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INTRODUCTION

TThis module contains teaching and learning strategies applicable to all levels
of document use, from the very simple to the complex. It is understood that some
modules may need to be shortened or eliminated to meet time restrictions or
student requirements. No matter the audience or the time frame, include Module

1: Pictures and Icons in your teaching schedule. Although pictures and icons may
seem too simplistic or irrelevant to some busy tradespeople anxious to read flow
charts and schematics, do not skip this module. Be understanding but firm. Even
when this module serves as a review, it should be completed in its entirety to ensure
all learners have the knowledge and confidence needed to tackle more challenging
documents.

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs,
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.
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Outline

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Following are teaching strategies, suggested learning activities, sample documents, and activity
worksheets. Please note, and reassure your learners, that the activities are designed to reinforce their skills
and guide your instruction. There are no tests or marks; there are no passing or failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s

Manual outlines this resource’s guiding philosophy while providing useful background information and
other details.

Objectives

Having completed instructional materials and activities Learners will be able to:
Define pictures as near-real representation of objects or situations.

Define icons as an abstract representation of the real.

Identify and name safety and trade-related pictures and icons in workplace documents.

Identify the presence of and uses of pictures and icons in a variety of safety and trade-related workplace
documents.

Identify the meaning of colour (red, green, yellow, etc.) and shape (circle, hexagon, triangle, etc.)
enhancements used in pictures and icons to communicate information in workplace documents.

Apply knowledge of icon and picture use in workplace documents to create their own representations.

To the Instructor...

Module I: Pictures and Icons is the
first of two foundation modules for
Document Use Refresher for Ap-
prentices.

Learner Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

Instructor Materials:

- Module 1 teaching resources,
including sample documents and
activity worksheets

- Optional: Flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant
documents

MobuLE 1: PicTURES AND ICONS
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THE FOUNDATION

Pictures are found in a range of trades-related documents, including scale drawings, schematics,
diagrams, process charts (also known as flowcharts), graphs, and procedural manuals. Pictures are a
fundamental form of communication. Our ancestors shared information and stories with pictures before
alphabets were invented, and we typically learn to draw before we write. For that reason, this section is
the starting point for the understanding of each document element.

A word of caution is necessary. This module may appear simple, but it is important that it is treated as a
building block.

Strategies for Instruction

* Present supporting documents included with this module. Point out the picture elements in each. Exam-
ine, with the learners, the variety of pictures. Discuss reasons for their inclusion in the document. Obtain
feedback on the role pictures play in the document, the various kinds of information these pictures can
convey.

* Present your own documents and experiences. Also, encourage learners to share their experiences. What
documents have they worked with? What pictures have they seen in their workplaces? Invite learners to
bring copies of their workplace documents to future classes, to share and discuss.

* Introduce the term ‘representation’. Explain how a picture, icon, or scale drawing represents on paper
an item that is real. The picture on paper is composed of lines, curves, and shading rather than bricks,
wood, or metal. The picture is not reality, but a representation of it. Ask how else an electrician, plumb-
er, or other tradesperson (include a trade from your class) could carry a building in a tool box. Examine
with the learners how pictures are very close to reality and how process charts are further removed from
reality.

MobuLE 1: PicTURES AND ICONS
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Supporting Documents

* Clarify that pictures show relative size and appearance of objects — show Levers (page 18) and Skeleton
(page 19) as examples. Point out that more complex documents, such as diagrams and process charts,
use icons to show function or operation. Refer to the Floor Plan (page 20), pointing out the sink, appli-
ances, and doors; Circuit Diagram and Icons (page 21); and Homework Process Chart (page 22). Com-
pare these to Levers, pointing out the differences in the kinds of representation used in the lever photos
and the diagram icons.

Levers (page 18)  Skeleton

(page 19)
Floor Plan Circuit Diagram
(page 20) & Icons (page 21)

Homework Pro-
cess (page 22)
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Activities

Picture Scramble
Learner Worksheet (page 33); Instructor Key (page 34)
This worksheet contains the following assignment:

1. Examine the page of common icons found on the worksite.

2. Identify as many of the icons as you can, placing the name in the space provided.

3. Keep this worksheet; you will revisit it at the end of the module. Picture Scramble  Picture Scramble

Learner (p33) Instructor (p34)
NOTE: This exercise is revisited in the Additional Activities and Assessments section. To note progres-
sion, have learners complete the exercise now, leaving any unknown answers blank. Have learners revisit

the worksheet again at the end of the module, filling in any new answers. Check the answers at that time.

Spot the Representations
Learner Worksheet (page 35)
This worksheet includes a sample page from a first aid manual and the following assignment:

1. Examine the page. Spot the Repre-
sentations (p35)
2. Circle the pictures and icons.

3. Are these pictures and icons useful in understanding the page? If so, how?

4.. Discuss your answers.
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PicTuRES AND Icons DEFINED

Just as building materials or ingredients come in different grades, pictures come in different levels of
detail. One person’s picture may be another person’s image. This topic is an opportunity to identify the
terms used in this teaching resource and reinforce the benefit of consistency. Trade specific standards are
set to facilitate understanding. It is important to respect these standards and to understand why they have
been developed and what they mean.

Strategies for Instruction

» Acknowledge differing terms for pictures and icons, such as images, symbols, etc. Identify the term
mimetic. Explain that the term refers to anything that mimics real life, such as a photograph, drawing, or
diagram.

* Reinforce that pictures and icons refer to images.

* Revisit the term representation. Review a selection of supporting documents — as many as you wish. Ask
what is similar about each. Ask what is different.

* Introduce the Complexity Chart (page 27) as a way to show degree of difficulty of representations. Draw
a horizontal line on a whiteboard or flipchart. Label left side easy to understand and right side difficult to
understand.

* Introduce the term concrete. Explain that a concrete representation is very close to the real, like a pho-
tograph or line drawing. Label Concrete at the far left of the Complexity Chart. Present sample docu-
ments, including the Skeleton (page 19) and Levers (page 18). Discuss why concrete representations are
easier to understand.

* Define picture. Add the term to the Complexity Chart. Show its position near the concrete. Acknowledge
other descriptive terms and clarify that for this course, picture is the term used. Point out features such
as simple, real, shows item or action. Present samples including Components and Tools: Garage Door
Opener (page 23) and Visual Metric Conversion (page 24).

Supporting Documents

CompLEXITY CHART

Complexity Chart Skeleton
(page 27) (page 19)

Levers (page 18) Components and
Tools (page 23)

Visual Metric
(page 24)

MobuLE 1: PicTURES AND ICONS
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* Introduce the term abstract. Explain that an abstract representation is further removed from reality. Add
the term to the Complexity Chart near the difficult end. Discuss examples such as washroom signs, a
wet floor sign, Levers (page 18), and Picture Scramble (page 33). Discuss why abstract representa-
tions can be difficult to understand. Discuss why abstract representations are used and their advantages.
Brainstorm ways of understanding them.

* Define icon. Show its position on the Complexity Chart, close to Abstract. Point out the features that
distinguish it from a picture: more removed from the real, represents an item or action. Emphasize pat-
terns. Icons often contain an element of reality and often follow a pattern.

