may promote anger. Keep these points in mind:
 Separate people from the problem.
 Strive for mutual gain.
Tips for Resolving Conflict





Seek agreement or common ground.
Refuse to argue.
Seek commitment and action to change.
Deliver on promises.
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Criticism
If you receive criticism, try to take responsibility if it is yours. Ask yourself if
there is anything that you have done to deserve the criticism.
Controlling Anger
From time to time, we all become angry. It is a human characteristic. But we are
not born angry – we learn anger. Therefore, it should come as no surprise that we
can learn to control it. Although we may not always successfully control our
anger, the more we practice ways to control it, the more we will succeed. Just as
we can practice good listening skills, we can practice controlling anger.
Anger can be healthy if we use it to help us understand our reactions to situations.
Once we understand how to deal with our own anger, we can use that
understanding to help us deal with anger in others. Suppressing anger or denying it
can cause stress and physical harm. It is easy to respond to anger with more anger.
Tips to Deal with Angry People
Practice good listening skills (remain silent if necessary).
Avoid interruption.
Acknowledge anger (do not say, “Now, don’t be angry”).
Do not yell or lecture angry people as it shows disrespect for their points of
view.
 Be responsive by verifying the person’s message.
 Be specific about what you are going to do to help.
 Allow angry people a way out, regardless of what they say.
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Non-Verbal Communication
Behaviour
Behaviour and attitude operate together for most people. Our attitudes lead us to
certain behaviour. If we have positive attitudes we tend to act positively, see
options, and seek solutions to problems. If we have negative attitudes we may
often feel defeated, assume the worst outcomes, and give up without exploring
alternatives.
We learn from our role models. These are people whose behaviour we choose to
copy because we value what they do and how they do it. We learn how to be a
supervisor from those supervisors we have had. We learn to be parents from our
own.

Body Language
Our own behaviour can affect those around us. We try to draw impressions of
people, and they of us, by observing both their verbal and non-verbal behaviour.
We communicate a lot without saying a word. It is estimated that over 75 percent
of the messages we deliver are communicated non-verbally. We express ourselves
using what is known as body language.
Body language can be as simple as a frown on your face, a smile, crossing your
arms, or tapping your pen on a desk. Some convey hostility, others show open
friendliness.
Body language includes gestures, facial expressions, dress, and grooming style.
Researchers have documented some non-verbal expressions common to all
cultures. However, cultures show these common expressions in different ways.
These common expressions are:
 joy
 sorrow
 fear

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

 anger
 surprise
 disgust

Page 41 of 53

Module 5: Oral Communication

Unit 7: Effective Communication Skills

North Americans tend to make less eye contact than Arabs. Africans are taught to
avoid eye contact with people of higher stature. Physical contact is natural for
Italians, French, Latin Americans, and some Arabs. It is less common for Asians,
Germans, and Scots.

Attitude
We all have the choice of how to approach the day each time we arise in the
morning. Sure, things happen to discourage or disrupt us, but we can choose to
face obstacles with cheerfulness, crankiness, optimism, stubbornness, hopefulness,
or nastiness.
Medical professionals have documented the power of positive thinking. People
have aided their own healing with optimistic and hopeful thoughts. Perhaps it is
because they translate that hopefulness and optimism into action. They do not give
up. They fight. They do not give up believing that their situation will change if
they can find the right solution.
Your attitude in the workplace works the same way. Saying, “we won’t” implies a
decision. Saying, “we can’t” implies a lack of power and a sense of defeat. We
can talk ourselves into negative attitudes if we repeatedly think negative thoughts.
We can encourage ourselves and others to seek alternatives if we say, instead,
“How can we?”
People will try to avoid those who consistently exhibit a negative or hostile
attitude. Be positive!
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Learning Activity #9
After reading Unit 7 – Effective Communication Skills for Highway and Public
Works Officials, answer the following questions. Use your own words whenever
possible.
1. What is interpersonal communication?
__________________________________________________________________
__________________________________________________________________
2. What is your definition of communication?
__________________________________________________________________
__________________________________________________________________
3. You are involved in the communication process. What two other key
elements are as well?
__________________________________________________________________
__________________________________________________________________
4. Why is it important to cover who, what, where, why, when, and how when
communicating?
__________________________________________________________________
__________________________________________________________________
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5. What are the four basic ways that we communicate?
__________________________________________________________________
__________________________________________________________________
6. “We spend most of our communication time listening. Yet listening is a
skill that we are not taught, unlike writing, reading, and speaking. Probably,
listening is the most important communication skill we can develop.”
What do you think about this? Comment below.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
7. “Tell me and I will probably forget. Show me and I might remember.
Involve me and I will learn.”
What do you think about this? Use examples from your own life. Comment
below.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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8. In your opinion, why is it important to watch your non-verbal
communication? What messages might you send that you don’t mean to
send? Give examples.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
9. Why is it important to think before writing? Give examples.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
10. “Trying to understand the difference between what is said and what is heard
can be frustrating.”
Comment.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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11. What are some barriers to effective listening?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
12. How can knowing what those barriers are make us more effective
listeners?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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13.

Think about each barrier listed below. Beside each barrier, comment as to
whether or not they apply to you. Give examples.

Barrier
Yes
My mind thinks faster than I
can talk.

No

Examples

I jump to conclusions.

I get distracted.

My mind sometimes
wanders.

I lose patience.

I decide I’m not interested.

I overreact and respond
emotionally.

I interrupt.
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13. How does someone become a better listener?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
14. What is the difference between open-ended and close-ended questions?
Give examples of each.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
15. What are the three basic ways to deal with conflict?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
16. List some tips for resolving conflict.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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17. List some tips for dealing with angry people.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
18. How does your attitude affect your work environment?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Public Works and Maintenance Labourers:
Module 5 – Oral Communication
Learner Self-Assessment
When you have completed Module 5 – Oral Communication, assess your performance.
Check yes or no in the boxes below. In the comments section, you can write down
thoughts you have about the section. Use a blank sheet of paper if you need more
space.
I started this chapter on (date) _______________ and finished on (date) ___________.

Public Works and Maintenance Labourers:
Module 5 – Oral Communication
Unit 1 – Oral Communication and Essential Skills
I understand that Oral Communication is one of the two
most important Essential Skills needed to work in Public
Works.
I can list at least four ways a public works labourer might
use oral communication.

 yes  yes

 no

 yes  yes

 no

I understand that employers look for proven
communication skills when hiring and those employees
are evaluated on their ability to communicate on the job.

 yes  yes

 no

I am aware of the various purposes of oral
communication.

 yes  yes

 no

I have completed the Oral Communications SelfAssessment.

 yes  yes

 no

I can list four ways that a public works labourer might be
required to communicate.

 yes  yes

 no

I have a basic understanding of a Mike phone.

 yes  yes

 no

I can list several tips for using a cell phone, walkie-talkie,
or Mike phone.

 yes  yes

 no

I have a basic understanding of the specialized
communication used in public works.

 yes  yes

 no

but I need
more practice
but I need
more practice
but I need
more practice

Unit 2 – The Purpose of Oral Communication
but I need
more practice
but I need
more practice

Unit 3 – Modes of Communication
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I know what a Tail Gate Talk is and what kinds of
information are shared at those meetings.

 yes  yes

 no

I can explain why and how a public works labourer might
be required to use customer service skills.

 yes  yes

 no

I am aware of the importance of using good customer
service skills for public relations.

 yes  yes

 no

I know why it’s important to keep my opinions to myself.

 yes  yes

 no

but I need
more practice

Unit 4 – Customer Service and Public Works
but I need
more practice
but I need
more practice
but I need
more practice

I know how to answer questions, and more important, how  yes  yes
but I need
to refer a customer to the appropriate department.

 no

I know how to handle angry customers.

 yes  yes

 no

I can list several tips for speaking to customers, clients,
and co-workers.

 yes  yes

 no

I understand that asking for feedback is a way of learning
to do my job better.

 yes  yes

 no

I understand that criticism can be constructive.

 yes  yes

 no

I know that I can learn from my mistakes.

 yes  yes

 no

more practice
but I need
more practice
but I need
more practice

Unit 5 – Feedback and Constructive Criticism
but I need
more practice
but I need
more practice
but I need
more practice

Unit 6 – Inappropriate Communication
I understand that swearing on the job is not recommended  yes  yes
but I need
and that it may have severe consequences.

 no

I know that name calling, ethnic jokes, and sexual humour
have no place in a professional work environment.

 no

more practice

 yes  yes

but I need
more practice

Unit 7 – Effective Communication Skills for Highway and Public Works
Officials
I understand that interpersonal communication applies to
all of my relationships, personal and business.

 yes  yes

 no

I know that there are three key elements in the
communication process: me, my audience, and my
message.

 yes  yes

 no

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

but I need
more practice
but I need
more practice

Page 51 of 53

Module 5: Oral Communication

I know why it’s important to tell people who, what, where,
why, when, and how.

 yes  yes

 no

I know there are four basic communication tools:
listening, speaking, reading, and writing.

 yes  yes

 no

I know what non-verbal communication is and how it
sends messages to my audience.

 yes  yes

 no

but I need
more practice
but I need
more practice

I know the messages that non-verbal communication
 yes
sends can be quite different than the message I intend to
send.
I understand the difference between hearing and listening.  yes

but I need
more practice

 yes

 no

 yes

 no

I know the barriers to effective listening.

 yes  yes

 no

I know the difference between open-ended and closeended questions.

 yes  yes

 no

I can list some tips to resolving conflict.

 yes  yes

 no

I can list some tips to deal with angry people.

 yes  yes

 no

I know how my attitude can affect my work environment
and success.

 yes  yes

 no

but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice

Comments:
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Learner Evaluation and Feedback
Public Works: Module 5 – Oral Communication
1. Did you enjoy doing the learning activities in Public Works: Module 5 –
Oral Communication?
 yes

 no

2. How well do you think you did on these activities?
 very poorly

 not that well

 fairly well

 very well

3. Were the instructions easy to follow?
 not at all

 a little confusing and I needed help

 yes

4. Do you think these learning activities are relevant to your goal of
becoming a Public Works and Maintenance Labourer?
 yes

 no

Comments:
(Write as little or as much as you want. Comments help your instructor
know if you are having problems, if you’ve enjoyed the material, or if you
didn’t enjoy it. Your instructor can then work with you to make your
learning more enjoyable. Use a blank sheet of paper if you need more
room.)
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Unit 1
Unit 2
Unit 3
Unit 4
Unit 5
Unit 6
Unit 7
Unit 8
Unit 9
Unit 10
Unit 11
Unit 12
Unit 13
Unit 14
Unit 15

What is Health and Safety?
Know Your Body
Lifting
Hazard Assessment and Emergency Procedures
Risk Management
Housekeeping
Slips, Trips, and Falls
General Tool and Machinery Safety Tips
Personal Protection Equipment (PPE)
Contact Lenses at Work
Health and Safety: Federal and Provincial
CCOHS
Lock Out / Tag Out
WHMIS Overview
My Health and Safety Commitment
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Unit 1: What is Health and Safety?

Internet Reminders
Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit.
Please remember that websites are not permanently available. They change all the
time. Web addresses change. Content changes.
Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember: Not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works Stuff
might not be the best source. You might also find information from another province
or the United States, which could have different policies and rules.
Take notes, and if need be, call your local Public Works office to confirm what
you’ve read.

Favourites
If you are working on a computer and you are allowed to mark favourites, it’s helpful
to do so. You could possibly visit so many sites, that you’ll lose track of them. Be
sure to ask your instructor if it’s permitted.
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Unit 1 – What is Health and Safety?
Health and safety is a term used to describe the promotion of a healthy and safe
work environment. Every worker has a right to a safe and healthy work
environment. It is important for all workers to be aware of health and safety issues
in their workplace so they avoid injury and illness–to themselves or someone else.
Asking public works labourers to use dangerous
chemicals without proper personal protection equipment
(PPE) is a health and safety issue. Asking them to
move and carry heavy pieces of equipment without the
proper PPE is a health and safety issue. Not teaching
workers how to lift properly is a health and safety issue.
Health and safety is serious business in many workplaces, including public works
departments, all across the country. Public works departments are committed to
providing their employees with a safe and healthy work environment. They want
to reduce the risk of injury and ill health. As a public works and maintenance
labourer, you will be required to protect your own health and safety by following
all health and safety policies and procedures. You are expected to participate in all
training and ask questions until you understand the information.
Health and safety isn’t just about taking training. It’s also one of the most
important parts of your daily job. If you are killed or injured on the job, nothing
else matters. If you kill or injure a co-worker, nothing else matters.
Safety isn’t something you learn and then never think about again. It has to be
something that you think about all the time, on every job site, while you’re doing
every aspect of your job. Safety is your right and your responsibility.
Municipalities will have health and safety officers on staff, whose job it is to train
staff on all aspects of health and safety. Some areas of the training will need to be
updated yearly, which means that every year, you will be required to take part in
training sessions. This is a requirement of the job.

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 3 of 85

Module 6: Health and Safety

Unit 2: Know Your Body

Unit 2 – Know Your Body

(Source: Working Safer and Easier for Janitors, Custodians, and Housekeepers, Department of Industrial
Relations, Cal/OSHA Consultation Services, http://www.dir.ca.gov/dosh/dosh_publications/Janitors.pdf)

What causes injuries?
Certain actions can lead to fatigue, discomfort, or pain when you do them over and
over without a break. These are:
 Exerting force to perform a task or to use a tool
 Working in awkward positions such as bending or twisting
 Remaining in the same position for a long time with little or no movement
 Continuous pressure from a hard surface or edge on any
part of the body
 Working in very hot or cold temperatures
 Holding equipment that vibrates
Be sure to report any injuries to your supervisor right away. If you feel discomfort,
pain, or other symptoms, you must either change the way you work or the equipment
you use. If no changes are made, your symptoms may get worse and keep you from
working at all.

If you have these symptoms, talk to your doctor:







 Weakness or reduced grip strength
Constant fatigue
 Loss of sensation
Cold hands
Swelling
 Aching, burning, or shooting pain
Numbness
 Decreased range of motion
Tingling
Changes in the skin colour of hands and fingertips
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If you develop symptoms:
 Talk with your supervisor about your symptoms right away.
 Follow your company’s medical management program. If necessary, seek
medical treatment to prevent the problem from getting worse.
 Work with your supervisor to find the cause of the problem.
 Always look for a better, improved way to do a job.

Tips and Improvement Ideas
 Plan your workday in advance. To avoid unnecessary work, set the order of
tasks you have been assigned. (Often this will increase your productivity,
which saves your municipality money!)
 Before starting, make sure that the tools and equipment are in good working
order.
 Identify special tasks that require additional personal protection equipment
(PPE), materials, and other equipment. Coordinate with other workers to
arrange for help before starting the job.
 Alternate heavy and lighter tasks throughout the day, if possible.
 Establish the best way to accomplish each task. If in doubt, talk to your
supervisor and ask questions.
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Know Your Body
Learning Activity #1
1. List several actions that can cause injuries.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
2. List several symptoms to watch for that could indicate there is an injury.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
3. You realize that for the last couple of weeks, you’ve had a very sore neck
and shoulders at the end of your work day. Your public works job includes
lugging and lifting. What do you do?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 3 – Lifting

(Adapted from: US Department of Labor, Occupational Safety & Health Administration (OSHA),
www.osha.gov)

When lifting, it’s important to bend with your knees. Do not
bend at the waist. Hold the item you are lifting and carrying
close to your body, not with outstretched arms.
Do not attempt to lift things that are too heavy for one person.
There is no shame in asking for help. It’s part of your job to
work safely. You’ll avoid injury. Back injuries are a huge
problem in the workforce today. Learn to avoid them.

Proper Lifting Technique Do’s and Don’ts

(Source: US Department of Labor, Occupational Safety & Health Administration (OSHA), www.osha.gov)

Do


Keep your head up and your back straight and bend at your hips.



Bring the load as close to you as possible before lifting.



Lift with your legs, not your back.



Shift your feet to turn.



Keep the load directly in front of your body.



Try to perform lifts at waist height with your elbows in close to your body.



Limit lifting by hand. Use mechanical lifts or get help.



Stay fit to help avoid injury.
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Don't


Lift heavy loads (35 lbs or more). Get help.



Reach across something to lift a load.



Lift bulky or uneven loads.



Reach to the side or lift while twisting.
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Lifting
Learning Activity #2
1. True or False?
T

F

When lifting, it’s important to bend at the waist.

T

F

Do not use your knees when lifting because you can injure them.

T

F

Hold the item you are lifting away from your body.

T

F

Do not carry an item with outstretched arms.