Reinforce with samples such as
- A skull in safety symbols, as seen in Safety Icons (page 25), WHMIS Icons (page 26)
- A cross in first aid — seen on books, hospitals, uniforms, work stations
- The Stop Lights (page 27)

* Ask why is an icon used rather than a picture? Discuss answers, such as how icons can be understood
across cultures, or how it is easier to draw an icon than to reenact the event. Ask who would want to
pose for a WHMIS scene or a washroom sign, and discuss the responses.

Supporting Documents

Levers (page 18) Picture Scramble
(page 33)

Safety Icons WHMIS Icons
(page 25) (page 26)

Stop Lights
(page 27)

MobuLE 1: PicTURES AND ICONS
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Activities

Ci
p

Build a Collection

Use poster board, flip chart paper, or the wall to build a classroom collage of icons. Ask learners to con-
tribute to the collage, sharing copies of icons. Build the collection throughout this refresher course. Keep
a section of the collage for stumpers: icons that are challenging to figure out. At the end of the course,
reflect on the size and variety of the collection. Discuss those ions that were identified as challenging.

] Complexity Complexity In-
Complexity Chart Learner (p36) structor (p37)
Learner Worksheet (page 36); Instructor Key (page 37)

The worksheet contains the following assignment:
1. Review the sample documents provided.
2. Place documents on the Complexity Chart, according to how difficult they are to understand.

3. Keep this assignment as it will be used in future modules.

Present the supporting documents included in this module. Assist learners, where needed, in ordering the
documents from easy to difficult. Use the Instructor Key as a guide to discuss results. Use the discussion
to highlight comfort zones and areas of difficulty.
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ENHANCEMENTS

As mentioned previously, pictures and icons come in various levels of detail. Those details are known
as enhancements. In this section, some common enhancements are introduced and the role they play in
sharing information is explored.

Strategies for Instruction

* Present the Enhancements Template (page 28). Liken an enhanced picture or icon to a souped-up motor, -
a superwired circuit, a high-flow plumbing outlet, or other trades-related example. The basic version Enhancements Multi-Layered
will do, but the enhanced model does more in the same or shorter period of time. (page 28) lcons (page 29)

* Introduce shape. Show how the meaning of the safety symbols differs with a triangle, rectangle, or octa-
gon. Relate it to traffic signs, where even without the word, we can recognize a stop sign.

* Discuss colour. Affirm that colour is not always present in documentation or signage, but when avail-
able, it is a powerful communication tool. Refer to the Enhancements Template (page 28). Brainstorm
colours routinely seen on the job site such as on signs, control panels, and keypads, for example. Com-
pare to real life: team colours, traffic lights, vehicle paint, wet floor sign. Explain the choices of colours
for WHMIS and safety symbols. Discuss how or why these work.

NOTE: Documents reinforcing these concepts have been provided in colour, and any of these docu-
ments presented to learners should be reproduced in colour.

* Introduce layered icons. Start with double-layered icons. Use a No Smoking sign as an example. Point
out the two layers ie. a cigarette icon and a circle with a line through it. Discuss how the layers works
together to share a message. Relate to the previous discussion by pointing out the colour of the circle
and line. Present Multi-Layered Icons (page 29). Point out how each of the three layers work together
to share a specific message.
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Supporting Documents

* Briefly revisit more complex pictures, including the Floor Plan (page
20), Dangerous Goods Icon Defined (page 30), and Homework Process Chart (page 22). Point out leg-
ends and scales; briefly describe what they are, how they work, and how they help share information.

* To summarize, return to the Dangerous Goods Icon Defined (page 30). Point out the various enhance-
ments and how they work together to give a complete message.

* Use the No Parking sample on Enhancement Template (page 28) to demonstrate double-layer icons.
Floor Plan Homework

(page 20) Process (page 22)

Dangerous Goods — Enhancements
con (page 30) (page 28)
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Activities

Protect Your Space
Present this scenario: your workmate has borrowed your tools for the last time. Draw a ‘do not’ icon to
put on your locker to warn borrowers away.

Assist where appropriate. Reinforce the role that shape, colour, and other enhancements play in icons such
as the large red circle with a line through it. Invite learners to share and display their creations.

MobuLE 1: PicTURES AND ICONS Page 13



INTERACTION WiTH OTHER
DocUMENT ELEMENTS

I reviously we have shown the progression of pictures and icons from simple to more detailed repre-
sentations. This topic introduces how a picture or icon — simple or detailed — works within a more com-
plex document such as a diagram, graph, process chart, or procedural manual.

Strategies for Instruction Floor Plan
(page 20)

Levers (page 18)

* Review the Complexity Chart with concrete at one end and abstract at the other. Use this when exam-
ining the examples that follow. Observe and discuss any patterns. For example, do learners find docu-
ments with many elements more difficult? Do pictures make some documents easier to understand?

* Refer to the Floor Plan (page 20). Discuss what information it is designed to share. What would it be
without a picture? What does the picture alone say?

* Repeat with the Levers (page 18), Visual Metric Conversion (page 24), and Emergency Procedures
(page 31).

Visual Metric Emergency Proc.
(page 24) (page 31)
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Activities Activity Worksheets

Fill in the Picture
Learner Worksheet (page 38)
This worksheet contains the following assignment:

1. Read the text.

2. Draw a picture representation of the text. Find a supporting document which fits this text.

3. Re-examine the text, your pictoral representation and the supporting document. Which gives you Fill in the
the clearer message? Which do you prefer? Why? Picture (p38)
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ADDITIONAL LEARNING
ACTIVITIES

Hand Signals
Learner Worksheet (page 39); Instructor Key (page 40)
This worksheet contains the following assignment:

1. Examine the pictures of the hand signals used to direct a hoist operator. The pictures are designed
to make the message easy to understand. Hand Signals: Hand Signals:
Learner (p39) Instructor (p40)

2. By examining the pictures, try to fill in the meaning of the missing hand signals.

3. Discuss the results with your instructor

Storm Warning
Working outside in a thunderstorm is dangerous. Have learners draw an icon to share this important safety
information.

Picture Scramble
Picture Scramble Revisited (p33)

Ask learners to revisit the Picture Scramble (page 33). Have learners fill in or change answers, if desired.
Compare these results to those in the Instructor Key. Discuss any changes the learners made as the result
of information gained in this module.
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LEVERS APPENDIX 1A

NOTE: Class 1 Levers are illustrated in Prying Patterns, Module 3: Diagrams
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SKELETON APPENDIX 1A
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FLOOR PLAN APPENDIX 1A
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C|RCU|'|' DlAGRAM APPENDIX 1A
AND Icons
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HomeEwoORK PROCESS APPENDIX 1A
CHART
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COMPONENTS AND APPENDIX 1A
TOOLS: Garage Door Opener
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VISUAL METR'C APPENDIX 1A
CONVERSIONS

=1 LITRE

=1 MILLIMETRE

=1 CENTIMETRE

=1 METRE

=1 KILOMETRE
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SAFeTY ICONS APPENDIX 1A
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WHMIS ICONS APPENDIX 1A
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COMPLEXH'Y CHART APPENDIX 1A

Easy to understand (Concrete) Difficult to understand (Abstract)
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ENHANCEMENT TEMPLATE APPENDIX 1A

In the workplace many pictures and icons are used as quick
ways to show important pieces of information. On the right side
of this page are basic shapes and colours used in pictures and
icons. Below are some examples used in the trades.
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MULT'-LAYERED ICONS APPENDIX 1A
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DANGEROUS GOODS APPENDIX 1A
Icon DEFINED
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EMERGEN cY APPENDIX 1A
PROCEDURES
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PlCTURE SCRAMBLE APPENDIX 1B

Learner Worksheet

Examine the page of common icons found on the worksite.
Identify as many of the icons as you can, placing the name in the space provided

Keep this worksheet; you will revisit it at the end of the module.
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PlCTURE SCRAMBLE APPENDIX 1B

Instructor Key

FLAMABLE AND
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SPOT THE APPENDIX 1B
REPRESENTATION

Learner Worksheet

- Examine the page.
= Circle the pictures and icons

- Are these pictures and icons useful in understanding the page? If so, how?

h WO N =

- Discuss your answers.
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COMPLEXH'Y cH ART APPENDIX 1B

Learner Worksheet

Review the sample documents provided.
Place documents on the Complexity Chart, according to how difficult they are to understand.