2. Why do you think you should not reach across something in order to lift a
load?
__________________________________________________________________
__________________________________________________________________
3. Demonstrate the proper lifting technique to your instructor. Explain the
process while you are doing it.
Have your instructor sign here when completed.
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 4 – Hazard Assessment and Emergency
Procedures

(Source: Working Safer and Easier for Janitors, Custodians, and Housekeepers, Department of Industrial
Relations, Cal/OSHA Consultation Services, http://www.dir.ca.gov/dosh/dosh_publications/Janitors.pdf)

The Hazard Assessment

Hazard assessment is the first step in figuring out what possible physical or healthrelated hazards a workplace has and then what precautions and PPE may be
necessary. The employee should be able to identify potential risks, inform their
supervisor, and take action, if necessary.
As a public works employee, it’s unlikely that you would be the one conducting
this type of assessment, but as it states above, knowing what is required of your
work site helps you to know how to maintain it, as well as what dangers to look
for.
A basic hazard assessment begins with a walk through the work site to develop a
list of potential hazards in the following categories:






impact (something that could hit you)
penetration (sharp objects that could enter your body)
chemical
heat/cold
harmful dust
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Some other things to be aware of while conducting the basic
assessment are:








sources of electricity
sources of motion, such as machines or processes which could result in injury to
employees
pinch points
sources of high temperature
types of chemicals used in the workplace
potential for falling objects
sharp objects

Pinch Points – What is a “pinch point”?
A pinch point is any point where a body part might get caught between pieces of
equipment. The equipment can be a moving piece or a piece that isn’t moving.
Pinch points can happen with any equipment or machine. Pinch points have
caused people to lose fingers, hands, or arms, have caused broken bones, and even
caused death. They are serious.
Anyone who has ever slammed their finger in a car door will
know what a pinch point is!
It is important to know where the pinch points are in your work area.
When trying to find pinch points, always ask yourself:
When this piece of equipment moves,
will any part of me be in the way?
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Emergency Procedures
Even though a mishap or injury may never have occurred
at your workplace, you still need to prepare and plan for
emergencies. If you or a co-worker gets hurt or injured,
you still need to know the first aid procedures (first aid
kits, eye wash stations, etc.) and the emergency contact
phone numbers. The minutes, or even seconds, saved by
quickly finding the first aid kit could save lives or
minimize injury.
You may find that many, if not all, Public Works jobs require current first aid and
CPR certification. If you don’t have your first aid or CPR certificate, consider
getting it now, before entering the workforce. Talk to your instructor about where
the training is offered in your area. For job seekers, it looks great on a resume and
shows that health and safety is important to you.

Chemical Spills
Contact your supervisor when you encounter an unknown chemical spill.
Qualified personnel with specialized training should be the only ones allowed to
clean up chemical spills.
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Hazard Assessment and Emergency
Procedures
Learning Activity #3
1. Think about what you read about a hazard assessment. Imagine walking
onto a job site, perhaps in the Public Works garage where the trucks are
kept. What kinds of things might you be able to list on a hazard assessment?
List as many as you can think of below.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
2. What is a pinch point? Think of a piece of equipment you might use as a
public works labourer which might have pinch points.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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3. True or False?
T

F

Pinch points only happen with large pieces of machinery.

T

F

Pinch points have caused people to lose fingers and other body
parts.

T

F

It is important to know where the pinch points are in your work
area.

4. When trying to find pinch points, what questions should you ask yourself?
__________________________________________________________________
__________________________________________________________________
5. Talk to your instructor about where to get first aid and CPR training in your
area. Find out the following information:
Date of Next Training: _____________________

Cost: _____________

Location of Training: ___________________________________________
Training Organization: __________________________________________
 I have my first aid and CPR training already! Expiry date: ______________
 I am considering taking first aid and CPR training.
 I am not interested in taking first aid and CPR training at this time.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 14 of 85

Module 6: Health and Safety

Unit 5: Risk Management

Unit 5 – Risk Management
It is a fact that many trades work in dangerous situations. There is risk of injury
every day because of the type of work being done. It’s impossible to make a work
environment 100 percent safe, but there is a lot that can be done to minimize risk.
It takes effort, but the gain far outweighs the cost when you have a worksite where
no one gets hurt.
Risk management is something you can do ... every day, all day.

Always be on the lookout for situations that could be dangerous. Remember that
not everything that could potentially be dangerous is going to have a danger sign
attached to it. This is an opportunity to put all of the safety information you’ve
learned into practice. Prevention is the key.
Safety doesn’t just happen. It takes workers who are committed to making their
sites as safe as possible.
situation  accident  consequences
Your job is to look at every situation. Think, what could go wrong?
Ask yourself what accidents might happen and what the consequences
of that accident would be, and then go back and change the situation to
make it as safe as possible.
Tips
1.
Anticipate or look out for what could go wrong.
Example: If I set my saw on the edge of this table, someone could walk by
and knock it off. It could injure one or both of us.
Solution: Put your saw in a safer place.
Example: The extension cord stretches across the middle of the room, is
twisted up, and clumped in the middle.
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Solution: Tape the cord down, stretch it to the other side of the room by
laying it next to the wall, or at the very least, make sure it is laying flat with
no twists, turns, or clumps. When someone is coming into the room, make
them aware of the hazard by saying, “Watch out for the cord. Don’t trip.”
2.

Communicate with your co-workers and your supervisor. Ask questions if
you are unsure.

3.

Use common sense. If something looks dangerous, it probably is. Proceed
with extreme caution, or change the situation until it is safer.

4.

Listen to co-workers if they tell you that your work behaviour is unsafe.

5.

Don’t take shortcuts! They can cost you a lot more in the long run.
Example: Make sure the blades of the power saws you are using come to a
full stop before you set them down. If you don’t, they could make the saw
jump or cut the cord or cause any number of dangerous situations.

6.

Safety equipment and practices are there to protect you. Equipment is
designed because accidents have happened in the past. Equipment has to be
used properly.

7.

Learning and using proper safety procedures is as important, if not more so,
as knowing your trade. Your career in the trades would quickly come to a
stop if you lost your arm, hands, sight, or life!

8.

Keep the safety of your co-workers in mind as well. It is your responsibility
to make your environment safe for everyone, not just yourself.

9.

Practise good housekeeping. Clean up regularly.

Remember: Equipment, tools, and machines can all be replaced. Your
eyes, arms, fingers, toes, hands, and life cannot be replaced.
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Risk Management
Learning Activity #4
1. True or False?
T

F

Working in the trades can be dangerous.

T

F

The only way to be safe is to ask someone to do the work
for you.

T

F

Risk management is something that the boss does.

T

F

You need to ask yourself, “What could go wrong?”

T

F

You should keep yourself safe and not worry about your
co-workers.

T

F

Ask questions if you are unsure.

2. In your own words, explain what risk management is and why it is so
important.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 6 – Housekeeping

from: Construction Safety Association of Ontario, Material & Graphics reprinted, cited, or adapted,
with permission, from Construction Safety Association of Ontario, Safety Talks p. 16, http://www.csao.org/

Housekeeping on the job means:





cleaning up scrap and debris
putting garbage in containers
making sure the containers are emptied regularly
storing materials and equipment properly
We don’t do this to make the site look good.
Housekeeping helps prevent accidents and injuries.

Garbage can accumulate very fast on a jobsite: scrap lumber, broken bricks, pieces
of drywall, garbage from coffee breaks and lunches. Construction rubbish is often
irregular in shape, hard to handle, and full of sharp objects. One of the biggest
problems is packaging. Too often it gets removed from material and left where it
falls. This creates tripping and slipping hazards. It also makes other hazards
difficult to see.
When the site isn’t cleaned up, no one cares about leaving garbage where it drops.
Even worse, it invites more mess. When that happens you can’t see faulty wiring,
protruding nails, damaged flooring, or missing scaffold planks. Tools and material
can get misplaced in a cluttered work area.
It’s hard to concentrate on your work when you’re worried about slipping, falling,
or tripping on debris underfoot?
Production and installation time go up, while quality tails off.
Mess also makes it difficult to use materials handling equipment. As a result, more
material gets handled manually. This increases the risk of injury and damage.
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Housekeeping starts with you. What can you do about it?
 Clean up as work proceeds.
 Keep equipment and the areas around equipment free of scrap and debris.
 Keep stairways, ramps, and other travel areas clear.
 Secure loose or light material stored on roofs and open floors to keep it from
blowing away in the wind.
 Don’t let material fall from any level of the project. Use an enclosed chute
or lower the material in containers.
 Keep material at least 1.8 metres or 6 feet away from floor and roof
openings, floor and roof edges, excavations, and trenches.
 Store material so that it won’t roll or slide in the direction of the opening.
Use blocking if necessary.
 Before handling used lumber, remove or bend over any protruding nails and
chip away hardened concrete.
 Housekeeping is especially important when it comes to fire prevention.
Flammable rubbish and debris should be immediately removed from the
vicinity of welding, flame cutting, propane heating, or other ignition sources.
 A clean site may not always be a safe site, but housekeeping is a good way
to start improving health and safety on the job.
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Housekeeping
Learning Activity #5
1. Housekeeping on the job, in the construction field, refers to _____________
__________________________________________________________________
__________________________________________________________________
2. “If people are worried about slipping, falling, or tripping on debris,
production and installation time go up while quality tails off.” In your own
words, what does this sentence mean? Use an example.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
3. If you were asked the top five tips for keeping a work area clean, what
would they be?
1) _______________________________________________________________
2) _______________________________________________________________
3) _______________________________________________________________
4) _______________________________________________________________
5) _______________________________________________________________
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4. Housekeeping on the job means cleaning up _____________ and
__________, putting it in containers, making sure the containers are
_________________ regularly, and storing materials and ___________________
properly. Housekeeping helps prevent ________________ and ______________.
Construction rubbish is often __________________ in shape, ________________
to handle, and full of ________________ objects.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Housekeeping Do’s and Don’ts

from: Canadian Centre for Occupational Health & Safety (CCOHS)
Material & Graphics reprinted, cited, or adapted, with permission, from Canadian Centre for Occupational
Health & Safety (CCOHS), 135 Hunter Street East, Hamilton, ON L8N 1M5; Tel: (905) 573-4400; Toll
free 1-800-263-8466; Fax: (905) 572-4500; e-mail: inquiries@ccohs.ca

DO
 Gather up and remove debris to keep the work site orderly.
 Plan for the proper disposal of scrap, waste, and extra materials.
 Keep the work area and all equipment tidy. Have areas for waste materials
and provide containers.
 Keep stairways, passageways, and gangways free of material, supplies, and
obstructions.
 Secure loose or light material that is stored on roofs or on open floors.
 Remove or bend over nails protruding from lumber. Clearly mark nails that
have broken off as this creates a danger for the person cutting the wood.
DON’T
 Permit rubbish to fall freely from any level of the project. Use chutes or
other approved devices to remove materials.
 Throw tools or other materials.
 Raise or lower any tool or equipment by its own cable or supply hose.
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Housekeeping Do’s and Don’ts
Learning Activity #6
1. Without flipping back in your book, write DO or DON’T before each
sentence to make them true.
_________ gather up and remove debris to keep the work site orderly.
________

permit rubbish to fall freely from any level of the project. Use chutes
or other approved devices to remove materials.

_________ plan for the proper disposal of scrap, waste, and extra materials.
_________ keep the work area and all equipment tidy. Have areas for waste
materials and provide containers.
_________ throw tools or other materials.
_________ keep stairways, passageways, and gangways free of material, supplies,
and obstructions.
_________ remove or bend over nails protruding from lumber.
_________ secure loose or light material that is stored on roofs or on open floors.
_________ raise or lower any tool or equipment by its own cable or supply hose.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 7 – Slips, Trips, and Falls

(Source: Prevention of Slips, Trips, and Falls, Canadian Centre for Occupational Health and Safety
(CCOHS), OSH Answers, © 1997-2006 CCOSH - last updated on June 10, 1999. Reproduced with the
permission of CCOHS, 2007. http://www.ccohs.ca/oshanswers/safety_haz/falls.html)

Why is the prevention of slips, trips, and falls important?
In Canada, some sixty thousand workers get injured annually due to fall accidents.
This number represents about 15 percent of the “time-loss” injuries that were
accepted by workers’ compensation boards or commissions across Canada.
This causes great economical loss, amounts to a lot of pain and suffering and
sometimes (much too often) causes death. In most cases, this does not have to
happen.
What is needed?
 Understanding of how falls happen
 Identifying the trouble areas
 Eliminating or minimizing hazards of falling

How do falls happen?
Statistics show that the majority (60 percent) of falls are not from heights, but
rather the result of slips and trips. The remaining 40 percent of falls are from
heights.
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Slips
Slips happen where there is too little friction or traction
between the footwear and the walking surface. Common
causes of slips are:






wet or oily surfaces
occasional spills
weather hazards
loose, unanchored rugs or mats
flooring or other walking surfaces that do not have the same degree of
traction in all areas

Trips
Trips happen when your foot collides (strikes, hits) an object,
causing you to lose your balance and eventually fall.
Common causes of trips are:









obstructed view
poor lighting
clutter in your way
wrinkled carpeting
uncovered cables
bottom drawers not being closed
uneven steps or walking surfaces
electrical cords not properly secured

How to Prevent Falls Due to Slips and Trips
Both slips and trips result from some kind of unintended or unexpected change in
the contact between the feet and the ground or walking surface. This shows that
good housekeeping, quality of walking surfaces (flooring), selection of proper
footwear, and appropriate pace of walking are critical for preventing fall accidents.

© LLEO 2011, Public Works and Maintenance Labourers Essential Skills Training

Page 25 of 85

Module 6: Health and Safety

Unit 7: Slips, Trips, and Falls

General Housekeeping Helps Prevent Falls
Good housekeeping is the first and most important level of preventing falls due to
slips and trips. It includes:
 cleaning all spills immediately
 marking spills and wet areas
 removing obstacles from walkways and always keeping them free from
clutter
 securing (tacking, taping, etc.) mats, rugs, and carpets that do not lay flat
 always closing cabinet or storage drawers
 covering cables that cross walkways
 keeping working areas and walkways well lit
 replacing burned out light bulbs and faulty switches
All workers should watch for slipping and tripping hazards and either fix the
problem or report it to their supervisor. Failing to report a hazard is very
dangerous.
They must also take care that they are not “creating” those same hazards. Spills
must be cleaned up or clearly marked immediately. Tools should be put away
when they are not in use.
It is your responsibility to not only protect yourself from slips and trips, but to
protect those around you as well.
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Slips, Trips, and Falls
Learning Activity #7
1. In your own words, explain the difference between a slip and a trip.
__________________________________________________________________
__________________________________________________________________
2. List three ways people slip.
__________________________________________________________________
__________________________________________________________________
_________________________________________________________________
3. List three ways people trip.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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4. List four ways to prevent slips and trips.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
5. In your own words, explain the following sentence and give examples:
Workers must also take care that they are not “creating”
slipping and tripping hazards.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 8 – General Tool and Machinery Safety Tips

from: Canadian Centre for Occupational Health & Safety (CCOHS), Material & Graphics reprinted,
cited, or adapted, with permission from Canadian Centre for Occupational Health & Safety (CCOHS).

What should you do before using tools and machinery?
Tools and machinery can be dangerous if not used properly.

!

Only use tools and machinery that you have been trained
to use properly and safely.

!

Read owner’s manuals carefully.

!

Make sure you understand instructions before attempting
to use any tool or machine. Ask questions if you have any
doubts about doing the work safely.

What safety procedures should you follow when using tools and
machinery?
!

Always wear safety glasses or goggles.

!

Wear dust masks when required.

!

Wear hearing protection that is suitable for the level and frequency of the
noise you are exposed to in the area where you are working. If you have
trouble hearing someone speak from 3feet (1metre) away, the noise level
from the machine is too high. Damage to hearing may occur.

!

Use gloves to protect hands as needed, but do not wear them near rotating
blades and other machinery parts where the gloves can catch.
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!

Make sure safety guards are in position, are in good working condition, and
guard machines adequately before operating any tool or machine. Check
and adjust all other safety devices.

!

Make sure equipment is properly grounded before use.

!

Check that keys and adjusting wrenches are removed from the machine
before turning on the power.

!

If working with wood, inspect for nails or other materials before cutting,
planing, routing, or carrying out similar activities.

!

Make sure that all machines have start and stop buttons within easy and
convenient reach of an operator. Start buttons should be protected so that
accidental contact will not start the machine.

!

Ensure that all cutting tools and blades are clean, sharp, and in good working
order so that they will cut freely. Do not force the object you are cutting.

!

Turn the power off and unplug the power cord (or lock out the power
source) before inspecting, changing, cleaning, adjusting, or repairing a blade
or a machine. Also, turn the power off when discussing the work.

!

Use a "push stick" to push material into the cutting area. Jigs are also useful
in keeping hands safe during cutting procedures. Keep hands out of the line
of the cutting blade.

!

Clamp down and secure all work pieces when drilling or milling.

!

Use good lighting so that the work piece, cutting blades, and machine
controls can be seen clearly. Position or shade lighting sources so they do
not shine in the operator's eyes or cause any glare and reflections.

!

Ensure that the floor space around the equipment is big enough to allow you
to move the size of work being processed safely without bumping into other
workers or equipment.

!

Woodworking machines should be fitted with efficient and well-maintained
exhaust ventilation systems to remove sawdust or chips that are produced.
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!

Electric power cords should be above head level or on the floor in such a
way that they are not tripping hazards.

!

Keep work area free of clutter, clean, well swept, and well lit. Spills should
be cleaned up immediately. Floor areas should be level and non-slip. Good
housekeeping practices and workplace design will reduce the number of
injuries and accidents from slips, trips, and falls.

What should you avoid when working with tools and machinery?
!

Do not wear loose clothing, work gloves, neckties, rings, bracelets, or other
jewellery that can become entangled with moving parts. Tie long hair into a
pony tail.

!

Avoid awkward operations and hand positions where a sudden slip could
cause your hand to move into the cutting tool or blade.

!

Do not remove sawdust or cuttings from the cutting head by hand while a
machine is running. Use a stick or brush when the machine has stopped
moving.

!

Do not use compressed air to remove sawdust, turnings, etc. from machines
or clothing.

!

Do not leave machines running unattended (unless they are designed and
intended to be operated while unattended). Do not leave a machine until the
power is turned off and the machine comes to a complete stop.

!

Do not try to free a stalled blade before unplugging the power cord.

!

Do not distract or startle an operator while he or she is using equipment.

!

Horse play is not allowed. It can lead to injuries.
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Learning Activity #8
1. How do you know when the noise level is too high?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
2. Why shouldn’t you wear gloves when working near saw blades? What
could happen?
__________________________________________________________________
__________________________________________________________________
3. Pick one safety tip. Discuss it below, giving reasons why that tip is
important.
Safety Tip: ________________________________________________________
Reasons why it is important: __________________________________________
__________________________________________________________________
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4. “Ensure that the floor space around the equipment is big enough to allow
you to move the size of work being processed safely without bumping into
other workers or equipment.”
Discuss this tip. What does it mean? Why is it important? What could
happen if you did bump into another worker?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
5. Why shouldn’t you wear loose clothing, work gloves, neckties, rings,
bracelets, or long hair? What could happen?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
6. In your opinion, what is the most important safety tip to remember and why?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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7. Do you have other safety tips to share, or stories relating to safety? Write
them below and share them with your classmates or instructor.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 9 – Personal Protection Equipment (PPE)

(Source: Working Safer and Easier for Janitors, Custodians, and Housekeepers, Department of Industrial
Relations, Cal/OSHA Consultation Services, 916-574-2528,
www.dir.ca.gov/dosh/dosh_publications/Janitors.pdf)

Potential hazards exist in every workplace. Often, to make sure their employees
are safe, it is necessary for employers to provide Personal Protection Equipment
(PPE). This equipment is worn to reduce your exposure to potential hazards.

Types of PPE
There are many types of PPE available for a wide
variety of potential risks.
When choosing PPE, there are a few things to
think about. It is important that the equipment
selected is appropriate for the workplace and the
possible risks. All PPE should be designed and
constructed well, and should be regularly checked
and maintained. Finally, all PPE worn should fit
each individual properly.
Use the appropriate gloves, rubber apron, or other protective clothing if there is
likely to be skin contact with dangerous substances. Use safety glasses with side
shields, splash goggles, or a face shield when eye or face contact may occur. Also,
use nonslip safety shoes when working in a wet or slippery environment. Make
sure the PPE is maintained in good condition.
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Eye Protection
Most eye injuries in the workplace could be prevented if
employees wore the right eye protection. It should fit properly.
Carpenters, electricians, plumbers, pipe fitters, and their helpers
routinely use eye protection on the work site. Public works
labourers, because of their varied job descriptions, must be aware
of what PPE is required and wear it! Good safety goggles are
useless if they are sitting in your tool box and not on your face!
Some examples of potential eye injuries include:
 dust, dirt, metal, or wood chips entering the eye as a result of activities such as
chipping, grinding, sawing, hammering, the use of power tools, and even from
strong wind forces
 chemical splashes
 objects swinging into the eye or face
Some types of eye protection include:





Safety glasses have safety frames and impact-resistant lenses.
Goggles completely cover the eyes and provide protection from impact, dust,
and splashes.
Welding shields with special glass that protect the eyes from the harmful light
created when welding. They protect both the eyes and face from flying sparks
and metal. There are also face shields that do not protect when welding, but
rather shield the face from splashes.
glasses

goggles
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When selecting suitable eye and face protection, employees should
ask themselves the following questions:






What hazards will this protect me from?
Does it fit properly and is it reasonably comfortable?
Does it restrict my movement or vision?
Is it clean and durable?
Is it compatible with all other PPE that I am required to wear?

Safety glasses, goggles, and face shields protect the eyes from flying objects,
impact hazards, or chemical exposures. Safety glasses and goggles should fit
comfortably and allow clear vision. If you wear glasses for vision, find safety
glasses or goggles that are designed to fit over regular vision glasses.
Always wear eye protection when using hazardous chemicals.

Head Protection
Head injuries can kill you. They can also permanently change your personality,
your ability to walk properly, your memory, and your speech.
The easiest means of prevention is simply
wearing a hard hat. Hard hats can protect
an individual from impact and penetration
hazards, as well as from electrical shock
and burns. Know when a hard hat is
required and wear it!
Your municipality may have rules about
whether or not a hard hat may be worn
backwards. The issue is whether or not it
protects the same way if worn in this manner. Some documents state that if the
inside suspension system is turned around so that only the shell is backwards, that
it may comply with regulation. Others say that it is not safe. ANSI (American
National Standards Institute) only tests and certifies hard hats to be worn with the
bill forward. If the hat were to fail while the shell was on backwards, the
manufacturer cannot be held responsible.
Find out what the rule is within your municipality and stick to it!
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A hard hat should do the following:





resist penetration by objects
absorb the shock of a blow
be water resistant and slow burning
have clear instructions explaining the proper way to
wear, adjust, and care for it

Like any other form of PPE, it is important that head protection fit properly, be in
good condition, and be properly cared for.

Foot and Leg Protection
When facing possible foot or leg injuries from falling or rolling objects or from
crushing or penetrating materials, employees should wear protective footwear.
This is especially important when working with heavy objects which might fall or
roll onto an employee’s feet, with sharp objects which could penetrate ordinary
shoes, or where electrical hazards are present.

Safety shoes are the most common type of foot protection. They typically have
impact-resistant toes, metal insoles, and heat-resistant soles. When buying safety
footwear, look for the Canadian Safety Association (CSA) green patch label.
Proper footwear can help prevent slips on wet floors. Some rubber sole shoes are
designed just for walking in a wet environment. Anti-fatigue soles and insoles can
also reduce worker fatigue after long hours of standing on hard surfaces. Other
safety shoes and boots (steel toed) are designed to protect the feet from hard
impacts.
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Hand Protection
Gloves can protect the hands from injury. There are
different types of gloves made of materials to protect
hands from chemicals, biological agents, cuts, abrasions,
or temperature extremes. Gloves for protection from
chemicals are usually made of butyl rubber, neoprene,
nitrile, or natural rubber. Check with the Material Safety
Data Sheets (MSDS) to know what type of glove is
recommended. (MSDS will be covered in the Workplace Hazardous Material
Information System (WHMIS) section.)
Gloves are the most common and effective type of hand and arm protection
available when the hazard can not be eliminated through other precautions. The
wide variety of potential hand injuries makes choosing the appropriate pair of
gloves challenging.
The following are some factors that might influence the selection of
protective gloves:







types of chemicals being handled
the nature of contact (total immersion, splashing, etc.)
length of contact
what area of the hands and arms require protection
temperature protection
size and comfort

It is important to know that, when using some machinery, it is better not to wear
gloves. When using any machine where the glove could get caught or stuck, it is
better not to wear them. It is a good idea not to wear rings, watches, earrings, and
necklaces when operating certain types of machinery. You may be told very
specific rules about what you are allowed to wear, in order to make sure you are
safe. Make sure that you know the safety rules and that you follow them!
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Some gloves are double coated for increased protection. For example, a natural
rubber glove coated with a second layer of neoprene will protect from a greater
number of chemicals.
Gloves that are too large may make it harder to grip objects. If gloves are too
small, they may impair circulation to the hands. Your employer should provide
gloves in different sizes to ensure that each employee can select a pair that fits
properly. Some people, however, may have an allergic reaction to gloves made of
latex or natural rubber.
Types of Gloves
There are various types of gloves that can be chosen with consideration of the
factors previously mentioned. As a public works labourer, the most common
gloves you would encounter are:
 leather gloves that protect against sparks, moderate heat, blows, and rough
objects
 aluminized gloves that provide insulating protection against heat and cold
 fibre gloves that provide protection against heat and cold as well as against cuts
 synthetic gloves of various materials that can protect against heat and cold, cuts,
and some chemicals
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Hearing Protection
The need for hearing protection depends on a number of factors
such as the loudness of noise (decibels), the length of the
employee’s exposure to the noise, and whether the noise level
changes between employee’s various work areas.
Some of the more common types of hearing protection include:
 single-use earplugs which are self-forming when properly inserted
 pre-formed or moulded earplugs which are professionally fitted for
the individual. They can be disposable or reusable (in which case
they need to properly cleaned after each use)
 earmuffs that create a seal around the ear
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Learning Activity #9
1. PPE stands for:
____________________

____________________

____________________

2. Without flipping back in your book, list as many types of PPE as you can.
_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

_____________________________

3. In your own words, why is the use of PPE so important?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 10 – Contact Lenses at Work

from: Canadian Centre for Occupational Health & Safety (CCOHS)
Material & Graphics reprinted, cited, or adapted, with permission, from Canadian Centre for Occupational
Health & Safety (CCOHS), e-mail: inquiries@ccohs.ca

What are contact lenses?
Contact lenses are small, thin discs made of a
transparent (see through) material.
Contact lenses can be a safe way to correct vision for
most people.
Many people wear contact lenses because they prefer
them to eye glasses. Contact lenses do not slip down
your nose or fog up in the wintertime.
What is the problem with wearing contact lenses at work?
Put as simply as possible, the problem is that, according to some people, contact
lenses may complicate eye safety. Contact lenses may make it harder to keep your
eyes safe.
The arguments against wearing contact lenses in the work environment are based
on the following:


Dusts or chemicals can be trapped behind the lens and cause irritation or
damage to the eye.



Gases and vapours can cause irritation and a lot of eye watering.



A chemical splash may cause more injury when contact lenses are worn.
This increased risk is related to the removal of the lenses. If removing the
lens takes some time, first aid treatment may not be as effective and, in turn,
the eye's exposure time to the chemical may be increased.
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However, the opposite may be true as well. Contact lenses may prevent some
substances from reaching the eye. The injury may not be as bad or it might prevent
the injury. Both situations have been documented.
The critical point to remember is that contact lenses are not made to be used as
protective devices.
Remember: Contact lenses are not a substitute for personal
protective equipment (PPE)!

If eye and face protection is needed for certain work then all workers, including
contact lens wearers, should wear the proper protective devices.
Are there situations where it may be hazardous to wear contact
lenses?
Conditions may be hazardous to both contact lens wearers and to people who do
not wear them. Sometimes it is safer if you don’t wear your contact lenses. Each
situation should be looked at carefully. These situations may include:









exposure to chemical fumes and vapours
chemical splash
tiny matter or dust in the air
infrared rays
intense heat
dry atmosphere
flying particles
areas where caustic substances are handled, especially those used or stored
under pressure (caustic substances are those that burn or corrode)
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Contact Lenses at Work
Learning Activity #10
1. Describe, in your own words, the problem with wearing contact lenses at
work.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
2. List the pros and cons to wearing contact lenses. Use point form.
PRO (for)

CON (against)
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3. Contact lenses are not to be used as protective devices. They are not a
substitute for __________________________.
4. List situations where it may be hazardous to wear contact lenses.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 11 – Health and Safety: Federal and
Provincial
Health and safety is something that all levels of government are concerned about.
Federal
Canada’s Labour Code is an Act of Parliament of the Canadian government. It
contains a section (Part II) dealing with occupational health and safety.
To view the code:
http://laws.justice.gc.ca/en/L-2/
To view an overview of Canada Labour Code, Part II:
http://www.hrsdc.gc.ca/eng/labour/health_safety/overview.shtml
Provincial
Each province and territory has its own heath and safety act.
To view a list of provincial occupational health and safety acts:
http://www.esao.on.ca/links/provincial_acts.aspx
For example: the Occupational Health and Safety Act (OHSA) is piece of
Ontario legislation that establishes procedures for dealing with workplace hazards,
as well as a way of enforcing that the act is followed. Its purpose is to protect all
workers against possible health and safety hazards while they are working.
It has been in effect since 1979, but since that time it has been amended, or
changed, a few times. The changes help to make the act better for all workers.
The Act is available at this website:
http://www.e-laws.gov.on.ca/html/statutes/english/elaws_statutes_90o01_e.htm
A guide to help you read and understand the act is at this website:
http://www.labour.gov.on.ca/english/hs/pubs/ohsa/index.php
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Unit 12 – CCOHS
The Canadian Centre for Occupational Health and Safety (CCOHS) is a
Canadian federal government agency based in Hamilton, Ontario, which serves to
support the goal of eliminating all Canadian work-related illnesses and injuries.
http://www.ccohs.ca/
Their website is full of great information, all relevant to your health and safety.
Make time to visit their site.
OSHAnswers
CCOHS website has a section called OSHAnswers. A lot of the information in this
Health and Safety module is taken from, with permission, OSHAnswers.
http://www.ccohs.ca/oshanswers/
Occupations & Workplaces
Every trade has specific health and safety issues. OSHAnswers has a section on
their website that includes health and safety for specific types of workplaces,
including:
 Carpenter
 Construction worker – General
 Electrician
 Glazier (Glass Worker)
 Landscaper
 Painter
 Plumber
 Tree Planter
 Welder
There is no section for Public Works Labourers, so look through the workplaces
that have similar job duties. A public works labourer does many different kinds of
tasks that overlap many job descriptions.
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CCOHS
Learning Activity #11
1. Visit the OSHAnswers section of the CCOHS website. Find the section on
Occupations & Workplaces.
2. Go over the list of occupations. Click on the name of one trade that might
overlap with public works labourers. Read the profile given to see what
health and safety issues are listed, as well as preventative measures and good
general safe work practices.
3. Repeat for all occupations that overlap with public works.
4. Print any pages that are of use to you and put them in your binder.
NOTE: Any word that is underlined is a link to an information page. Click on
areas of interest to learn more. Print if necessary.


The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 13 – Lock Out / Tag Out
Lock Out
This is a system used to prevent hazardous energy from injuring or killing workers.
A lock is placed on a switch, valve, or circuit breaker. This closes off the energy
supply. Without an energy supply, the device will not work.
Tag Out
Tag out is usually the second step to locking out. To tag out means that a written
warning is placed on the lock, so that the disabled device or machine is clearly
identified as out of order. The worker who tags out should always sign his or her
name on the locked-out machine. The tag is a warning that it is dangerous to use
the tool until the lock and tag are removed.
Why must we lock out and tag out?
Lock out and tag out procedures are extremely important because they help ensure
the safety of you and your co-workers. Make sure to always follow lock out and
tag out procedures. It could mean your job, your life, or the life of another!
Remember: NEVER remove a lock or tag that does not belong to
you!

It is extremely important that you never remove another worker’s lock. It is
dangerous, could be deadly and it is illegal. If someone leaves their lock on a tool
or machine, do not try to remove it yourself. Inform your supervisor or manager
immediately, and let them know that the lock was left on.
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Lock Out / Tag Out
Learning Activity #12

1. Circle True or False for each of the following situations.
Lock out/Tag out procedures are in place to save lives.

TRUE FALSE

When in doubt of the safety of a machine or device,
ask your supervisor or manager for help.

TRUE FALSE

When you are locking out a machine, any lock is ok.

TRUE FALSE

You do not need to sign or initial the tag out slip that
you attach to your lock.

TRUE FALSE

Never lend your lock to another worker.

TRUE FALSE

It’s illegal to remove someone else’s lock.