Keep this assignment as it will be used in future modules.

Easy to understand (Concrete) Difficult to understand (Abstract)
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COMPLEXH'Y cH ART APPENDIX 1B

Instructor Key

Rationale for exercise:

* Categorizing complexity of documents can be a good first step in understanding their structure
* This can be a tool to determine the learners’ strengths and challenges

Instructions:

* Give the learner at least one sample document from each category (your own, theirs, or from module
examples)

* Have the learner put the documents in order from least difficult to understand to most difficult to
understand

When completed the learner should have placed their documents in roughly the following order.

< Easy to understand (Concrete) Difficult to understand (Abstract) .
(photos) (line drawings) (icons) (Schematics) (scale drawings) (flow charts)
NOTES:

1. Within each category documents can vary in complexity
2. There could be various results with this exercise as learners bring with them knowledge
from previous experience. If learners have worked with scale drawings they may determine

these to be easier to understand. Use this as an opportunity to discuss their strengths and
challenges.
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FiLL IN THE PICTURE APPENDIX 18

Learner Worksheet

1. Read the text below.
2. Draw a picture representation of the text. Find a supporting document which fits this text.

3. Re-examine the text, your pictoral representation and the supporting document. Which gives you
the clearer message? Which do you prefer? Why?

Injuries to the head, spine and pelvis are always
serious because of the danger of injury to the | |
nervous system. | |

The nervous system is made up of | |
* brain

e spinal cord | Describe or Insert
* nerves | Picture Here |

These delicate tissues are protected by the: | |
e Skull | |
* Spine

The pelvis is a basin-shaped bony structure
connected to the base of the spine.

MobuLE 1: PicTures & Icons Page 38



HAND S|GNALS APPENDIX 1B

Learner Worksheet

Examine the pictures of the hand signals used to direct a hoist operator. The pictures are designed to
make the message easy to understand.

By examining the pictures, try to fill in the meaning of the missing hand signals.

Discuss the results with your instructor
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APPENDIX 1B

HAND SiIGNALS

Instructor Key

Instructions:
* Have the learners fill in as many blanks as possible.
* Discuss results, including reasons for any incorrect responses.
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INTRODUCTION

This module contains teaching and learning strategies applicable to all levels 1
of document use, from the very simple to the complex. It is understood that some
modules may need to be shortened or eliminated to meet time restrictions or student
requirements. No matter the audience or the time frame, include Module 2: Lists & Icons
in your teaching schedule. Although pictures and icons may seem too simplistic or
irrelevant to some busy tradespeople anxious to read flow charts and schematics,
do not skip this module. Be understanding but firm. Even when this module serves
as a review, it should be completed in its entirety to ensure all learners have the
knowledge and confidence needed to tackle more challenging documents.

Pictures

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs,
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.

7
Procedural

Process
Charts
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Outline

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Following are teaching strategies, suggested learning activities, sample documents, and activity work-
sheets. Please note, and reassure your learners, that the activities are designed to reinforce their skills and
guide your instruction. There are no tests or marks; there are no passing or failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s

Manual outlines this resource’s guiding philosophy while providing useful background information and
other details.

Objectives

Having completed instructional materials and activities Learners will be able to:
Define the four major list types: simple, combined, intersected, and nested.
Identify the presence of and uses of lists in a variety of safety and trade-related workplace documents.

Demonstrate knowledge of lists as organizers of information by locating information in a variety of safety
and trade-related workplace documents.

Identify lists within many workplace documents, including graphs, diagrams, process charts, entry forms,
and procedural manuals.

Apply knowledge of list use in workplace documents in construction of their own list-based documents.

MobuLE 2: LisTs

To the Instructor...

Module 2: Lists is the second of two
foundation modules for Document
Use Refresher for Apprentices.

Learner Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

- Module 1: Pictures and Icons,
Document Use Refresher for Ap-
prentices

Instructor Materials:

- Module 2 teaching resources,
including sample documents and
activity worksheets

- Optional: flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant
documents
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SimpPLE LisTs

Lists are the key to unlocking the information contained in workplace documents. Think of lists as
bricks. Just as bricks are used to build homes, lists are used to build more complex documents. In other

words, behind every document - graphs, entry forms, diagrams, process charts, and procedural manuals
—1is a list.

This topic is called simple lists, but do not be tempted to skip to the more important topics. A simple list

is the first step to understanding the structure of lists and how they work; once the list’s structure is under-
stood, lists of any size and complexity can provide information quickly.

Strategies for Instruction

* Discuss what is a list? Gain feedback on what learners believe makes a list. Of what use is a list? What
does a list look like? Note responses. Invite learners to bring samples to share. Also, include your own
samples and experiences where possible.

* Introduce a list by focusing first on what it is, why it is used, and how it is used.

» What is a list. Reinforce the following points:

- A list is a group of data, words, or numbers that share a common characteristic. A simple list is the
most basic list form; it consists of a label and a group of related items. Demonstrate with Tips for
Filling Out Forms (page 60) and other samples.

- Introduce the term matrix. Point out that the term table can also be used. Explain that a matrix or
table displays information in rows and columns. Lists are matrices, as are process charts, which will
be studied in Module 5.

- Point out that a list does not need lines or a table. Share Paint Colours (page 61) and Occupational
Health and Safety Regulation: Fall Protection (page 62) as examples. Reinforce that a list is a list
not because of its appearance but because it is a collection of related items.

- Discuss how the format of a list — vertical, top to bottom - can assist in locating information, using
Paint Colours as an example. Point out the ease in locating information in the bottom block, com-
pared to the top block. Use Emergency Procedures (page 63) to show how lists can combine pic-
tures (from Module 1) and text to organize and share information.

Supporting Documents

Filling Out Forms Paint Colours
(page 60) (page 61)

Occup. Health & Emergency Pro-
Safety (page 62)  cedures (page 63)
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* As other examples, compare the three metric conversion charts: Visual Metric Conversion (page 64),
Conversion Factors (page 65), and Conversion Tables (page 66). The first is a picture list, the second a
non-line list and the third, a matrix or table. Discuss the uses of each, and obtain feedback from learners
on preferences and challenges.

* Why are lists are used. Emphasize these points:

- Almost every major document form can be expressed as a list. Demonstrate with From Diagram to
List (page 67), From Graph to List (page 68), From Entry Form to List (page 69), and From Pro-
cess Chart to List (page 70). Point out that a list organizes information that can be used on its own
or as a layer in more complex documents.

* How are lists used. Introduce this crucial concept: lists are not meant to be read, but are meant to be
used to locate a specific piece of information. Demonstrate with samples. For example, if converting
inches to centimetres, it is not necessary to read the entire metric conversion chart. Point out how the
chart yields the specific information.

» Acknowledge fear as a common obstacle to using lists. Lists can be overwhelming with their dozens
or hundreds of items. Learning to use a list and to focus on the needed piece of information can ease
that stress. Empathize with difficulties and confusion created by ill-formed or complex lists. Encourage
learners to share experiences or opinions. Reinforce that every list, no matter the form or content, can be
effectively used once some basic concepts are learned. This section is the first step.

Supporting Documents

Visual Metric Conversion Fac-
(page 64) tors (page 65)
Conversion From Diagram to

Tables (page 66) List (page 67-70)
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Activities

Label It
Learner Worksheet (page 81)

Have learners label the picture list provided. Ask learners to keep this worksheet; it will be revisited later
in the module.

A List to Build On

Ask learners to brainstorm at least four things they want to learn in this refresher course. Have them orga- || Label It (p81)
nize the information in the form of a simple list. Using flipchart paper make a simple list to display in the
classroom. Add items as volunteered by the learners.
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ComBINED LisTs

A combined list is a simple list with an added layer of detail. Lists, like pictures and icons will vary in
complexity dependant upon the information it organizes.

Strategies for Instruction

* Review the basics of lists:
- A group of items with common characteristics.
- Are found in nearly all documentation.
- A simple list consists of a label and related items.
- All lists are meant to organize and locate information.

* Explain that lists can be simple to complex, depending on the information that needs to be organized.

* Explain that a combined list is a simple list with a second layer that adds detail or description to the first
list.

» Use Conversion Tables (page 66) and Boiling Point of Alkanes (page 71) to reinforce the following:
- A combined list maintains simple list structure ie. label and related items are the first column
- The second and subsequent columns must all relate and add detail to the first column
- Combined list, read horizontally, should flow as a sentence

* Point out that lists may vary in appearances. Reinforce that structure does not always require horizontal
or vertical lines. Demonstrate with Conversion Factors (page 65).

* Present the Table of Contents (page 72) and Index (page 73). Identify the combined list pattern. Dem-
onstrate the above elements. Briefly point out the ordering systems such as alphabetical, page numbers,
subject. Explain that these lists are essential to the use of procedural manuals and will be covered in
more detail in Module 7: Procedural Manuals.

MobuLE 2: LisTs

Supporting Documents

Conversion Boiling Point
Tables (page 66) (page 71)

Conversion Fac- Table of Contents
tors (page 65) (page 72)

Index (page 73)
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* Explore the steps in gaining information from a complex list:
- Check the title.
- Read the column labels.
- Scan for the columns and rows needed.
- Record the needed information.

* Reinforce that lists typically flow top to bottom and left to right. Caution against reading the entire list
piece by piece; encourage use of labels, columns, and rows to go directly to the needed information.
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Activities

Label That List Again
Learner Worksheet (page 82)
Have learners label the three lists given [answers, from left to right: Triangles, Definition, Trade Exam-

ples].

Compare results to Label It (page 81). Point out the progression from the simple to the combined list.

Label That List Spot That List
Spot That List Again (p82) (p83)
Learner Worksheet (page 83)

This activity asks learners to scan a page from a first aid manual and complete the following assignment:

1. Circle the lists.
2. How are these lists similar? How are they different?

3. Discuss your answers.

Find the Page

Find the Page (p84)

Learner Worksheet (page 84)
This activity asks learners to scan the Table of Contents and answer the following question:
- What page does the ‘Personal Protective Equipment’start on?

Add more questions, if desired, for practice and reinforcement.
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INTERSECTING LiSTS

MeTric DisTANCE CHART

I opics in this module continue to build from simple to more complex. This topic introduces an inter-
secting list by reviewing the information on simple and combined lists and reinforcing the patterns used
to access lists of any type.

Strategies for Instruction

* Review the basics of lists:
- A group of items with common characteristics. Metric Distance  Chain Slings
- Are found in nearly all documentation. Chart (page 74)  (page 75)
- A simple list consists of a label plus related items.
- A combined list is a simple list with additional descriptive column or columns.
- All lists are meant to organize and locate information.

* Explain that lists may be more complex, depending on the information that needs to be organized.

* Introduce intersecting list. Explain that an intersecting list is in fact a combination of three separate lists.
One list is read vertically, the second list is read horizontally. Information from the third and largest list
can only be obtained at the intersection point of one item from each of the other lists. Use the Metric Tip Table
Distance Chart (page 74), Chain Slings (page 75) and Tip Table (page 76) to demonstrate the intersect- (page 76)
ing list.

* Emphasize the following:

- An intersecting list organizes three or more simple lists.

- The term ‘intersecting’ comes from the strategy used to find information. The information is located
at the intersection of a row and a column.

- Two lists are search lists, used to quickly identify information in the third list.

- Two pieces of information are needed to find the third piece.

- The list is not meant to be read in its entirety. No matter the size or complexity of the intersecting
list, information needed can be found quickly.
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* Review the steps in gaining information from a more complex list:
- Check the title.
- Read the column labels.
- Scan for the columns and rows needed.
- Trace the point of intersection (for an intersecting list).
- Record the information.

* Reinforce that lists typically flow top to bottom and left to right. Caution against reading the entire list
piece by piece. Encourage the use of labels, columns, and rows to source the needed information.
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Activities Activity Worksheets

How Heavy?

Learner Worksheet (page 85)

This worksheet includes an example of an intersecting list, the Chain Slings, and the following assign-
ment: [Answers in brackets]

1. What is the maximum safe working load for a Single Choker Hitch made of 1-inch chain?
[28,620]

2. Your load is 19,000 pounds. If you have a 1/2-inch chain, what type of hitch must you use? worksheet (p85)  worksheet (p86)
[Single Basket Hitch (vertical legs)]

Reinforce how an intersected list will quickly yield needed information.

Bonus Time

Learner Worksheet (page 86)

This worksheet includes the Tip Table intersecting list and the following assignment: [ Answers in brack-
ets]

1. You are to receive a 20% bonus, or tip, for every job well done. What would your tip be on a job
worth $110? [$22.00]

2. What would your 20% bonus be on a $230 job? [$46.00]
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NesTeD LisTs

I his topic introduces a nested list by reviewing the information on simple and combined lists and
reinforcing that a nested list is a combined list within a list. Reviewing past instruction on lists can help in
the introduction and comprehension of each new pattern.

Strategies for Instruction

* Review the basics of lists:
- A group of items with common characteristics. Time Card Room Schedule
- Are found in nearly all documentation. (page 77) (page 78)
- Simple list consists of a label on a series of related items.
- A combined list is a simple list with additional descriptive columns.
- An intersecting list consists of three lists, a horizontal list, a vertical list and a third list of informa-

tion at each intersecting point.

- All lists meant to organize and locate information.

* Reinforce that lists can be complex, depending on the information that needs to be organized.