TRUE FALSE

The following Essential Skills were used to complete this Learning Activity.
Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 14 – WHMIS Overview

Adapted from: Construction Safety Association of Ontario
Material & Graphics reprinted, cited, or adapted, with permission, from Construction Safety Association of
Ontario, http://www.csao.org/, WHMIS in Construction User’s Guide (unless otherwise stated)

Introduction
WHMIS (pronounced whim-iss) stands for the Workplace Hazardous Material
Information System. WHMIS is a Canada-wide system designed to protect the
health and safety of working Canadians by providing information about hazardous
materials on the job. WHMIS addresses the worker’s “right to know.”
There are three main areas to WHMIS:
1) labels
2) material safety data sheets (MSDS)
3) worker education and training
WHMIS deals with the preservation of life and health against hazardous substances
encountered at work.
The industry, labour, and government representatives who worked together to
create WHMIS were working to protect Canadians from injury or illness on the
job.
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WHMIS is the Law
For over four years, people from the federal (Canada), provincial (Ontario, British
Columbia, Newfoundland, etc.), territorial (Yukon, etc.), and organized labour, got
together and created WHMIS. The WHMIS legislations are laws in every province
and territory in Canada. Federal and provincial legislation make WHMIS a
Canada-wide program.
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Hazardous Material
The Hazardous Products Act says that any product, material, or substance which
falls into any of the six hazard classes described below is a controlled product.
CLASS

SYMBOL

EXAMPLE

CLASS A:

Compressed Gas
A substance that at room temperature
(20°C) is in a gaseous state and kept
under pressure.

oxygen

CLASS B:

Flammable and Combustible Material
A solid, liquid or gas that will ignite and
continue to burn if exposed to a flame.

acetone

CLASS C:

Oxidizing Material
A substance that will cause another
substance to burn.

chromic acid

CLASS D:

Poisonous and Infectious Material
1) Materials causing immediate and
serious toxic effects.

ammonia

2) Materials causing other toxic effects
(Cancer-causing materials are
included here.)

asbestos

3) Biohazardous Infectious Material

contaminated
blood products

CLASS E:

Corrosive Material
A substance that will erode steel or
aluminum, or destroy animal tissue.

hydrochloric acid
sodium hydroxide

CLASS F:

Dangerously Reactive Material
A material which will react with water to
produce a poisonous gas or which will
undergo a reaction if the container is
heated, pressurized, or agitated.

acetylene

Know these symbols...they could SAVE YOUR LIFE!
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Solid, Liquid, Gas
You can find hazardous substances in the workplace in the following forms:
SOLID
dust
fume
smoke

LIQUID
mist
vapour

GAS
carbon monoxide
methane
oxygen

SOLID: dust, fume, smoke
Dust is made by grinding, crushing, or handling. Fine particles of dust can remain
suspended in the air.
Fumes are formed when a solid, such as metal, condenses in cool air. This occurs
in welding operations.
Smoke is formed when a material containing carbon is burned.
LIQUID: mist, vapour
Mists are suspended liquid droplets formed when gases move into a liquid state or
when a liquid splashes or foams. For example, paint mist from spraying.
Vapours are made up of tiny droplets of substances which are normally a solid or
liquid. You may find vapours in cleaning agents and paint thinners.
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GAS
Gases are substances that do not exist as a solid or a liquid at room
temperature and pressure. Gases tend to spread out and occupy the
entire space you are in. Some examples are carbon monoxide,
methane, and oxygen.
All of these different forms of substances can contaminate workplace
air.
Chemicals can enter your body through:
!

your lungs - if you breathe fumes, mist, or dust

!

your skin - if liquid or dust touches, spills on you, or splashes

!

your mouth - if you eat after handling chemicals, or if you accidentally
swallow chemicals

!

your eyes - if chemicals splash on you or are in the air
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Getting Information Out
Everyone has a right to know about hazardous materials in their workplace.
WHMIS gives people the means to find out that information. It does this through a
three-pronged approach:
!

warning labels on containers of hazardous materials

!

material safety data sheets (MSDS) providing further, detailed information

!

worker training on how to use the information contained on the labels and
MSDS.

All three of these requirements are of equal importance for the success of WHMIS.
Labelling containers and providing material safety data sheets would accomplish
little if workers were not trained about the significance of the information
contained on the labels and MSDS. Similarly, training would be of little use if
containers and MSDS were not available to provide detailed information about the
products.
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Labels
The label is the first and most basic form of WHMIS hazard warning to employers
and workers. It is easily recognized, appears on the container of a controlled
product, and provides basic information about the risks associated with the use of
the material inside the container.
WHMIS requires two kinds of labels: supplier and workplace labels.
Supplier Labels
Suppliers are importers, manufacturers, or sellers of hazardous materials destined
for use in Canadian workplaces.
Note: Information must be in French and English in Canada.
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Workplace Labels

Workplace Identifiers
This is a substitute for the workplace label. It is used when a workplace label
might not be practical. Look at the picture below. The two identifiers (tags) are
used because there really is nowhere to put the labels. In this case, it makes more
sense to use tags. That way there is no confusion as to which label goes with
which pipe.

workplace identifiers
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Labelling of Chemicals
If chemicals are placed in another container, this new container must have a label
on it.
All containers must have labels. If two or more chemicals are mixed together, it
could cause a serious reaction.
If there is not label:

Stop! Do not use the chemical.
Tell your supervisor.
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Material Data Sheets (MSDS)
The MSDS is the second level of the WHMIS
information-delivery system. While the label
provides vital warning information to those on the
spot, the MSDS contains additional details
important for handling emergencies or clean-ups.
Much of the information provided on the MSDS is
of a technical nature. It is addressed primarily to engineers, occupational
hygienists, fire fighters, emergency coordinators, and others.
Nevertheless, it is useful for everyone in the workplace to understand how the
information on the MSDS can be used to protect health and safety.
For each controlled product likely to be encountered on the job, Ontario employers
must have an MSDS available at their site for workers.
Information Required on an MSDS
Product Identification and Use: Identification of
the product by generic name, trade name, brand name,
common name, chemical name, code name, or code
number. You also need a description of product use.
Hazardous Ingredients: Names, concentrations, and
other details of known hazardous ingredients, and of
other ingredients which the employer or supplier
suspects may be hazardous or whose dangers to the body are unknown.
Physical Data: Physical properties of the material, such as physical state (gas,
solid, or liquid), odour, and appearance.
Fire or Explosion Hazard: Information such as flashpoint of the material, and
upper and lower flammable limits.
Reactivity Data: Details of stability and reaction to conditions such as light, heat,
moisture, and vibration.
Toxicological Properties: Adverse health effects from exposure.
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Preventive Measures: Instructions for safe use, handling, and storage.
First Aid Measures: Instructions for initial treatment of anyone overexposed to
the material.
Preparation Information: Name, address, and telephone number of the person,
group, or department which prepared the MSDS and the date of preparation.

Material Safety Data Sheet – SAMPLE ONLY
SECTION 1 - PRODUCT IDENTIFICATION AND USE
PRODUCT

PRODUCT IDENTIFICATION

IDENTIFIER

NUMBER (PIN)

PRODUCT USE
MANUFACTURER’S NAME

SUPPLIER’S NAME

STREET ADDRESS

STREET ADDRESS

CITY

PROVINCE

CITY

PROVINCE

POSTAL CODE

EMERGENCY TELEPHONE NO.

POSTAL CODE

EMERGENCY
TELEPHONE NO.

SECTION 2 - HAZARDOUS INGREDIENTS
HAZARDOUS

%

CAS NUMBER

INGREDIENTS

LD
OF
50
INGREDIENT

LC
OF
50
INGREDIENT

(SPECIFY SPECIES

(SPECIFY SPECIES)

AND ROUTE)

SECTION 3 - PHYSICAL DATA
PHYSICAL STATE

ODOUR AND APPEARANCE

ODOUR THRESHOLD
(ppm)

VAPOUR PRESSURE

VAPOUR DENSITY EVAPORATION RATE

(mm Hg)
pH

BOILING POINT

FREEZING POINT
(NC)

SPECIFY GRAVITY COEFF. WATER/OIL DIST.

SECTION 4 - FIRE AND EXPLOSION DATA
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FLAMMABILITY
YES G NO G

IF YES, UNDER WHAT CONDITIONS?

MEANS OF EXTINCTION
FLASHPOINT (NC)

UPPER FLAMMABLE LIMIT

LOWER FLAMMABLE

(% BY VOLUME)

LIMIT
(% BY VOLUME)
HAZARDOUS COMBUSTION PRODUCTS

AUTOIGNITION TEMPERATURE (NC)
SENSITIVITY TO IMPACT

EXPLOSION

SENSITIVITY TO

DATA

STATIC DISCHARGE

SECTION 5 - REACTIVITY DATA
CHEMICAL STABILITY
YES G NO G

IF NO, UNDER
WHICH CONDITIONS?

INCOMPATIBILITY WITH OTHER SUBSTANCES
YES G NO G

IF SO, WHICH ONES?

REACTIVITY, AND UNDER WHAT CONDITIONS
HAZARDOUS DECOMPOSITION PRODUCTS
PRODUCT
IDENTIFIER

SECTION 6 - TOXICOLOGICAL PROPERTIES
ROUTE OF ENTRY
SKIN CONTACT G

SKIN ABSORPTION G

EYE CONTACT G

INHALATION G

INGESTION G

EFFECTS OF CHRONIC EXPOSURE TO PRODUCT

EXPOSURE LIMITS

TERATOGENICITY

IRRITANCY OF

SENSITIZATION TO

PRODUCT

PRODUCT

REPRODUCTIVE

MUTAGENICITY

CARCINOGENICITY

SYNERGISTIC PRODUCTS

TOXICITY

SECTION 7 - PREVENTATIVE MEASURES
PERSONAL PROTECTIVE EQUIPMENT:
GLOVES (PLEASE SPECIFY)

RESPIRATOR (SPECIFY)

EYE (SPECIFY)

FOOTWEAR (SPECIFY)

CLOTHING (SPECIFY)

OTHER (SPECIFY)

ENGINEERING CONTROLS (SPECIFY, E.G., VENTILATION, ENCLOSED PROCESS)
LEAK AND SPILL PROCEDURE
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WASTE DISPOSAL
HANDLING PROCEDURES AND EQUIPMENT
STORAGE REQUIREMENTS
SPECIFY SHIPPING INFORMATION

SECTION 8 - FIRST AID MEASURES
SPECIFIC MEASURES

SECTION 9 - PREPARATION DATE OF MSDS
PREPARED BY (GROUP,
DEPARTMENT, ETC.)
PHONE NUMBER
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Worker Training and Education
The third part of the WHMIS information delivery system is the worker education
program. Its purpose is to teach workers how to use the information on labels and
MSDS so that they can protect themselves. In fact, increasing workers’ knowledge
of the hazards of the materials they work with is the main aim of WHMIS.
As a public works labourer working for a municipality, you will receive WHMIS
training.
Remember: The information provided by labels or an MSDS will be of
little use unless workers can understand it and apply it!

Controlled Products
A worker who works with a
controlled product is … any person
who stores, handles, uses, or disposes
of a controlled product or a person who
supervises another worker performing
these activities.

Workers need to:
! have access to hazard information
! be able to understand it
! follow required procedures and precautions
! not be shy when it comes to asking a question or pointing something out
The employer has the general duty under the Occupational Health & Safety Act to
provide workers with the information, instruction, and supervision necessary to
protect their health and safety.
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Worker Responsibilities Regarding Training
The worker:
1) must take and learn the information on controlled products which the
employer must give you
2) must tell the employer when information about a controlled product is not
good enough to keep the workers healthy and safe
3) should work with the employer through the health and safety representatives
to make the training program as good as possible
4) should understand something completely and if not, should ask for it to be
explained until it is understood
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WHMIS on the Job

You may never be the worker who brings a dangerous substance onto a job site. It
may never be part of your job, but that doesn’t necessarily mean that you won’t
come across it. Other municipal workers or contracted workers may bring it to a
shared job site. It’s important for your safety that you are aware of that so that you
are able to better maintain a safe workplace.
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Types of Health Hazards
DEFINITIONS
Carcinogen means that it may cause cancer.
Corrosive means that it destroys or changes your tissues when it touches you, like
acid.
Toxic means that it’s dangerous, but that it may take a long exposure to the
substance to affect your health.
Highly Toxic means that it can kill you quickly, even if the exposure is only a short
period of time.
Irritant means that it harms your skin, but it doesn’t cause permanent damage.
Sensitizer means that it causes an allergic reaction that can get worse the longer
you are exposed.
Target Organ Effects means that it damages a specific organ or system in your
body, like your kidneys or central nervous system.
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Chemical Tips
 Some chemicals may be safe by themselves, but become very dangerous
when they come in contact with other chemicals, or even water.
 Store chemicals properly.
 Assume that all chemicals are hazardous.
 Wear your PPE (Personal Protection Equipment).
 Know the location of emergency showers, eyewash stations, fire
extinguishers, and exits.
 Wash your hands and face frequently during the day and be careful not to
carry chemicals home on your clothing, hands, or hair.
 Avoid practical jokes or other behaviour that might confuse, startle, or
distract another worker.

Want more WHMIS?
A guide to the WHMIS legislation is at this site:
http://www.labour.gov.on.ca/english/hs/pubs/whmis/index.php
The Internet has a lot of information about health and safety and WHMIS.
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WHMIS Overview
Learning Activity #13
  
1. WHMIS believes that workers have a
__ __ __ __ __

__ __

__ __ __ __ !

2. What are the three main areas of WHMIS?
a) ________________________________________________________________
b) ________________________________________________________________
c) ________________________________________________________________
3. What is a controlled product? (Circle the correct answer).
a) an item you can’t have
b) a product, material, or substance that falls into one of the 6 hazard classes
c) a product that is safe for anyone to handle, regardless of training
4. Asbestos is an example of a material that causes other toxic effects.
_______________ is an example of a dangerously reactive material.
_______________ is an example of a compressed gas.
_______________ is an example of a material causing immediate and serious toxic
effects.
5. Follow the example given to fill in the blanks. Try to use your own words.
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Example: The skull and cross bones symbol tells me that the material is
poisonous or infectious, and causes immediate and serious effects.
The letter R symbol tells me that the material ____________________________
__________________________________________________________________
The flame symbol tells me that the material ______________________________
__________________________________________________________________
The flame and circle symbol tells me that the material ______________________
__________________________________________________________________
The symbol that looks like a cross between a T and an exclamation mark (!) tells
me that the material _________________________________________________
__________________________________________________________________
The symbol that has a bottle or container on it tells me that the material ________
__________________________________________________________________
The symbol that has three semi-circles joined together tells me that the material
__________________________________________________________________
__________________________________________________________________
The symbol that shows a hand and a piece of steel with two bottles dripping on
them tells me that the substance ________________________________________
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__________________________________________________________________
6. Why is it important to know these symbols?
__________________________________________________________________
__________________________________________________________________
7. How is dust formed? ____________________________________________
__________________________________________________________________
8. Welding causes dangerous __________________.
9. Smoke is formed when a material containing carbon is _________________.
10. When you use spray paint, you are creating _________________________.
11. You may find vapours in ________________________________________
__________________________________________________________________
12. Three examples of gases are _____________________________________
__________________________________________________________________
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13. What are the four ways that chemicals can enter your body?
1)

_____________________________________________________________

2)

_____________________________________________________________

3)

_____________________________________________________________

4)

_____________________________________________________________
14. What are the three ways that WHMIS works towards worker safety?

1)

_____________________________________________________________

2)

_____________________________________________________________

3)

_____________________________________________________________
15. The label is the first and most basic form of WHMIS hazard warning to

employers and workers. It is ______________________________, appears
on the container of ____________________________________________ ,
and provides _______________________________ about the risks
associated with the use of the material inside the container.
16. WHMIS requires two labels:
1)

_____________________________________________________________

2)

_____________________________________________________________
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17. Suppliers are importers, manufacturers, or sellers of ___________________
___________________________ destined for use in Canadian workplaces.
18. Underline all that apply. Supplier labels contain:
first aid measures
supplier name & address
phone number of hospital
risk phrases
instructions for using product to clean floors
the name of the company that you work for
hazard symbols
product name
Spanish instructions
precautionary measures
reference to MSDS
19. Workplace labels contain:
1)

_____________________________________________________________

2)

_____________________________________________________________

3)

_____________________________________________________________
20. What are workplace identifiers?

__________________________________________________________________
__________________________________________________________________
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21. What should you do if you come across a chemical that is not labelled?
__________________________________________________________________
__________________________________________________________________
22. Explain, in your own words, why it is important that a firefighter have the
MSDS sheets for a building that is on fire.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
23. The following items are required on MSDS. Give one example for each.
The first two have been done for you.
Product Identification and Use:
Hazardous Ingredients:

trade name

details of known hazards

Physical Data: _____________________________________________________
Fire or Explosion Hazard: ____________________________________________
Reactivity Data: ____________________________________________________
Toxicological Properties: ____________________________________________
Preventive Measures: _______________________________________________
First Aid Measures: _________________________________________________
Preparation Information: _____________________________________________
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24. Explain why WHMIS does more than just provide labels and MSDS.
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
25. What is the definition of someone who works with a controlled product?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
26. The employer has the general duty under the Occupational Health & Safety
Act to ____________________________________________________________
_________________________________________________________________
_________________________________________________________________
27. What four things are workers responsible for in regard to training?
1) _______________________________________________________________
2) _______________________________________________________________
3) _______________________________________________________________
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28. On a construction site, how might workers run into hazards where
chemicals are concerned?
__________________________________________________________________
__________________________________________________________________
29. Draw a line from the hazard to its definition.
highly toxic

similar to highly toxic, but takes longer exposure

target organ effects

damages a specific organ

carcinogen

can kill you quickly

toxic

may cause cancer

irritant

causes an allergic reaction

corrosive

harms your skin

sensitizer

destroys or changes your tissues

30. Pick one chemical tip. Why is it important? What might happen if this tip
were ignored?
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 15 – My Health and Safety Commitment
For More Information on Health and Safety
Health and safety is such a big subject, that it’s impossible to cover everything in
one module. This module was designed to give you an overview, as well as stress
the importance of health and safety.
If you would like to learn more about health and safety, there are many ways to do
that. Use the Internet to find information. There are free on-line WHMIS tests that
will test your knowledge. Ask your instructor about WHMIS training in your area
that you could take and receive a certificate.
There are many other safety training courses you can take, depending on what
trade you are entering. Once you have narrowed down which trade you would like
to enter, you can research accordingly.
Learning about Health and Safety does not have to stop when you are done this
module. In fact, it shouldn’t stop.
Supplementary Learning Activity

Book Title: Skilled Trades Helper Essential Skills Curriculum
© LLEO, 2004

This is an excellent resource for exploring skilled trades and includes a
module on Health and Safety. If your literacy agency has a copy of it, or can
order one, you might want to work through parts of this curriculum as well.
There are sections on ladder safety, hand tools, electric tools, woodworking
tools, pneumatic tools, electrical safety, fire extinguishers, auditory safety,
and more.