* Introduce nested list. Explain that a nested list is a combined list with added detail. In a nested list, one Heating Costs
or more columns or rows are subdivided to give an additional layer of information. Use the 7ime Card (page 79)
(page 77), Room Finish Schedule (page 78), and Hot Water Heating Costs (page 79) to emphasize the
following points.

- A proper nested list retains properties of simple and combined lists.

- A nested list can be spotted by a secondary label that repeats (for example, the days of the week in
the time card that repeat for both Reg. and O/T columns, the floor label in the Room Finish Sched-
ule that repeats for the four elements beneath).

- A nested list can be found within a combined list or an intersected list.

- The list is not meant to be read in its entirety. No matter the size or complexity of the nested list,
information can be found quickly by using column headings.

- There is need for care as multiple column headings can be confusing.
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* Review the steps for finding information from a complex list:
- Check the title.
- Read the column and row labels.
- Find the selected item from the column and row.
- Locate the intersection point between the selected items.
- Record the information from the intersection point.

* Reinforce that lists typically flow top to bottom and left to right. Caution against reading the entire list
piece by piece; encourage use of labels, columns, and rows to go directly to the needed information.
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Activities Activity Worksheets

Create a Time Card

Learner Worksheet (page 87); Instructor Key (page 88)

This activity illustrates the ability of nested lists to replace two or more lists that are nearly the same. The
Learner Worksheet includes a copy of the Time Card, and the following assignment: —

1. Review the Time Card.

2. Draw a new time card for regular (Reg) time only.

Time Card: Time Card:
3. Draw a new time card for overtime (O/T) only. Learner(p87) Instructor (p88)
4. Compare your two new cards to the original card. Which is faster to fill out? Which is more
efficient?
Expand That List
Instructor Key (page 89)
This activity builds upon Label It and Label That List Again from the previous topics.
Ask learners to examine their Label That List worksheet. Point out that they have a column of trade-spe- -
cific examples. Have them add a column of common examples. ?x(é;c;nd That List
P

Discuss the options: two nearly identical combined lists, or a nested list, as shown in the Instructor Key.
Point out that while a nested list may look complex, it can actually make the location and sequencing of
information more convenient.
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ADDITIONAL LEARNING
ACTIVITIES

Building Blocks

Have learners list the steps they have taken to earn their trade designation, including the steps that have
brought them to this class.

NOTE: This exercise is built upon in Module 5: Process Charts.

Reporting an Trip Expenses

Reporting an Incident Incident (p90) (p91)

Learner Worksheet (page 90)
Have learners list the main categories of information.
NOTE: this exercise is built upon in Module 6: Entry Forms

Trip Expenses

Learner Worksheet (page 91)
This activity reinforces the use of an intersecting list. The worksheet uses a metric distance chart listing

distances in kilometers and asks the following questions [answers in brackets]:

1. You have travelled from Halifax to Moncton to conduct a workplace inspection. Using the metric
distance chart, what distance did you travel in kilometres? [295 km]

2. You get $0.50 per km for travel expenses. You fill out your form once you are back in Halifax.
How much are you owed for this trip? [295 km x 2 for round trip = 590 km; 590 x $0.50 =

$295.00]

3. How much would you be owed in travel expenses if you travelled from Fredericton to Saint John
and back? [103 km x 2 = 206 km round trip; 206 x $0.50 = $103.00]
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Activity Worksheets

Heating Costs Comparison

Learner Worksheet (page 92)

This activity provides practice in the use of a nested list. The worksheet includes a hot water heating chart
and the following questions [answers in brackets]:

1. For a family of four using an old electric water heater, what is the annual cost for hot water?
[$491]

2. If this family wants to replace its old electric water heater, what is the cheapest option for them?
[Electricity — Time of use] worksheet (p92)

3. What is this family’s most expensive option? [Propane stand alone water heater]

4. If this family replaces its old electric water heater with an oil stand alone water heater, how much
money will be saved annually? [$491 - $416 = $75]
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Tips FOR FiLLING OuTt

FormMs

Tips for Filling Out Forms

Take your time

Ask for help

Follow directions exactly
Think before you write
Print neatly

Fill in all necessary blanks
Be truthful

Review your finished form

Sign the form

APPENDIX 2A
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PAINT COLOU RS APPENDIX 2A

Here are the paint colours and faucets available for your bathroom: Colour

Here are the paint colours and faucets available for your bathroom (paint
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OCCUPATIONAL APPENDIX 24
HEALTH AND SAFETY
REGULAT'ON: Fall Protection

GENERAL REQUIREMENTS
Obligation  11.2 (1) Unless elsewhere provided for in this Regulation, an employer must ensure that a fall
to use fall protection system is used when work is being done at a place (a) from which a fall of 3
protection m ( 10 ft) or more may occur, or (b) where a fall from a lesser height involves an unusual

risk of injury.

(2) The employer must ensure that guardrails meeting the requirements of Part 4 (General
Conditions) or other similar means of fall restraint are used when practicable.

(3) If the use of guardrails or similar means of fall restraint is not practicable, the employer
must ensure that another fall restraint system is used.

(4)  If the use of a fall restraint system is not practicable, the employer must ensure that a fall
arrest system is used.

(5) If the use of a fall arrest system is not practicable or will result in a hazard greater than if
the system was not used, the employer must ensure that
(a) acontrol zone is used in accordance with this Part,
(b) asafety monitor system with a control zone is used in accordance with this Part, or
(c) other procedures acceptable to the board are followed.

Fall protection 11,3 (1) The employer must have a written fall protection plan for a workplace if
plan (a) work is being done at a location where workers are not protected by permanent
guardrails, and from which a fall of 7.5 m (25 ft) or more may occur,
(b) the employer uses a safety monitor and control zone or other work procedures as
the means of fall protection, or
(c) the board so directs, because a fall may involve an unusual risk of injury.

(2)  The fall protection plan must be available at the workplace before work with a risk of
falling begins.
(3) The plan must specify
(a) the fall hazards expected in each work area,
(b) the fall protection system or systems to be used in each area,
(c) the procedures to assemble, maintain, inspect, use and disassemble the fall
protection system or systems, and
(d) the procedures for rescue of a worker who has fallen and is suspended by a
personal fall protection system or safety net, but is unable to effect self rescue.

Instruction  11.4 Before a worker is allowed into an area where a risk of falling exists, the employer must
of workers ensure the worker is instructed in the fall protection system for the area and the procedures to
be followed.
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EMERGENCY APPENDIX 2A
PROCEDURES
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V|SUA|_ METR|C APPENDIX 2A
CONVERSION

=1 LITRE

=1 MILLIMETRE

=1 CENTIMETRE

=1 METRE

= 1 KILOMETRE
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CONVERS|ON F ACTORS APPENDIX 2A
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CONVERS|ON T ABLES APPENDIX 2A
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FrRom DiAGRAM TO LisT  APrEvox2a

A diagram is a picture layered with a list.
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From GRAPH TO LiST APPENDIX 24

A graph turns a written list into a visual representation.

The graph:
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From ENTRY FORM APPENDIX 24
1O LisT

An entry form is a series of lists requiring and providing information.

The entry form:

From the main list comes related lists, such as:

Entry form Worker Information

Name

Street

City/Town
Province

Postal Code
Mailing Address
Home Phone
Work Phone

Cell Phone
Occupation

NS Health Card #
Social Insurance #
Date of Birth
Gender
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From PRocESs CHART  *“™=**
TO LiST

From Process Chart to List

A process chart is a series of icons layered with one or more lists.

The process chart:

Flow of Homework

Complete
Homework
Assignment ‘

—d

o

! Hand in
Homework
\ Assignment |

.

) N
,Instructor's
A . Decision

AN

\\ 7
Pass i FAIL
Spend 10
Go more hours
Celebrate in Library
reviewing
The list:

Flow of Homework

Complete Homework Assignment
Hand in Homework Assignment
Instructor’s Decision
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BOILING PO'NT OF APPENDIX 2A
ALKANES

Normal State at
Room Temp. +20C

CH,
CH;CH;
CH;CH,CH;
CH;CH,CH,CH;
CH;CH,CH,CH,CH;
CH;(CH,)sCH;
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TABLE OF CONTENTS APPENDIX 2A

- MILLWRIGHT MANUAL: CHAPTER |

Safety

WCB mgﬂlaﬁms ------- L e e L T T T L l:l
WEB responsibilies ..conccisimmmarissrs damiesersnonse s s it 1:1
Employers’ responsiDilitie ..o iiiiiiienveecsnsararesstansssmnrssssssssanens T |
Workers' responsibilities ... U ———— 1:2
Industrial Health and Safety Regulaunns ........................... R— 1:2

]ob Site sakty ''''' drsnusswsnscditancov s dabinarrridbtohar iy Parnannav t4ppRAnERTES tessaamurye Rau 1:3
Housekeeping on the job - P 1:4

Personal 88fetY .....cuisimmisassmsssssassness A RT—— DR R—— 14
Personal apparel........ccuscesossassersstasssnnaes s s e T 14
Personal protective SqUIPIMENT ..o wvsssrsmmsesssvarssssrimnsmssisssssers W -

Safe operation ............. e — Saaensat FUCNURE SN S we 139
LOCROOR PEOCHIOIEE soiainis s oA A TSN R Th . 19
Tool safety .......... T — 1:9
T T T S 1:1}

Fire safety ......ccouieennes appesn N p— N 1:11
The fire tHangle ... irimimnmimmsimiserycyis 1:11
PrinCipal connes OF BV wumsrcvmcosmmis s mossmmsssmasse 1:12
Classes of fires., sitempmann et . . 1112
First-aid firefighting ......ccomeres YR i e P— 1:14

Confined-space .......... R — P —— R—— S §4 1

MobuLE 2: LisTs Page 72



I NDEX APPENDIX 2A
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METR'C D|STANCE CHART APPENDIX 2A
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CHAlN SL|NG APPENDIX 2A
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TIP TABLE APPENDIX 2A
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TIME c ARD APPENDIX 2A

LABOR DISTRIBUTION

s c Monday Tuesday | Wednesday| Thursday | Friday Saturday | Sunday Total
0 ost
Number Code Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T
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ROOM F|N|S|-| SCHEDULE APPENDIX 2A

ROOMS FLOOR CEILING WALL BASE TRIM REMARKS
alolmlol>glzlolglzislals|mlolo|=|lol
22512821212 122|122 815|512 8122
T|=(FOIS S =11l BN Lol A P N R ) =
mzmiele| > < |> =1z m|<
=s - TI2F| [BF |5 zlis

ZHE= G | A= =)

STl = R
ENTRY v v JI VI I/ WiV4 ‘/ See owner for all painting
ALl v v Vv v VIV
BEDROOM 1 w4 7 VIV SISV See owner for grade of carpet
BEDROOM 2 | / V4 Wiv4 w4 SIS/ | See owner for grade of carpet |
BEDROOM 3 |/ v W44 V| VIV /| | See owner for grade of carpet
BATH 1 VIV v VIV SNV IV | Wallpaper 3 walls around vanity

Water-seal tile

BATH 2 v v VIV v |V Wallpaper w/wall
UTIL+CLOSETS| /| |V VIV VY V| SV V|| Use off-white flat latex
KITCHEN V| |V LW . oF Il
DINING o o V|V 4%
LIVING w4 ey i W v v See owncrfqr"grads of carpet
GARAGE /| VWV I v YV
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Hot WATER HEATING APPENDIX 24
Cosrts

Domestic Hot Water Heating Cost Comparisons - October 2003

Fuel and Appliances Average @ Unit of Fuel Cost Per | § per cubic | Typical household annual hot water
Seasonal Unit metre of T F Si
Efficiency (HST Incl.) | hotwater  'C Pperson our 1X person
(HST (120 person (360
Incl.) litres/day) (240 litres/day)
& litres/day)
Electricity
Electric water heater - 90% 9.9¢ 5.30 $232 $465 $696
new
Electric water heater - 85% Kilowait-fioie 9.9¢ 5.61 $246 $491 $737
old
Time of use (optional)* 90% 4.95¢ 2.65 $116 $232 $347
- new
Oil
Stand alone water 55% 58.0¢ 4.75 $208 $416 $624
heater
Tankless Coil | winter 75% 58.0¢ 348 $280 $559 $839
summer 25% litre 58.0¢ 10.45
Indirect tank | winter 75% 58.0¢ 3.48 $168 $336 $505
(with cold -
start boiler) summer 60% 58.0¢ 4.34
Propane
Stand alone water 55% fitre 90.3¢ 11.20 $490 $981 $1,471
heater
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LABEL IT

Learner Worksheet

Label the picture list.

Equilateral

Scalene/\

~JU

Right S,

Isoceles

APPENDIX 2B
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LABEL THAT ListT AGAIN

Learner Worksheet

Label the three lists.

APPENDIX 2B

Two sides are equal and two

MobuLE 2: LisTs

Page 82



SPOT THAT LIST APPENDIX 2B

Learner Worksheet

Scan this page from a first aid manual and complete the following tasks:
1. Circle the lists.
2. How are these lists similar? How are they different?

3. Discuss your answers
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FIND THE PAGE

Learner Worksheet

Scan the sample Table of Contents and answer the following question:

1. What page does the ‘Personal Protective Equipment’ start on?

- MILLWRIGHT MANUAL: CHAPTER |

Safety

WCB regulations ....... T IPEISISRRISRSNI ||
WOB 1esponsibiliies ..o smmssop o sispesmsmsm sy 1:1
Employers’ responsiDilitie ..o isiainsverssssstarans crasanssssmnrsssnssssanenr T |
Workers' responsibilities ST ———— 1:2
Industrial Health and Safety Regulaunm; ........................... S — 1:2

Jab site safety... i it smympe e el b B TR e 123
Housekeepmg on the job ................ il P e R — PR 1:4

Personal SaEetY ....cosmnimmmmssismmisssiiss SE—— PR— sressnsamasbasas 14
L B TP . 134
Personal protective SUUIPINENT ..u.cmarvressssmscsrorssvarmisssminmsmmissssssserrssn L1

Safe operation ...eeusies.. O E-— e A FUPRURES NENE ST .
Lockout procedures . 19
Tool safety .......... TS ———— 1:9
Shop safety eqUIPMICHL ...ouieeressisssesrarsiess smneacsusesss ESO— 111

Fire safety ..oviommemises TP ——— A — 1:11
The Fire tHONEIe i sciimxiumsmmssasisniasamsansiisssismmmer 1:11
ProCipal caunes OF TI0W o essmnssiimiessssmessammsssyses 1:12
Classes Of fires ...oeummrecesaanc cabetin PRSI v 2
First-aid firefighting ......occonviseee TR iiminid . vevrnenas 1:14

Confined-space .......... S A AR —— N——— » 1316

APPENDIX 2B
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HOW HEAW, APPENDIX 2B

Learner Worksheet

Use the intersecting list Chain Slings, and answer the following questions:
What is the maximum safe working load for a Single Choker Hitch made of 1-inch chain?