I, __________________________, understand the importance of
(name)
health and safety training and I commit to continuing to learn and
practice good health and safety practices.
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Health and Safety on the Web
Use the Internet to find more information on health and safety. There are hundreds
of websites devoted to it.
Remember: Not all information on the Internet is true, current, or
applicable to you.
Look for dates on the website. Always check to see what the source is
when researching information. Information from a site called Joe’s
Health and Safety Stuff might not be the best source. You might also
find information from another province or the United States, which might
have different policies and rules.
Take notes, and if need be, call your local apprenticeship office to
confirm what you’ve read.

Ontario Ministry of Labour
http://www.labour.gov.on.ca/english/hs/
What Vehicle Body Repair Shops Need to Know
http://www.labour.gov.on.ca/english/hs/sawo/pubs/fs_autobody.php
CSA Standards
http://ohsviewaccess.csa.ca/default.asp
Workplace Hazardous Materials Information System (WHMIS): A Guide to
the Legislation
http://www.labour.gov.on.ca/english/hs/pubs/whmis/index.php
HRSDC Health and Safety
http://www.hrsdc.gc.ca/eng/labour/health_safety/index.shtml
Free HRSDC Health and Safety Publications
http://www.hrsdc.gc.ca/eng/labour/publications/health_safety/index.shtml
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Health Canada Occupational Health and Safety
http://www.hc-sc.gc.ca/ewh-semt/occup-travail/index-eng.php
Workers Health and Safety Centre
http://www.whsc.on.ca/
Canada’s National Workplace Health and Safety Website
http://www.canoshweb.org/
Government of Saskatchewan Occupational Health and Safety
http://www.labour.gov.sk.ca/ohs
WSIB Prevent-It
(Download Launching a Safe Start Workers Guide)
http://www.prevent-it.ca/index.php?q=learn-it-workers
WSIB Young Worker Awareness Program
http://ywap.ca/english/index.htm
(Take the Health and Safety Quiz - http://ywap.ca/english/quiz.htm)
WSIB Health and Safety 101
http://www.hs101.ca/homepageEng.htm
Quantum System 2000 Inc's Free WHMIS Course
http://www.whmiscourse.ca/
IAPA Free Health and Safety Resource Downloads
http://www.iapa.ca/main/Resources/resources_downloads.aspx#fire
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Public Works and Maintenance Labourers:
Module 6 – Health and Safety
Learner Self-Assessment
When you have completed Module 6 – Health and Safety, assess your performance.
Check yes or no in the boxes below. In the comments section, you can write down
thoughts you have about the section. Use a blank sheet of paper if you need more
space.
I started this chapter on (date) _______________ and finished on (date) ___________.

Public Works and Maintenance Labourers:
Module 6 – Health and Safety
Unit 1 – What is Health and Safety?

I have a basic understanding of what is meant by the term
“health and safety.”

 yes  yes

 no

I can list several examples of health and safety concerns
in the workplace.

 yes  yes

 no

I can list actions that if done over and over can lead to
body injuries.

 yes  yes

 no

I can list symptoms to look for that could lead to further
injury.

 yes  yes

 no

I can explain and demonstrate the safe lifting procedure.

 yes  yes

 no

I know what NOT to do when lifting.

 yes  yes

 no

but I need
more practice
but I need
more practice

Unit 2 – Know Your Body
but I need
more practice
but I need
more practice

Unit 3 – Lifting
but I need
more practice
but I need
more practice

Unit 4 – Hazard Assessment and Emergency Procedures
I have a basic understanding of what a hazard
assessment is and why it’s important.

 yes  yes

 no

I can list several potential risks and hazards to look for
when doing a Hazard Assessment.

 yes  yes

 no

I can explain what a pinch point is and know to watch for
them when using tools and machinery.

 yes  yes

 no
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I understand the importance of first aid and CPR training.

 yes  yes

 no

I know that I need to know the location of eye wash
stations, first aid kits, emergency telephone numbers, etc.

 yes  yes

 no

I know that only qualified personnel with specialized
training should be allowed to clean up chemical spills.

 yes  yes

 no

I understand that safety doesn’t just happen and that it
takes commitment from every person on the job site.

 yes  yes

 no

I can list some ways to manage risk on a job site.

 yes  yes

 no

I know to ask “what could go wrong?”

 yes  yes

 no

I understand the meaning of “housekeeping” in relation to
the job site.

 yes  yes

 no

I understand how housekeeping plays a role in workplace
health and safety.

 yes  yes

 no

I can list several good housekeeping tips.

 yes  yes

 no

I know the difference between a slip and a trip.

 yes  yes

 no

I can list several common causes of slips.

 yes  yes

 no

I can list several common causes of trips.

 yes  yes

 no

I can list several ways to prevent slips, trips, and falls.

 yes  yes

 no

but I need
more practice
but I need
more practice
but I need
more practice

Unit 5 – Risk Management
but I need
more practice
but I need
more practice
but I need
more practice

Unit 6 – Housekeeping
but I need
more practice
but I need
more practice
but I need
more practice

Unit 7 – Slips, Trips, and Falls
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice

Unit 8 – General Tool and Machinery Safety Tips
I know that I need to understand instructions before
attempting to use a tool or machine.
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I know that I need to wear safety equipment when using
tools and machinery.

 yes  yes

 no

I know that safety guards are in place to protect me.

 yes  yes

 no

I can list several general safety tips to keep in mind when
using tools and machinery.

 yes  yes

 no

I can list several things to avoid when using tools and
machinery.

 yes  yes

 no

I know the meaning of PPE.

 yes  yes

 no

I can list several types of PPE.

 yes  yes

 no

I understand and can explain the importance of wearing
appropriate PPE.

 yes  yes

 no

 yes  yes

 no

 yes  yes

 no

 yes  yes

 no

I can find the CCOHS website.

 yes  yes

 no

I have a basic understanding of what the CCOHS website
offers and how it might help me learn more about health
and safety.

 yes  yes

 no

but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice

Unit 9 – Personal Protection Equipment
but I need
more practice
but I need
more practice
but I need
more practice

Unit 10 – Contact Lenses at Work
I understand, and can explain, the basics of why wearing
contact lenses at work could potentially complicate eye
safety.
I know that contact lenses are not a substitute for PPE.

but I need
more practice
but I need
more practice

Unit 11– Occupational Health and Safety Act
I understand that there both federal and provincial
occupational health and safety acts exist.

but I need
more practice

Unit 12– CCOHS
but I need
more practice
but I need
more practice

Unit 13– Lock Out / Tag Out
I have a basic understanding of what is meant by lock out/  yes  yes
but I need
tag out.

 no

more practice
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I know the importance of lock out/ tag out.

 yes  yes

 no

I know that a worker must never remove or tamper with a
lock or tag.

 yes  yes

 no

I know what the acronym WHMIS stands for.

 yes  yes

 no

I know the three main areas of WHMIS.

 yes  yes

 no

I know that WHMIS is law and that I must be properly
trained.

 yes  yes

 no

I know the WHMIS symbols for controlled products. I
know that memorizing them could save my life.

 yes  yes

 no

I know the different ways that chemicals can enter the
body.

 yes  yes

 no

I know the three ways WHMIS gets information out to
workers.

 yes  yes

 no

I know the two different types of labels used on containers
of controlled products.

 yes  yes

 no

I know what to do if there isn’t a label on a container.

 yes  yes

 no

I know what is meant by the acronym MSDS.

 yes  yes

 no

I understand why MSDS are important.

 yes  yes

 no

I know what my responsibilities as a worker are towards
my WHMIS training.

 yes  yes

 no

 yes  yes

 no

but I need
more practice
but I need
more practice

Unit 14 – WHMIS Overview
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice
but I need
more practice

Unit 15 – My Health and Safety Commitment
I understand the importance of continuing to learn and
practice good health and safety practices.

but I need
more practice

Comments:
______________________________________________________________________
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Learner Evaluation and Feedback
Public Works: Module 6 – Health and Safety
1. Did you enjoy doing the learning activities in Public Works: Module 6 –
Health and Safety?
 yes

 no

2. How well do you think you did on these activities?
 very poorly

 not that well

 fairly well

 very well

3. Were the instructions easy to follow?
 not at all

 a little confusing and I needed help

 yes

4. Do you think these learning activities are relevant to your goal of
becoming an apprentice?
 yes

 no

Comments:
(Write as little or as much as you want. Comments help your instructor
know if you are having problems, if you’ve enjoyed the material, or if you
didn’t enjoy it. Your instructor can then work with you to make your
learning more enjoyable. Use blank sheet of paper if you need more
room.)
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
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Practitioner Guide

To the Practitioner:
Introduction
The job profile for Public Works and Maintenance Labourers, on which this
curriculum is based, covers mostly ES levels 1 to 2, with more complex tasks
fitting into ES level 3. Further information regarding the Essential Skills profiles
can be found at the following website:
http://www.hrsdc.gc.ca/eng/workplaceskills/essential_skills/general/home.shtml
When working with this curriculum and presenting it to a learner or group of
learners, it is important to understand and emphasize that the intent and focus is the
acquisition of transferable Essential Skills.
We do not claim to have written the ‘ultimate tool’ for teaching your learners to
become Public Works and Maintenance Labourers. It is a start. The intention and
the hope is that your learners will work through these pages of readings, learning
activities and demonstrations, and then be able to enter the workforce in entry-level
positions. Some students may work through it for interest only. Some may only
want to do sections of it.
This curriculum will not provide by itself the sole method of instruction of the
required Essential Skills for employment. Learners will still require your
instruction and, possibly, other resources and activities to support this material. If
you find that learners are struggling with a concept or idea, take them out of the
curriculum and offer supplementary work until they understand it. Put them back
into the curriculum when they are ready.
The curriculum, learning activities and demonstrations were written in a way that
would allow for group work or one-on-one. A combination of the two is the ideal,
with group work allowing for discussion and teamwork.
Most of the information you will need to know in order to teach this curriculum is
found within the modules written for the learners. This guide gives additional
information, as well as guidelines for evaluating the learning activities.
Many of the activities rely on you and the learner researching and downloading
information from the Internet. Use the Internet as a tool. Use the Internet to
supplement the material provided to create the best learning environment for your
students.
_____________________________________________________________________________________________________________________
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Remember: Websites Change and Links are Lost
This curriculum contains many websites that you’ll be asked to visit. Please
remember that websites are not permanently available. They change all the time.
Web addresses change. Content changes.
Some of the links provided may not work. You may need to search for the
appropriate site. Use key words. You may see a text box reminder like the one
below.

Keyword Internet Search:
Canada’s Labour Market Information
Look for a website that is from the Government of
Canada.
The Information You Find
Remember: Not all information on the Internet is true, current, or applicable to you.
Look for dates on the website. Always check to see what the source is when
researching information. Information from a site called Joe’s Public Works and
Maintenance Stuff might not be the best source. You might also find information
from another province or the United States, which could have different policies and
rules.
Take notes, and if need be, call a local municipality to confirm what you’ve read.

Favourites
If you are working on a computer that you are allowed to mark favourites on, it’s
helpful to do so. You could possibly visit so many sites, that you’ll lose track of
them. Be sure to ask your instructor if it’s permitted.

_____________________________________________________________________________________________________________________
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Learner
The Learner folder includes the Curriculum Cover page, Acknowledgements page
and the Modules.
Modules (or Chapters) and numbered sequentially and each builds on the
information from the previous. Within each Module are Units (Topics) which
relate to a theme attached to the Module. The header of the content pages
identifies the Module number and name (left side) and the Unit number and name
(right side). The header for a Learner Activity identifies the Module number and
name only.
Units may also have Sub Units (Sub Topics). These deal with more details of the
Unit.
Learning Activities are tasks the learner is to complete. These are throughout each
Module and refer to the material covered in the preceding Unit or Sub Unit. The
Learning Activities allow the learner to practice the new skills and to identify the
Essential Skills needed to complete the task (see Essential Skills Boxes for more
information). The learner should pass completed Learning Activities to you to be
evaluated using the Answer key provided.
Note: Some agencies copy the learning activities in advance to pass to the
learner so the original stays clean.
The Learner Self Assessment is located at the end of most Modules. This tool
allows the learner to reflect on the content of the Module and decide if more work
on certain topics would be beneficial. The Learner Self Assessment is not scored
but may be used as a tool for discussion with the learner (e.g. about progress or
areas of difficulty).

Practitioner
This folder contains the Practitioner Guide and Answers (to the Learning
Activities). It is recommended you read the Practitioner Guide before the learner
begins the curriculum.
The Answers contain the suggested answers for all the Learning Activities. The
completed Essential Skills boxes for the Learning Activities in the later Modules
are also included in this file.

_____________________________________________________________________________________________________________________
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Learning Activities
The Answers file contains the answers to all the learning activities. Along with the
specific answers, the objectives of the learning activity are included. (e.g.: the
object of the question is to offer an opinion, no matter what that opinion is).
The developers of the curriculum discussed the issue of marking. There is no
marking scheme with the training. You will decide what the questions will be
worth. Just remember that students will be marked differently based on their
current skill level. You, the instructor, know your student’s strengths and
weaknesses. Mark accordingly. For example, if your student needs to work on
spelling, then gradually change how you handle spelling mistakes. At the
beginning of the material, underline the spelling mistakes. As that student
progresses, require more self-editing. The most important thing to look for is
answers that are complete and show that the student has considered the question
carefully.
The choice is yours as to how to grade learners’ work. As the writers, we believe
that it depends on the learner. Some may choose a percentage mark for each
learning activity. Others feel that offering a grade of Excellent, Satisfactory, and
Unfinished would be more meaningful than a numerical mark. Still others feel that
a discussion of errors and steps to improvement is sufficient. The important thing
to remember is that learning is a progression and the purpose is for the learner to
acquire the skills before he/she receives a certificate. For example, a learner may
not be able to read and answer questions in the first or second module but may
have sufficiently acquired the skill by the fifth or sixth and therefore adequately
“pass” the curriculum.
When learning activities ask for an opinion, then no matter what the opinion is, if
the learner writes one, then the answer is correct. If, while marking it, you believe
the information in the opinion is wrong, do not take marks away for being
incorrect, but rather write a note to the learner or discuss with them a more suitable
answer.
Wherever possible, learners are asked to write in their own words. If they do not
follow that prompt, technically, the answer is wrong. Following written
instructions is a large part of what is being taught.
Feel free to adapt or omit certain activities to suit the needs of your learners. But,
please note that any certificate of recognition or completion awarded at the end
should indicate these changes.
_____________________________________________________________________________________________________________________
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Learner Self-Assessment
At the end of each module is a learner self-assessment. This is meant as a tool for
learners to self-assess the skills and tasks that they are guided to do in the
curriculum. It can be useful for a practitioner to sit with a learner and go over the
completed self-assessment with them, in order to help learners develop the skill of
being able to honestly self-assess. It can be used as the basis for a verbal test of
sorts (i.e., “I know that there are nine Essential Skills and can name at least two.”)

Demonstrations
Demonstrations are ‘chunky’ activities or tasks that require a number of Essential
Skills to complete. They are based on topics from the curriculum. The learner can
complete a demonstration to show the ability to complete the tasks while using the
required Essential Skills. These may be the evidence needed to demonstrate a
learner is ready to move on to the next phase (e.g. more training, employment).
Demonstrations are a form of exit assessment. The demonstrations include
matrices for evaluating the learner’s performance.
Demonstrations include the Essential Skills and Complexity Levels required to
complete the tasks. The learner and practitioner can discuss the demonstrations,
timelines, etc. The demonstrations also include information for the practitioner
and the learner.

Essential Skills Boxes
The Essential Skills boxes are found at the end of each Learning Activity.
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

The intention of the Essential Skills boxes is to get the learner thinking about the
Essential Skills by placing them in a familiar context (such as completing an
activity). It is also hoped that the learner will be able to identify the Essential
Skills being used to complete tasks and come to understand that these skills are
transferrable. The Essential Skills boxes also provide the opportunity for the
learner and you to define the Essential Skills and how they are used.
_____________________________________________________________________________________________________________________
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In the early Modules, the Essential Skills the learner uses to complete the Learning
Activity are identified by the checked box.
In the later Modules, the learner should identify the Essential Skills used to
complete the Learning Activity by placing a check mark in the box next to the
skill.
The following Essential Skills were covered in this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

DISCLAIMER:

The materials in this publication have been compiled from sources believed to be
reliable and to represent the best current opinions on the subject, as of the
publication date. Every effort has been made to ensure the validity of the material.
Neither LLEO nor any quoted sources are responsible for any errors or omissions.
They are also not liable for any loss, claim, or demand arising from any use,
misuse, or reliance upon the information. This manual is intended to help
practitioners provide basic guidelines for safe practices inside a literacy setting.
Do not assume, therefore, that all necessary warnings, precautionary measures, and
legal standards are contained in this document and that other or additional
measures may not be required.

_____________________________________________________________________________________________________________________
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Module 1: Essentials Skills and Public Works

Module 1: Essential Skills and Public
Works
Unit 1 – Essential Skills for Public Works
Module 1 – Unit 1
Learning Activity #1 – Public Works Essential Skills Profile
1.
- followed the link to the Essential Skills profile
- printed off a copy of the profile if seriously considering applying for work
Note: Learner may require help to read and understand the profile as they are
difficult documents, however the information could be very valuable to a learner
who is seriously considering applying for work in the field.
2.

- checked appropriate checkboxes if able to find and print profile

3.

- found the Reader’s Guide located on the Essential Skills website
- skimmed through the Reader’s Guide to better understand profiles
- highlighted tasks that learner identified as possible areas of difficulty
- communicated with instructor any areas of concern

Unit 2 – NOC
Module 1 – Unit 2
Learning Activity #2 – NOC
1.
- followed the link to the NOC #7621 website
2.

- listed any eight examples of job titles from the NOC

Possible answers include:
•
•
•
•
•
•
•
•

casual worker – public works
dump man/woman
garbage collector
garbage receptacle maintainer
garbage truck loader
garbage man/woman
general labourer – public works
helper – garbage collection

© LLEO 2011, Public Works Essential Skills Training

•
•
•
•
•
•
•

highway line painter
labourer – sanitary service
labourer crew leader – public works
line-painting machine operator –
highways and roads
maintenance labourer – public works
manual cleaner, sewer pipes
manual cleaner, sidewalks
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•
•
•
•
•
•
•
•
•
•
•
•

manual sewer pipe cleaner
manual sidewalk cleaner
manual street cleaner
manual street sweeper
municipal elemental worker
municipal general labourer
municipal labourer
parking meter collector
playground maintenance
man/woman
public works labourer
refuse collector
road maintenance worker

Module 1: Essentials Skills and Public Works

•
•
•
•
•
•
•
•
•
•

road maintenance worker – public
works
sanitation man/woman
sanitation worker
seasonal worker – public works
sewer maintenance worker
sewer system maintenance worker
sidewalk cleaner
sidewalk snowplough operator
sidewalk-cleaning equipment
operator
snowplough operator, sidewalk

3.
- wrote two or three points about the job of public works and maintenance
labourers
Possible answers include:

Public works and maintenance labourers perform a variety of labouring activities to maintain
sidewalks, streets, roads and similar areas. They are employed by municipal, provincial and
federal government public works departments or by private contractors under contract to
governments.
•
•
•

•
•
•
•
•
•
•
•
•
•
•
•

Clean and maintain sidewalks, streets, roads and public grounds of municipality and other
areas, working as member of crew
Sweep debris and shovel snow from streets, sidewalks, building grounds and other areas,
and load snow and debris into carts or trucks
Shovel cement and other materials into cement mixers, spread concrete and asphalt on
road surfaces using shovels, rakes and hand tampers, and perform other activities to assist
in maintenance and repair of roads
Spread sand or salt on sidewalks for snow and ice control
Dig ditches and trenches using shovels and other hand tools
Operate jackhammers and drills to break up pavement
Operate power mowers and cutters to cut lawns and grass along roadsides
Cut trees, trim branches, rake leaves, apply fertilizer and insecticides by hand, and water
public lawns, trees and shrubs
Load and unload trucks with supplies and equipment
Collect money from coin boxes of parking meters along established route
Collect and load refuse on garbage trucks
Assist equipment operators to secure attachments to equipment or trucks
Assist in routine maintenance and repair of equipment
Assist skilled tradespersons such as carpenters, plumbers and mechanics
May operate mobile sidewalk-cleaning equipment.
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Module 2: Public Works 101

Module 2: Public Works 101
Unit 1 – Understanding Public Works
Module 2 – Unit 1
Learning Activity #1 – A Quiz on the Very First Page?
1.
- read each of the 6 questions
- checked off yes, no, or not applicable to me
Since there is an option of Not Applicable to Me, leaving a statement unanswered
would be incorrect because they did not follow the prompt and therefore, did not
use this document correctly.
This activity is designed to help a learner see what areas of daily living are also a
part of public works. Each “question” is discussed on the page following the
learning activity. While there are no “wrong” answers, as a learner is selfidentifying their usage of public works, if you note that a learner is not aware of
public parks in their town, or they say that there are no bridges in their town when
in fact you know that there are, you will need to draw their attention to these so
they become aware.
Module 2 – Unit 1
Learning Activity #2 – Projects of the 20th Century Word Search
1.
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Module 2 – Unit 1
Learning Activity #3 – Researching Projects of the 20th Century
1.
- chose one project from the list
2.

- used the Internet to research at least 3 pieces of information

3.

- recorded findings

Module 2 – Unit 1
Learning Activity #4 – Your Municipality
1.
- knew, or was able to research, the name of their municipality
2.

- knew, or was able to research, their municipality’s website

3.

- located the Public Works section of the website
- found information by either printing and highlighting or recording in
binder

Unit 2 – Public Works NOC
Module 2 – Unit 2
Learning Activity #5 – NOC Public Works Duties
1.
- listed duties
- self-identified their previous experience using a checkmark
- thought about each task and came up with a list of possible tools that might
be needed
- self-identified their previous experience using each tool using a checkmark
- thought of the area where the work is completed
2.

Answers are not in the reading. Learners are asked to use clues in the text or
previous knowledge to find definitions, otherwise they may research using a
dictionary or the Internet.
Debris = discarded refuse, garbage, litter, leaves, twigs, etc.
Hand Tamper = a tool for pounding and packing dirt or sand down to
compact it
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3.

Module 2: Public Works 101

This is an opinion question, meaning that the act of sharing an opinion is the
desired outcome, regardless of that opinion. Both parts of the question must
be answered. If you feel that you’d like them to elaborate, ask them to do
so, or you may also supply more information for them.

Unit 3 – Job Description
Module 2 – Unit 3
Learning Activity #6 – Public Works Job Research
1.
- made 3 phone calls to 3 different municipalities
You may need to work with learners on a script of some kind or sit with them
while they do their first call. Making phone calls can be very intimidating for
some learners.
- gathered information to fill in the three sets of the same form (one for each
municipality)
Module 2 – Unit 3
Learning Activity #7 – Sample Job Advertisement
1.
http://www.jobbank.gc.ca
2.

private contractors

3.

as soon as possible

4.

oral communication, working with others

5.

$12.25 and hour

6.

up to 23 kg (50 lbs)

7.

Yes that is ok because no experience is required

8.

medical benefits

9.

No, a company that is contracted by the city.

10.

Grade 10 is not enough. A Grade 12 diploma is required, or some
college/CEGEP/Vocational technical training

© LLEO 2011, Public Works Essential Skills Training

Page 7 of 48

Public Works: Answers

Module 2: Public Works 101

Unit 4 – Working in Canada Website
Module 2 – Unit 4
Learning Activity #8 – Working in Canada Website
1.
- followed the link to the website
2.

- located the correct field on the website

3.

- entered the occupation title into the correct field

4.

- clicked on the results

5.

- clicked on “this describes my occupation”

6.

- chose their province

7.

- decided and choose the area that best describes where they live

8.

- clicked on various sections of the report to find information

Module 2 – Unit 4
Learning Activity #9 – Working in Canada Website
1. and 2.
- generated a report using learner’s province and area
3.

- researched on this site whether or not a license is required

4.

- listed four main duties of a public works and maintenance labourer

5.

- listed job skills required

6.

- researched average wage in area

7.

- listed associations and unions
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Unit 5 – What Makes a Good Public Works
Employee?
Module 2 – Unit 5
Learning Activity #10 – Qualities of a Good Worker
There are no right or wrong answers, but learners should attempt to write
something about every quality. This activity can lead into great group discussion.
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Module 3: Equipment

Module 3: Equipment
Unit 1 – Equipment and Public Works
NOTE: This unit has no learning activities

Unit 2 – Heavy Equipment
Module 3 – Unit 2
Learning Activity #1 – Heavy Equipment
1.
urban engineering and small construction projects (building a small house,
fixing urban roads)
2.

to make smaller; compress; (or other similar definition)

3.

true

4.

a large bulldozer with spiked wheels called a landfill compactor is used to drive over
waste deposited by waste collection vehicles or WCVs

5.

The plate compactor has a large vibrating base plate and is suited for creating a level
grade.
The jumping jack compactor has a smaller foot and is mainly used to compact the
backfill in narrow trenches for water or gas supply pipes etc.
Road rollers may also have vibrating rollers and are used to roll asphalt when making
roads.

6.

(must be in the learner’s own words, not word for word, as below)

A directional arrow trailer is a portable trailer system used to direct traffic around areas
such as construction sites, road work, etc. The trailer has a light board, filled with many
round lights. Depending on the need, it lights up certain bulbs, which form arrows,
pointing out the direction the traffic needs to move.

7.

sand, gravel, dirt, snow, etc.

8.

to create a flat surface; to build roads
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9.

the blade

10.

asphalt from a delivery truck to a paving machine (or similar wording in the
learners’ own words)

11.

plow salt spreader; winter service vehicle; snow removal vehicle

12.

through braking or engaging tracks or wheels on the side of a vehicle

13.

changing direction in the same place without going any distance forward or
in a reverse direction, such as with tank movement

14.

to sweep the roads

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 3 – Unit 2
Learning Activity #2 – Heavy Equipment
1.
- read the forms before watching the videos to learn what information they
will be required to fill in
- located both YouTube and Google
- searched for similar names as required
- was able to use their judgement as to whether or not the video was
appropriate and also whether it is the piece of equipment they were
searching for
- filled in forms
- writing was legible
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 3 – Unit 3
Learning Activity #3 – Safe Use of Barricades
- read the information on the placement of barricades at construction sites
1.

to ensure a safe and accessible path-of-travel for all pedestrians, including
those with disabilities, around and/or through construction sites

2.

to read it AND understand it

3.

(must be in the learners own words, not word for word, as below)

A-Frames
When using A-frames for defining a path-of-travel, not barricading trenches from vehicular
travel, A-frames shall be placed end to end (no spacing between barricades allowed). This will
help a person who is blind negotiate a safe path-of-travel. Opening between A-frames will give
confusing signals to a person who is blind and using a “walking cane” or “white cane.” If using
A-frames, all must be connected in a way to ensure that individual A-frames do not move out of
place or separate. As an example of an acceptable connection, A-frames may be connected by
2x4s that are attached to the base of the barricading system.
Barrier Caution Tape
Caution tape does not provide an adequate barricade and cannot be used to delineate path-oftravel (but can be used in other areas to highlight danger. It can be used in conjunction with
barricades such as A-frames.)

Fencing Material
When using fencing material (i.e., chain link, plastic, etc.) the bottom three inches minimum
should be solid. This base will act as a guide to blind pedestrians using canes. Walking canes
used by blind pedestrians could get caught in fencing. A safe design can be achieved by
attaching a solid material (i.e., wood, header bender board, sheet metal, solid rod or rail, etc.)
to the bottom portion of the fence. Chosen material should have a high visual contrast to the
street/sidewalk surface.
Closed Crosswalks
If a crosswalk is closed due to construction, then curb ramps leading into that crosswalk should
also be appropriately barricaded. Temporary curb ramps must be installed in the direction of
the crosswalk to replace barricaded ramps. It should be noted that curb ramps are not used
solely by persons in wheelchairs. They are also indicators to person who are blind that a
crosswalk exists and that there is a safe path-of-travel to cross the street. Temporary curb
ramps should direct blind pedestrians to and through the temporary path-of-travel.
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Open Crosswalks
If crosswalks are to remain open during the project then curb ramp areas should be kept free of
debris, staging material, equipment, etc.
Path-of-Travel
Any change of level in a path-of-travel which is over ¼” (½” maximum) height must be bevelled
at 45 degree to provide a smooth, non-tripping transition.

4.

(must be in the learners own words, not word for word from a website or
dictionary)

Vehicular = cars, trucks, vans
Delineate = mark an outline; create a border; indicate a position
Pedestrian = a person who is walking
Bevelled = not perpendicular to the face of a piece; slanted on the edge
Transition = movement or change from one position to another
5.

- able to self-identify other words/phrases/terms that they struggled to
understand

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 3 – Unit 4
Learning Activity #4 – Signs
Bump = to show that there is a bump in the road; adjust speed to go over the bump
Bus Stop No Parking = no parking in the direction of the arrow - bus stop
Center Lane Turning Only = only the cars in the centre lane may turn left or right
off the main road
Winding Road = the road ahead is very winding, adjust speed
Slippery Road = Road may be slippery, adjust speed
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Detour = in 1000 ft, drivers are warned that they will encounter a detour
Paved Road Ends = the paved road ends, adjust speed
Flag Person = be prepared to watch their signs and follow their directions
Hospital = follow these signs to find the hospital
No Bicycles = No bikes allowed
No Left Turn = Drivers are not allowed to turn left
No Parking = No parking between the hours of 8:30am and 5:30pm
Pedestrian Crosswalk Button = button to send signal to crosswalk
Railroad Crossing = train tracks ahead
Road Construction = road construction ahead
Towing = cars will be towed
2 Hour Parking = cars may park for 2 hours only, between the hours of 8:30 am
and 5:30pm

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 4: Document Use
Unit 1 – Document Use in Public Works
Module 4 – Unit 1
Learning Activity #1 – Document Use Self-Assessment
1.
- followed the link to the Essential Skills profile, Assessment section
2.
- printed off a copy of the self-assessment page
3.
- followed the instructions and completed the self-assessment
4.
- put the completed self-assessment in their binder
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 4 – Unit 1
Learning Activity #2 – Document Use Profile Tasks
- read the instructions at the top of the page
- explained how and where they used each task
- rated their level of experience, by circling the appropriate number
- completed the forms using clear writing or printing
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 2 – Time Sheets
Module 4 – Unit 2
Learning Activity #3 – Time Sheet
This might be a difficult task for some learners. The document is quite detailed
and contains a lot of information. Use this as a discussion point–sometimes work
forms are very difficult to understand and when faced with such a form, it’s best to
ask for assistance filling it in. If the learner struggles with this, please access other
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resources such as PTP Workwrite, SkillPlan, Remedia’s Filling in Forms, etc. The
Internet, such as Google Image, is a wonderful resource for finding different
examples of time sheets, forms, and documents.
1.
- read the scenario
- filled in the form correctly
Correctly Completed Time Sheet
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The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 3 – Work Order Forms
Module 4 – Unit 3
Learning Activity #4 – Work Order Forms
1.
- read the work order form
2.

Wellington Canada Day – street dance and parade

3.

June 30 (Street Dance) and July 1 (parade)

4.

10 barricades, 2 road closed signs, and detour signs need to be delivered to
Wellington St.

5.

June 30, 2010-12-15

6.

a Canada Day street dance and parade take months of planning and the
committee would need to book these in advance

7.