Your load is 19,000 pounds. If you have a 1/2-inch chain, what type of hitch must you use?
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BONUS T|ME APPENDIX 2B

Learner Worksheet

Use the intersecting Tip Table to answer the following questions:

You are to receive a 20% bonus, or tip, for every job well done. What would your tip be on a job
worth $110?

What would your 20% bonus be on a $230 job?
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CREATE A TivME CARD APPENDIX 2B

Learners Worksheet

1. Review the Time Card
2. Draw a new time card for regular (Reg) time only
3. Draw a new time card for overtime (O/T) only

4. Compare your two new cards to the original card. Which is faster to fill out? Which is more

efficient?
LABOUR DISTRIBUTION
Monday Tuesday | Wednesday| Thursday | Friday Saturday | Sunday Total
Job Cost

Number Code | Reg| O/T|Reg|O/T| Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T
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CREATE A TiIME CARD APPENDIX 2B

Instructor Key

In order to gather the same information without a nested list it is necessary to create two tables. The
student should come up with something similar to the tables below.
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EXPAND THAT LisT

Learner Worksheet

This activity builds upon Label It and Label That List from the previous topics.
Examine your Label That List worksheet and add a column of common examples.

Examples

Triangles Definition Worksite Example Common

Etiiiikitaral All the sides are equal and . i
a all the angles are equal -trusses - yield sign

Scalene All angles and sides are
different measures

Any triangle with a 90 - stringers
Right degree angle - rafters

2 sides are equal and two

angles have equal
Isoceles i z g e g - gable roofs
Opposite equal sides are

equal angles

APPENDIX 2B
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REPORT'NG AN INC'DENT APPENDIX 2B

Learner Worksheet

List the main categories of information.

' Cl C - Remote Chance
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TRIP EXPENSES APPENDIX 2B

Learner Worksheet

You have travelled from Halifax to
Moncton to conduct a workplace
inspection. Using the metric dis-
tance chart, what distance did you
travel in kilometres?

You get $0.50 per km for travel ex-

penses. You fill out your form once
you are back in Halifax. How much
are you owed for this trip?

How much would you be owed in
travel expenses if you travelled
from Fredericton to Saint John and
back?

MobuLE 2: LisTs Page 91



HEATlNG COSTS APPENDIX 2B
ComMPARISON

Learner Worksheet

For a family of four using an old electric water heater, what is the annual cost for hot water?

If this family wants to replace its old electric water heater, what is the cheapest option?

What is this family’s most expensive option?

If this family replaces its old electric water heater with an oil stand alone water heater, how much

money will be saved annually?

Domestic Hot Water Heating Cost Comparisons - October 2003

Fuel and Appliances Average = Unit of Fuel Cost Per $ per cubic | Typical household annual hot water
Seasonal Unit metre of T F Si
Efficiency (HST Incl) = hotwater = "o Person our 1X person
(HST (120 person (360
Diicl.) litres/day) (240 litres/day)
§ litres/day)
Electricity
Electric water heater - 90% 9.9¢ 5.30 $232 $465 $696
new
Electric water heater - 85% Ty — 9.9¢ 5.61 $246 $491 $737
old
Time of use (optional)* 90% 4.95¢ 2.65 $116 $232 $347
- new
Qil
Stand alone water 55% 58.0¢ 4.75 $208 $416 $624
heater
Tankless Coil |winter 75% 58.0¢ 3.48 $280 $559 $839
summer | 25% litre 58.0¢ 10.45
Indirect tank | winter 75% 58.0¢ 348 $168 $336 $505
(with cold >
start boiler) summer 60% 58.0¢ 4.34
Propane
Stand alone water 55% fitre 90.3¢ 11.20 $490 $981 $1,471
heater

MobuLE 2: LisTs Page 92



Document Use
Refresher
For Apprentices

DIAGRAMS

Module

G
NOVA?SC TIA

Department of Education
Apprenticeship Training and
Skill Development

nscc

I * Human Resources and Ressources humaines et
Skills Development Canada Développement des compétences Canada




INTRODUCTION

This module contains teaching and learning strategies applicable to all levels 1
of document use, from the very simple to the complex. It is understood that some
modules may need to be shortened or eliminated to meet time restrictions or student
requirements. This module should be completed in its entirety to ensure all learners
have the knowledge and confidence needed to tackle more challenging documents.

Pictures
& Icons

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After o
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs, o i v,
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.

Procedural

Process

Charts Manuals
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Outline To the Instructor...

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Learner Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

- Module 1: Pictures and Icons,
Document Use Refresher for
Apprentices

- Module 2: Lists, Document Use
Refresher for Apprentices

Following are teaching strategies, suggested learningactivities, sample documents, and activity work-
sheets. Please note, and reassure your learners, that the activities are designed to reinforce their skills and
guide your instruction. There are no tests or marks; there are no passing or failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s
Manual outlines this resource’s guiding philosophy while providing useful background information and

other details. Instructor Materials:

- - - Module 3 teaching resources,

ObleCtlves including sample documents and
activity worksheets

- Optional: flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant

Identify the presence of and uses of diagrams in a variety of safety and trade-related workplace documents

documents.

Having completed instructional materials and activities Learners will be able to:

Define diagrams as visual organizers of information.

Identify the underlying pictures and lists in a variety of workplace documents.

Demonstrate knowledge of diagram structure by retrieving information from various workplace diagrams,
including illustrations, maps, schematics, and scale drawings.

Apply knowledge of diagrams to workplace documents.
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TyYPEs AND PURPOSES

Whereas pictures show appearance and relative size of objects; diagrams show function or operation
— what something looks like and how something works. Diagrams do this by adding layers of detail to
pictures. This topic introduces diagrams by examining the purpose, to locate information, and the layers
that provide necessary information.

Strategies for Instruction

» Reinforce the fact that to show detail, diagrams use two basic forms: a picture and a list, items covered F rom Diagram to  Levers
in Module 1: Pictures and Icons, and Module 2: Lists. Demonstrate these two basic forms using From List (page 111) (page 112)
Diagram to List (page 111), first seen in Module 2.

* Examine the Levers document (page 112). Point out that the photograph is close to reality. Compare it to
the illustration that bears no physical resemblance to the picture. The diagram highlights only the parts
of the lever and directions of force.

* Remind learners of the simple list created in Module 1. Have learners identify the line drawing diagram
Class 2 Leaver and reinforce the simple list elements it represents. Label = Class 2 Lever, simple list =
fulcrum, load, effort.

* Gain feedback from learners on types of diagrams used in the workplace. Encourage learners to bring
samples to share, and share your own samples and experience where possible.
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Supporting Documents

* Introduce general groupings for diagrams:

- Illustrations. Include picture lists, catalogues, and drawings. Examples include Safe Lifting (page
113), Proper Positive Ventilation (page 114), and Emergency Exit Plan (page 115).