A committee of people have been planning this event for months and they
expect that the signs and barricades will be set up on time. Every person has
a job to do, and if someone doesn’t do their job, the whole event could fall
apart. For example, if a Public Works Labourer forgets to take out and set
up Road Closed signs, then cars would try driving where the street dance is
happening. This could be very dangerous.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 4 – Vehicle Inspection Forms
Module 4 – Unit 4
Learning Activity #5 – Vehicle Inspection Forms
1.
- read the scenario
- checked off applicable boxes and wrote notes on the form
- writing was legible
A correctly completed form is on the following page.
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The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 4 – Unit 4
Learning Activity #6 – Vehicle Inspection Forms
1.
- able to get permission from a family member, friend, classmate, or
instructor to use their car in order to do a vehicle inspection (not including
cleaning)
- checked off applicable boxes and wrote notes on the form
- writing was legible
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 4 – Unit 4
Learning Activity #7 – Document Use Tip Sheet Activities
1.
- followed the link to the Essential Skills website, Learning Tools/Tip Sheets
/Document Use section
2.

- printed off a copy of the Document Use Tip Sheet page

3.

- followed the instructions and completed the document use activities,
including My Learning Plan

4.

- put the completed pages in their binder

NOTE: Supplementary Learning Activities
If you find that learners require more Document Use practice, there is a list of
learning materials that you may find helpful.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 5: Oral Communication
Unit 1 – Oral Communication and Essential Skills
NOTE: This unit has no learning activities

Unit 2 – The Purpose of Oral Communication
Module 5 – Unit 2
Learning Activity #1 – The Purpose of Oral Communication
- made an appointment with instructor to discuss the list
- went through each item, explaining to the instructor how a public works and
maintenance labourer might use each item
- checked off items as they went through the list
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 5 – Unit 2
Learning Activity #2 – Oral Communication Self-Assessment
1.
- followed the link to the Office of Literacy and Essential Skills website,
Oral Communication Self-Assessment section
2.

- printed off a copy of the Oral Communication self-assessment form

Note: You may need to sit with the learner and discuss the idea of “how well”
they complete tasks versus doing a task, regardless of how well it is done (i.e.,
being able to honestly self-assess their skills in a meaningful way to better know
what skills need to be improved).
3.

- followed the instructions and completed the self-assessment section 1

4.

- total the three columns

5.

- followed the instructions and completed section 2
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6.

- talked to instructor about how they can practice these skills

7.

- put the completed pages in their binder

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 5 – Unit 2
Learning Activity #3 – Oral Communication Tip Sheet
1.
- followed the link to the Office of Literacy and Essential Skills website,
Oral Communication Tip Sheet
2.

- printed the sheet

3.

- read the instructions and did the activities
- put the sheet in their binder

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 3 – Modes of Communication
Module 5 – Unit 3
Learning Activity #4 – Modes of Communication
- read Unit 3
1.
in person, telephone/cell phone, two way radio/walkie talkie, hand or flag
signals
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2.

earphones, machine noise

3.

- explained in their own words, not word for word from the book
Word for word is listed below.

A Mike Phone is sometimes used by staff in municipalities. According to Wikipedia
(http://en.wikipedia.org/wiki/Mike_(cellular_network)), “a Mike is a Canadian cellular network
using Motorola's proprietary iDEN technology. Telus markets the Mike service to business
users because of iDEN's push to talk services which allow users to avoid long distance charges
as well as airtime.”
Basically, it is a cell phone and a two-way radio (like a walkie-talkie). It has programmed names
of co-workers in it. For example, if you needed to contact your supervisor, you would scroll
through the list of names that are programmed in, stop on your supervisor’s name, and then
talk to him via a two-way radio. You can only use the two-way radio with other people that
have the Mike phone and are programmed into your phone. Your department would do that
and give you the Mike phone to use. If you needed to call someone who is not on your
programmed list of Mike phone users, the Mike phone is also a cell phone and works the same
as any other cell phone.

4.

so that you are not talking over each other

5.

- picked one tip
- explain why that tip is important
- wrote in their own words, not word for word from the book

6.

- explained what is meant by “specialized communication”
- gave examples
•
•
•

7.

Hand signals to assist drivers in the backing up of vehicles
How to use the “stop/slow” reversible signs for directing traffic through a construction
zone
Hand signals to “communicate” with co-workers that you only have visual contact with

- explained the job of flag person
- answered why it might require specialized training
- named two pieces of equipment in their answer
- wrote in their own words, not word for word from the book

A traffic guard, traffic controller, flagman, or flagger is a specially trained person who directs
traffic through a construction site or other temporary traffic control zone past an area using
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signs or flags. They are responsible for maintaining the safety and efficiency of traffic, as well as
the safety of road workers, while allowing construction, accident recovery or other tasks to
proceed. Flaggers are commonly used to control traffic when two-way roads are reduced to
one lane, and traffic must alternate in direction.
Traffic guards who are directing traffic during road construction might block a lane on the road
and direct drivers to merge with another lane. If the road is two lanes and traffic flow moves
both ways then one lane will be closed and the traffic guards will direct the traffic to take turns
in crossing this area. They would stop one way of traffic for a time until some traffic from the
other way could pass and then they switch turns.
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Module 5 – Unit 3
Learning Activity #5 – Tail Gate Talks
- read the list
- decided yes or no, whether the topic was appropriate for a tail gate talk
- explained their decision
Suggested answers to follow. If a learner’s explanation is strong and you feel that
they are correct, by all means, mark it as correct.
1. You hate the guy you’re working with and want your boss to know it!

 Yes
 No
Why or why not? Issues with co-workers should be discussed in private with your
supervisor.
2. Your boss assigns you to a job that you finished up yesterday.

 Yes

 No
Why or why not? It’s ok that you finished up the job. You need to let your
supervisor know so that he/she can assign a new task.
3. There are new health and safety regulations that need to be discussed.

 Yes

 No
Why or why not? Tail gate talks is the place to discuss health and safety
regulations because a supervisor will want the whole crew to hear about it and
during a tail gate talk, the whole crew should be present.
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4. You saw a co-worker drinking alcohol during lunch yesterday.

 Yes
 No
Why or why not? This is a private issue and should be discussed privately with
your co-worker.
5. Your crew is starting a new project today and your supervisor needs to break
you into work groups.

 Yes

 No
Why or why not? This is one of the main reasons for having tail gate talks.
6. You want to book next Friday off for a doctor’s appointment.

 Yes
 No
Why or why not? This is a private issue and should be discussed privately with
your supervisor, not in front of the whole crew. Nobody wants to hear about it.
Don’t waste your co-workers’ time.
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 4 – Customer Service and Public Works
Module 5 – Unit 4
Learning Activity #6 – Customer Service and Public Works
1.
taxpayers/general public (also acceptable are co-workers)
2.

- explained the importance of customer service in dealing with the
municipality’s customers
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- used ideas such as: customers are the taxpayers, never want to make the
municipality look bad, they are municipal representatives and need to act
accordingly, etc.
- answered in own words, not word for word, as below
You may think that you don’t need to worry about customer service if you are working as a
Public Works labourer, but that’s not true. You do. The “customer” is every taxpayer in your
municipality!
Think about it. The people who make up your community are taxpayers. The tax money goes
to the municipality, who in turn divide it up between departments and projects. Each
department has staff that they pay with this money. If you’re working as a public works
labourer, your pay cheque comes from money that is collected from the taxpayers in your
community. It’s collected so that they have services such as clean water to drink, garbage
disposal, recycling programs, beautiful public spaces, safe sidewalks, good roads, etc. In effect,
they pay your salary so that you can deliver all of those things to them. How do you think
they’d feel, knowing they pay your salary, if they stopped on the sidewalk and asked you a
question and you were rude to them?
Talking with the public may not be a big part of your job, but it’s important. Be patient, be kind,
and use appropriate language (i.e., no swearing). Answer questions that are asked of you to
the best of your ability.
Listen, say thank you, and then direct them to call the appropriate department. You may want
to carry around a list of department names and numbers. Carry your supervisor’s business card
in your pocket or truck. You might be asked to carry complaint forms as well. Carry a pen and a
small pocket notebook in case you need to write down information or messages.
If you are working as a Landfill Attendant, then you may need to work more closely with the
public and therefore you’ll use your customer service skills on a daily basis.

3.

- explained why it’s important that you don’t share your personal opinions
with customers
- included possible consequences
- answered in own words, not word for word, as below

Do not offer your own opinion on things because you are not paid to have or share an opinion
with the public. Council and the management team are the decision makers and employees
have to publicly respect their opinion. You never want to say something that will make the
municipality look bad.

4.

complaint form, supervisor’s business card, list of departments names and
numbers (also acceptable: pen and small pocket book)
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Module 5: Oral Communication

Answer questions that are asked of you to the best of your ability. Listen, say thank you,
and then direct them to call the appropriate department.

Example: “I’m sorry. I don’t know the answer to that but I can give you the
name and number of the department that deals with that issue. They’d be
happy to help you.”
6.

- wrote suggestions on how to handle an angry customer
Do not enter into an argument with an angry customer.
Direct them to the appropriate department to call.
Ask them to talk to your supervisor.
If possible, give them a complaint form.

- wrote an example of what you could say to an angry customer
Example: “I’m sorry. I hear what you’re saying and I can see that you’re
angry. The (blank) department is responsible for that. I’d suggest calling
them. I’ll give you the number so you don’t have to go looking for it.”
7.

- explained a reason for each tip, answers will vary
- wrote in their own words, not word for word, as below

Speak clearly – A client should not have to constantly ask you to repeat yourself.
Use your best grammar – It can be argued that grammar has nothing to do with labour work,
and in some ways, it doesn’t. However, when communicating with people, grammar is
important if you want to present yourself in the most professional way possible.
Avoid slang, swearing, and discrimination – Slang, swearing, and discrimination have no place
in a professional workplace.
Make eye contact whenever possible – Eye contact signals to the speaker that you are listening
and hearing them.
Speak slowly – When people are nervous, they tend to talk fast. Keep this in mind and slow
down. When people talk fast their words tend to slide together and it is hard to understand
what they are saying.
Instructions – When you are giving instructions, don’t give a whole bunch of information at
once. Pause to let the person take in the information and ask questions if they need to do so.
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Keep Breathing – Breathing is the best way to ease tension and relax. When you pause while
speaking, take a deep breath. When we are nervous, we sometimes forget to breathe. This
makes our bodies tense, which doesn’t help us to relax. A deep breath has a calming effect.
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 5 – Feedback and Constructive Criticism
Module 5 – Unit 5
Learning Activity #7 – Feedback and Constructive Criticism
1.
- answers will vary
- use your judgement as to whether the answer is appropriate
- accept those that include ‘learn’, ‘chance to improve’, find out what I’m
doing right’, etc.
2.

- answers will vary
- accept answers that show appropriate tone and language and focus on
providing solutions
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 6 – Inappropriate Communication
Module 5 – Unit 6
Learning Activity #8 – Name Calling & Humour
1.
- put a mark beside one of the 5 possible answers
- answers will vary and although they may choose a less appropriate answer
than desired, if they mark an answer, it is correct
After: - discussed their answer with the instructor
- if their answer is one of the less appropriate ones, discuss all the possible
answers, including how each answer makes others feel, perpetuates
stereotypes, or are less appropriate for the workplace
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 7 – Effective Communication Skills for
Highway and Public Works Officials
Module 5 – Unit 7
Learning Activity #9 – Effective Communication Skills
- used their own words whenever possible to answer questions
1.

communication between you and other people, including all our
relationships, personal and business

2.

- used their own words
Example: the exchange of information
•
•
•

Information transmitted
A verbal or nonverbal message
A process by which information is exchanged between individuals through a common
system of symbols, signs, or behaviour
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3.

audience and message

4.

If you do not let your audience know quickly the who, what, when, where, why, and
how of your message, you risk losing their interest – they will become inattentive and
tune out.

5.

listening, speaking, reading, writing

6.

- shared their opinion and thoughts on the quote

7.

- shared their opinion and thoughts on the quote
- used examples from their own life

8.

- shared their opinion
- answered why they believe it’s important
- gave examples of messages that they might be sending
- gave examples to support their opinion

Non-verbal messages are unspoken and more difficult to interpret than verbal messages, but
they are just as important. This is particularly true when you think that someone is saying one
thing and showing body language that tells a different story. Non-verbal cues are often
neglected during interpersonal communication.
A type of unspoken communication is writing. Communication in writing is powerful and
lasting. Whether you write a letter, a memo, or an email message, written communication can
be recalled word for word. Spoken communication is often misquoted and misremembered.
Writing lasts a long time. Think carefully about written communication.

9.

writing lasts a long time

10.

- commented on the quote
- answer shows an understanding of the difference between hearing and
understanding, as well as seeing that people interpret things differently and
see the world in their own unique way

11.

•
•
•
•

We can think faster than a speaker can talk, and jump to conclusions.
We are distracted and allow our minds to wander.
We lose patience and decide we are not interested.
We overreact to what’s said and respond emotionally.
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We interrupt.

Other barriers include use of “absolutes” and “limits”:
•
•

Thinking or speaking absolutes:
“It will never work.”
“We always do it that way.”
Setting limits:
“We tried it that way once!”

12.

Recognizing barriers and how we use them can help us to change our
behaviour and therefore make us better listeners.

13.

- filled in the chart, checking off yes or no
- gave examples

14.

•
•
•

Be patient for the entire message.
Be aware of speech cues (who, what, where, when, why, how).
Listen for ideas, not just facts (stories, reasons, goals help us remember facts).

Verify, question, acknowledge, use silence

15.

Close-ended questions are designed to clarify, and can be answered with a “yes” or
“no.” Here are some examples:
Did the truck break down?
Can we provide you with more information?
Are you feeling ill today?
Open-ended questions are designed to get more information, and cannot be answered
by a simple “yes” or “no.” Here are some examples:
How did the truck break down?
How can we provide you better service?
How are you feeling today?

16.

1. Listen carefully to determine the nature of the conflict.
2. Identify areas of agreement.
3. Allow the other person a way out.
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17.

18.

Module 5: Oral Communication

•
•
•
•

Seek agreement or common ground.
Refuse to argue.
Seek commitment and action to change.
Deliver on promises.

•
•
•
•
•
•
•

Practice good listening skills (remain silent if necessary).
Avoid interruption.
Acknowledge anger (do not say, “Now, don’t be angry”).
Do not yell or lecture angry people as it disrespects their points of view.
Be responsive by verifying the person’s message.
Be specific about what you are going to do to help.
Allow angry people a way out regardless of what they say.

19.

We all have the choice of how to approach the day each time we arise in the morning.
Sure, things happen to discourage or disrupt us, but we can choose to face obstacles with
cheerfulness, crankiness, optimism, stubbornness, hopefulness, or nastiness.
Medical professionals have documented the power of positive thinking. People have aided
their own healing with optimistic and hopeful thoughts. Perhaps it is because they translate
that hopefulness and optimism into action. They do not give up. They fight. They do not give
up believing that their situation will change if they can find the right solution.
Your attitude in the workplace works the same way. Saying, “we won’t” implies a decision.
Saying, “we can’t” implies a lack of power and a sense of defeat. We can talk ourselves into
negative attitudes if we repeatedly think negative thoughts. We can encourage ourselves and
others to seek alternatives if we say, instead, “How can we?”
People will try to avoid those who consistently exhibit a negative or hostile attitude. Be
positive!

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 6: Health and Safety
Unit 1 – What is Health and Safety
NOTE: This unit does not have any learning activities.

Unit 2 – Know Your Body
Module 6 – Unit 2
Learning Activity #1 – The Purpose of Oral Communication
1.
- answer should contain several of the following:
•
•
•
•

Exerting force to perform a task or to use a tool
Working in awkward positions such as bending or twisting
Remaining in the same position for a long time with little or no movement
Continuous pressure from a hard surface or edge on any part of the body
• Working in very hot or cold temperatures
• Holding equipment that vibrates

2.

- answer should contain several of the following:

3.

- answer should contain some of the following:

•
•
•
•
•
•
•
•
•
•

•
•

•
•

Constant fatigue
Cold hands
Swelling
Numbness
Tingling
Changes in the skin colour of hands and fingertips
Weakness or reduced grip strength
Loss of sensation
Aching, burning, or shooting pain
Decreased range of motion

Talk with your supervisor about your symptoms right away.
Follow your company’s medical management program. If necessary, seek medical
treatment to prevent the problem from getting worse.
Work with your supervisor to find the cause of the problem.
Always look for a better, improved way to do a job.
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The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 3 – Lifting
Module 6 – Unit 3
Learning Activity #2 – Lifting
1.
F, F, F, T
2.

- answer requires their opinion and will vary but should include information
about causing an injury (back, etc.)

3.

- talked to instructor about setting up a time that works for both instructor
and learner
- demonstrated the proper lifting technique, explained the process
•
•
•
•
•

Keep your head up and your back straight and bend at your hips.
Bring the load as close to you as possible before lifting.
Lift with your legs, not your back.
Shift your feet to turn.
Keep the load directly in front of your body.

- asked instructor to sign their activity when completed

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 4 – Hazard Assessment and Emergency
Procedures
Module 6 – Unit 4
Learning Activity #3 – Hazard Assessment and Emergency Procedures
1.
- answers will vary, but should come under the following categories:
•
•
•
•
•

impact (something that could hit you)
penetration (sharp objects that could enter your body)
chemical
heat/cold
harmful dust

Examples: trucks backing up, tools on the floor that could be tripped over,
extension cords, pinch points, flammable items such as oil or gasoline, etc.
2.

A pinch point is any point where a body part might get caught between pieces of
equipment. The equipment can be a moving piece or a piece that isn’t moving. Pinch
points can happen with any equipment or machine. Pinch points have caused people to
lose fingers, hands, arms, have caused broken bones, and even caused death. They are
serious.

- answers will vary but should include a realistic example of a pinch point
3.

F, T, T

4.

- answers will vary, but may include:

5.

- the learner worked with the instructor to get the local information about
First Aid and CPR training
- the learner completed the information and selected the appropriate choice

•
•

Where are the pinch points in my work area?
When this piece of equipment moves, will any part of me be in the way?

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 5 – Risk Management
Module 6 – Unit 5
Learning Activity #4 – Risk Management
1.
T, F, F, T, F, T
2. - answered in own words, include a statement about what risk management is,
and some reasons why it is important
The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 6 – Housekeeping
Module 6 – Unit 6
Learning Activity #5 – Housekeeping
1.
•
•
•
•

cleaning up scrap and debris
putting garbage in containers
making sure the containers are emptied regularly
storing materials and equipment properly

2.

- gave an opinion of the quote, in their own words
- used an example
- referred to keeping the work site clean of garbage, putting tools away, etc.

3.

- listed 5 tips for keeping a work area clean
- may be in their own words or one of the following
•
•
•
•

Clean up as work proceeds.
Keep equipment and the areas around equipment free of scrap and debris.
Keep stairways, ramps, and other travel areas clear.
Secure loose or light material stored on roofs and open floors to keep it from blowing
away in the wind.
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•
•
•
•
•
•

4.

Module 6: Health and Safety

Don’t let material fall from any level of the project. Use an enclosed chute or lower the
material in containers.
Keep material at least 1.8 metres or 6 feet away from floor and roof openings, floor and
roof edges, excavations, and trenches.
Store material so that it won’t roll or slide in the direction of the opening. Use blocking
if necessary.
Before handling used lumber, remove or bend over any protruding nails and chip away
hardened concrete.
Housekeeping is especially important when it comes to fire prevention. Flammable
rubbish and debris should be immediately removed from the vicinity of welding, flame
cutting, propane heating, or other ignition sources.
A clean site may not always be a safe site, but housekeeping is a good way to start
improving health and safety on the job.

- filled in the blanks using their own appropriate words or the following:
scrap, debris, emptied, equipment, accidents, injuries, irregular, hard, sharp

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 6 – Unit 6
Learning Activity #6 – Housekeeping Do’s and Don’ts
1.
- answered the questions from memory, without flipping back in their books
- wrote either DO or DON’T on each line
DO gather up and remove debris to keep the work site orderly.
DON’T permit rubbish to fall freely from any level of the project. Use chutes or
other approved devices to materials.
DO plan for the proper disposal of scrap, waste, and extra materials.
DO keep the work area and all equipment tidy. Have areas for waste materials
and provide containers.
DON’T throw tools or other materials.
DO keep stairways, passageways, and gangways free of material, supplies, and
obstructions.
DO remove or bend over nails protruding from lumber.
DO secure loose or light material that is stored on roofs or on open floors.
DON’T raise or lower any tool or equipment by its own cable or supply hose.

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 7 – Slips, Trips, and Falls
Module 6 – Unit 7
Learning Activity #7 – Slips, Trips, and Falls
1.
- answered in their own words, not word for word, as below
Slips happen where there is too little friction or traction between the footwear and the
walking surface. Trips happen when your foot collides (strikes, hits) an object, causing
you to lose your balance and eventually fall.

2.

- listed three ways people slip
- wrote their own answers or one from the book

3.

- listed three ways people trip
- wrote their own answers or one from the book

4.

- answer may contain four of the following or four other situations that are
applicable

•
•
•
•
•
•
•
•

cleaning all spills immediately
marking spills and wet areas
removing obstacles from walkways and always keeping them free from clutter
securing (tacking, taping, etc.) mats, rugs, and carpets that do not lay flat
always closing cabinet or storage drawers
covering cables that cross walkways
keeping working areas and walkways well lit
replacing burned out light bulbs and faulty switches

Both slips and trips result from some kind of unintended or unexpected change in the
contact between the feet and the ground or walking surface. This shows that good
housekeeping, quality of walking surfaces (flooring), selection of proper footwear, and
appropriate pace of walking are critical for preventing fall accidents.

5.

- explained the quote
- gave examples
- wrote in their own words
- addressed the reasons for following good housekeeping procedures

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
© LLEO 2011, Public Works Essential Skills Training

Page 39 of 48

Public Works: Answers

Module 6: Health and Safety

Unit 8 – General Tool and Machinery Safety Tips
Module 6 – Unit 8
Learning Activity #8 – General Tool and Machinery Safety Tips
1.
the noise level is too high if a person has trouble hearing another person who
is 3 feet (or 1 metre) away
2.

gloves may catch in the rotating blades and may cause injury to the hand

3.

- wrote one safety tip
- gave reasons why that tip is important, possible outcomes for not following
the tip

4.

- answers will vary
- included what it means, why this tip is important, and what could happen if
you bumped into another worker

5.

these personal items could get caught in the mechanics of tools and
equipment and cause personal injury

6.

- answers will vary
- shared their opinion
- answer included one safety tip and reasons why it is the most important

7.

- answers will vary
- if blank, encourage learner to think about their experiences or those of
friends or family
- provide opportunity for these to be shared with you and/or the group

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 9 – Personal Protection Equipment (PPE)
Module 6 – Unit 9
Learning Activity #9 – PPE
1.
personal protection equipment
2.

- answers will vary but may include goggles, safety boots, rubber gloves,
hard hat, ear plugs, etc.

3.

- wrote answer in their own words
- answers will vary but should include the idea that PPE keeps your safe
from injury

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 10 – Contact Lenses at Work
Module 6 – Unit 10
Learning Activity #10 – PPE
1.
- wrote in own words
- described the problem with wearing contact lenses (should contain
information about dangers of getting dust or chemicals trapped behind the
lens, gases or vapours irritating eyes, or having chemicals cause more injury
while taking lenses out
2.

- filled in items on both the PRO and CON side
- used point form, not full sentences
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PRO (for)

CON (against)

may prevent some substances from reaching
the eye

dusts or chemicals can be trapped behind the
lens and cause irritation or damage to the
eye

injury may not be as bad or it might prevent
the injury

gases and vapours can cause irritation and a

don’t slip down your nose or fog up like glasses

a chemical splash may cause more injury
when contact lenses are worn (related to the
removal of the lenses)

lot of eye watering

3.

personal protective equipment (PPE)

4.

- listed several of the situations below (or reasonable situations not on the
list)

•
•
•
•
•
•
•
•

exposure to chemical fumes and vapours
chemical splash
tiny matter or dust in the air
infrared rays
intense heat
dry atmosphere
flying particles
areas where caustic substances are handled, especially those used or stored under
pressure (caustic substances are those that burn or corrode)

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 11 – Health and Safety: Federal and
Provincial
NOTE: This unit does not have any learning activities.
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Unit 12 – CCOHS
Module 6 – Unit 12
Learning Activity #11 – PPE
1.
- followed the link to the CCOHS /OSHAnswers website, Occupations &
Workplaces section
2.

- went over the list of occupations
- clicked on an occupation that might overlap with public works
- read the profile

3.

- repeated the process for all occupations that might overlap with public
works

4.

- printed pages that the learner thought might be useful to them, inserted
them in their binder

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Continuous Learning
 Oral Communication  Working with Others  Computer Use
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Unit 13 – Lock Out / Tag Out
Module 6 – Unit 13
Learning Activity #12 – Lock Out / Tag Out
1.
T, T, F, F, T, T

The following Essential Skills were used to complete this Learning Activity.
Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Unit 14 – WHMIS Overview
Module 6 – Unit 14
Learning Activity #13 – WHMIS Overview
1.
right to know
2.

labels, material safety data sheets (MSDS), worker education and training

3.

B

4.

acetylene, oxygen, ammonia

5.

- tried to write in their own words, not word for word, as below
The letter R symbol tells me that the material…

will react with water to produce a poisonous gas or which will undergo a reaction if the
container is heated, pressurized, or agitated

The flame symbol tells me that the material…

is a solid, liquid or gas that will ignite and continue to burn if exposed to a flame

The flame and circle symbol tells me that the material…
is a substance that will cause another substance to burn

The symbol that looks like a cross between a T and an exclamation mark
(!) tells me that the material…

is a material that causes other toxic effects (cancer-causing materials are included here)

The symbol that has a bottle or container on it tells me that the material…
is a substance that at room temperature (20°C) is in a gaseous state and kept under
pressure

The symbol that has 3 semi-circles joined together tells me that the
material…

is a biohazardous infectious material

The symbol that shows a hand and a piece of steel with two bottles
dripping on them tells me that the substance…
will erode steel, aluminum, and destroy animal tissue
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6.

- answers will vary
Example: They will save your life.

7.

Dust is formed by grinding, crushing, or handling materials.

8.

fumes

9.

burned

10.

mist

11.

cleaning agents and paint thinners

12.

carbon monoxide, methane, and oxygen

13.

mouth, lungs skin, eyes

14.

warning labels, MSDS, worker training

15.

easily recognized, controlled product, information

16.

supplier labels and workplace labels

17.

hazardous materials

18.

- underlined the following words:
• first aid measures
• supplier name and address
• risk phrases
• hazard symbols
• product name
• precautionary measures
• reference to MSDS

19.

product name, safe use and handling instructions, reference to MSDS

20.

alternative to workplace labels, usually tags that are used when there is no
place to put a label
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Module 6: Health and Safety

21.

Stop and notify your supervisor. Do not use the chemical.

22.

- answered in their own words
Example: because it’s important that firefighters know what chemicals they
are dealing with because some are very dangerous by themselves, and some
react to fire, heat, and water (explode or release a dangerous fume)

23.

Physical Data: physical state (gas, solid, or liquid), odour, and appearance
Fire or Explosion Hazard: flashpoint of the material, and upper and lower

flammable limits

Reactivity Data: stability and reaction to conditions such as light, heat, moisture, and
vibration

Toxicological Properties: adverse health effects from exposure
Preventive Measures: instructions for safe use, handling, and storage
First Aid Measures: instructions for initial treatment of anyone overexposed to the
material

Preparation Information: name, address, and telephone number of the person,
group, or department which prepared the MSDS and the date of preparation

24.

the information provided on labels and MSDS will be of little use if workers
don’t understand it and can’t apply it

25.

any person who stores, handles, uses, or disposes of a controlled product or a
person who supervises another worker performing these activities

26.

provide workers with the information, instruction, and supervision necessary
to protect their health and safety

27.

•
•

must take and learn the information on controlled products which the employer
must give you
must tell the employer when information about a controlled product is not good
enough to keep the workers healthy and safe
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•
•

28.

Module 6: Health and Safety

should work with the employer through the health and safety representatives to
make the training program as good as possible
should understand something completely and if not, should ask for it to be
explained until it is understood

other municipal workers or contracted workers may bring it to a shared job
site

29.

30.

- picked one chemical tip
- wrote about why it is important
- wrote about what might happen if that tip were ignored

The following Essential Skills were used to complete this Learning Activity.
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory
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Module 6: Health and Safety

Unit 15 – My Health and Safety Commitment
Module 6 – Unit 15
- signed the bottom of the page, stating that they understand the importance
of health and safety and they will commit to continuing to learn and practise
good health and safety practices
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Demonstration: Time Sheet Tracking

Date:

Demonstration Activity:
Time Sheet Tracking Demonstration
Learner:

Practitioner:

Purpose of
Learner Goal: Employment
Assessment: Ongoing
Education/Training
Exit
Independence
Description: Learners track their tasks and time for one day, from 9:00am – 5:00pm. Learners
will use the Time Sheet Tracking Forms A and B provided to track and calculate.
The following Essential Skills were used to complete this Demonstration Activity:
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Guidelines:
The learners should complete the following steps:
1.

Print out several copies, as needed, of the Time Sheet Tracking Forms A and B.

2.

Using a watch or clock, track their tasks and time on Form A between the hours of 9:00am
and 5:00pm. Assign Job Names to their tasks (i.e. working in their binder, doing numeracy
questions, and reading might all fall under “Classroom Work” – they will need to decide
these Job Names or genres). *see sample

3.

Fill in Form A according to the sample provided.

4.

After 5:00pm, fill in Form B according to the sample provided. Job Names are recorded as
well as various times spent doing these jobs. Total each Job Name section.)

5.

Ensure that printing or writing is legible, so that it is easy for someone else to read and
understand.

Resources:
 Several copies of Time Sheet Tracking
Forms A and B, as well as one copy of the
Sample forms
 watch or clock
 pen

Assistance Allowed:
 Ensure that the learner knows how to use a

watch or clock.

 Ensure they have an understanding of each

form and what is required of them. Some
explanation of the form is allowed, as they
would receive assistance on the job.

 This may be the learner’s first experience with

self-assessing so the learner may need you to
walk them through the process.

_____________________________________________________________________________________________________________________
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Evaluation Method:
 The practitioner and learner should discuss and agree on an appropriate length of time to

complete the demonstration.

 The learner should complete a self-assessment of his/her work (attached) before handing it

in to the practitioner.

 The learner and practitioner should review and discuss the results of the demonstration, self-

reflection and Essential Skill areas that need to be improved.

Results:

The learner achieved the following Essential Skills in this Demonstration Activity:
 Reading
 Document Use
 Numeracy
 Writing
 Oral Communication  Working with Others  Computer Use
 Continuous Learning
Thinking Skills
 Problem Solving
 Decision Making
 Critical Thinking
 Finding Information
 Job Task Planning & Organizing
 Significant Use of Memory

Comments:

____________________________________
Learner’s Signature

____________________________________
Practitioner’s Signature
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Time Sheet Tracking Demonstration
Learner’s Self-Reflection
I was able to follow the instructions provided.

Yes  No 

I understood what was required of me to fill in the forms.

Yes  No 

I was able to track my time and tasks for 8 hours.

Yes  No 

I remembered to check my watch and note the time as needed.

Yes  No 

I was able to write legibly so that it can be read by others.

Yes  No 

I was able to decide on Job Names for my tasks.

Yes  No 

Comments:
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
__________________________________________________________________
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Time Sheet Tracking Form – A
Name:

Date:

Please fill in time and task sections, including start and end time. Note breaks and lunch in column provided. Use as many sheets as required.

Start / Stop Time

Min /Hours Job Name

Task

Time Sheet Tracking Form – B
Name:

Date:

Please fill in Job Name (from Tracking Sheet) and amount of time spend on each job. Total the amount for
each job. Use as many sheets as required.
Job Name:

Minutes and
Hours Recorded

Total Hours and Minutes

Job Name:

Total Hours and Minutes

Minutes and Hours
Recorded

Total Hours and
Minutes
Minutes and
Hours Recorded

Total Hours and Minutes
Job Name:

Job Name:

Job Name:

Minutes and Hours
Recorded

Total Hours and
Minutes
Minutes and
Hours Recorded

Job Name:

Total Hours and
Minutes

Minutes and Hours
Recorded

Time Sheet Tracking Form – A (SAMPLE)
Name:

Date:

Please fill in time and task sections, including start and end time. Note breaks and lunch in column provided. Use as many sheets as required.

Start / Stop Time
9:00am
10:00
10:15
10:30
11:05
11:25
12:00pm

9:57am
10:15
10:30
11:05
11:20
11:55
1:00pm

Min/Hours
57 min
15 min
15 min
35 min
15 min
30 min
60 min

Job Name

Task

Research
Break
Travel
Research
Travel
Classroom Work
Lunch

Research on the computer
Walk to library
At library
Walk back to office
Work in binder

Time Sheet Tracking Form – B (SAMPLE)
Name:

Date:

Please fill in Job Name (from Tracking Sheet) and amount of time spend on each job. Total the amount for
each job. Use as many sheets as required.
Job Name:
Research

Total Hours and Minutes

Job Name:
Breaks / Lunch

Total Hours and Minutes
Job Name:

Total Hours and Minutes

Minutes and
Hours Recorded
57 min
35 min

1 hour / 32 min

Minutes and
Hours Recorded
1 hour
15 min

1 hour / 15 min
Minutes and
Hours Recorded

Job Name:
Classroom Work

Total Hours and
Minutes
Job Name:
Travel

Total Hours and
Minutes
Job Name:

Total Hours and
Minutes

Minutes and Hours
Recorded
30 min

30 min

Minutes and Hours
Recorded
15 min
15 min

30 min
Minutes and Hours
Recorded