- Schematics are complex illustrations which are abstract representations of a process or procedure.
Pictures are replaced with icons or symbols. Details focus on the direction of flow or the order of
events. Examples include Your Body as Resistors (page 116) and Circuit Diagram and Icons (page
117).

- Scale Drawings, also known as blueprints, are abstract scale drawings. A legend explains how
many metres are represented by centimetres in the drawing. Point out that the scale will vary
depending on the item represented or the purpose of the drawing. These are detailed documents
used in design, construction, and repair. See Floor Plan (page 118) and Plumbing Plan (page 119).
Maps are another example, such as the Map of Labrador shown in Plan That Trip (page 131).

Safe Lifting Body as Resistors
(page 113 - 115)  (page 116 - 117)

Floor Plan Plan That Trip
(page 118 -119) (page 131)
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Activities

Complexity Chart Revisited

Ask learners to retrieve their complexity charts from Module 1. Have learners place illustrations, sche-
matics, and scale drawings on the chart. Discuss the reasons for placement.

Prying Patterns
Learner Worksheet (page 127)
This worksheet includes a lever diagram and the following assignment:

Prying Patterns
127
1. Circle the pictures. (p127)

2. Place a square around the diagram.

3. Examine the diagram. What is the label? What items would be in the list?
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ILLUSTRATIONS

Illustrations are diagrams that show detail through black-and-white outlines. These drawings are more
abstract than pictures but still bear a resemblance to the real item.

Strategies for Instruction

* Review the concept that each diagram is a picture and a list, which shows greater detail.

* Introduce the fact that to illustrate detail, diagrams often show several views. These views include things
not usually seen, such as your skeleton. Demonstrate with From Diagram to List (page 111). Other ex-
amples include the flow of coolant through a machine, the flow of electrical current through a circuit, or the
movement of a part inside an engine.

* Introduce some examples and features:
- Assembly or exploded illustration, which is identified by an ordered series of labeled parts. (Circular Saw
Blade Replacement, page 120)
- Exaggerated caricature used to attract attention. (Electrical Hazard, page 121)
- Shifting perspective, offers several views to demonstrate operation. (Computer: side and back, page 122)
- Picture list, includes a series of pictures and text for step-by-step instructions. (Emergency Procedures,
page 123)

* Using the above samples, reinforce the process:
- Look at the picture.
- Find the title.
- Look for the list.
- Look for additional information such as materials list, contact information, legends.

* Have learners discuss the characteristics of a good illustration. Discuss the potential challenges a poor il-
lustration may pose at the work site.

* Brainstorm ways to deal with any challenges. Is the photo blurred? Is the text too small? Are the lines con-
necting the labels to the drawing too numerous or confusing? Affirm that not all diagrams are effectively
drawn, but can be used to access information.

Supporting Documents

CIRCULAR Saw
BLaADE PLACEMENT

From Diagram to Circular Saw
List (page 111) (page 120)

Electrical Hazard Computer
(page 121) (page 122)

EMERGENCY
PROCEDURES

Emergency
(page 123)
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Activities

Find the Advantage
Learner Worksheet (page 128)

This worksheet includes the inclined plane illustration and the following assignment: [answers in brack-
ets]

1. Examine the diagrams for an inclined plane.

2. Look at the diagram labeled Example.
a. What is the effort distance? [6m ]
b. What is the resistance distance? [2m]

3. If mechanical advantage = effort distance/resistance distance, what is the mechanical advantage of
the ramp shown in the example? [6/2=3]

Spot the Differences
Learner Worksheet (page 129)
This worksheet presents two diagrams on fall protection and includes the following assignment:

1. Examine each diagram.
2. List the differences between the two diagrams.
3. Label each diagram.

4.. What information do you gain from this document?

Activity Worksheets

Find the Spot the Diff.
Advantage (p128) (p129)
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SCHEMATICS

SChematics rely on icons to show process operations. Assembly of equipment or flow of electricity,
air, or water are examples.

Schematics can be difficult to understand as they bear little resemblance to reality. This type of diagram
requires the reader to have prior knowledge of the meaning of the icons used. The solution is to build
confidence by demonstrating how icons and message can be discovered and understood. In other words, a
realistic representation may not be needed to communicate some information.

Spot the Differ-  Body as Resis-
Strategies for Instruction ence (page 129) tors (page 116)

* Reinforce the key commonalities between schematics and the simpler illustrations. Both are a combina-
tion of a picture and a list. Revisit Spot the Difference (page 129). Review the label and the list. Repeat
with Your Body as Resistors (page 116).

» Examine the difference between a schematic and an illustration. Note how the icons for resistance turn
Your Body as Resistors diagram into a schematic.

« Introduce a more complex schematic, such as Mathematical Formulae (page 124), Site Plan (page 125), | Mathematical Site Plan
Plumbing Plan (page 119), or Circuit Diagram and Icons (page 117). Note the addition of a legend. (page 124) (page 125)
Point out how a legend is also a combined list. Discuss how the legend helps in the understanding of the
diagram and its message. Examine how legends explain abbreviations, icons, or both.

Plumbing Plan Circuit Diagram
(page 119) (page 117)
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* Discuss other ways of imparting supporting information in schematics. For example, architectural
drawings contain several drawings, as well as window schedules, door schedules, and a title sheet with
legends of icons and abbreviations.

* Reinforce how complex documents can be more easily understood if a process is followed.
Review the following process:
- Examine the picture.
- Look for the label and list.

- Search for a legend and other supporting information.
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Activities Activity Worksheets

Washer Specs

Learner Worksheet (page 130)

This worksheet contains a shifting perspective diagram of a washer. To reinforce the process of gaining
information from a diagram, learners are asked to fill in the blanks of the following statements [answers in

brackets]:
1. The washer is made from a cylindrical bar stock [2-1/16] inches in diameter by Washer S
__[3]___ inches long, machined to the outside diameter of [2] inches , with a C;‘; Oer pecs
[25/32] inches diameter hole located in its centre. (p130)
2. The edge on one surface hasa  [3/32x45] degree chamfer.
3. The washer is [3/16] inches thick.

4. Is more than one view necessary? Explain.
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ScALE DRAWINGS

S<:ale drawings, also known as blueprints, are used in nearly every trade. They pose a challenge
because they are both abstract and highly detailed, using icons and legends to impart information.
Reinforcing the process of viewing complex documents as layers of information can help make scale
drawings more accessible.

Strategies for Instruction

* Review the diagram concepts covered to date: diagrams are a combination of pictures and lists, using Floor Plan Site P l?;
abstract illustrations and supporting information - icons, legends, and abbreviations — to give more de- (page 118) (page 125)
tail than a simple drawing or photograph.

* Introduce scale drawings. Explain that blueprint is another term commonly used, but for the purpose of
this module, the term ‘scale drawings’ will be used. Explain that a scale drawing is a precise schematic
that accurately represents measurement and relative size. Show examples, such as the Floor Plan (page
118), Site Plan (page 125), Plumbing Plan (page 119) and the map of Labrador in Plan that Trip (page
131). Seek feedback on the types of scale drawings learners have seen or used.

» Identify the scale in each example. Explain that using the scale requires measurement and conversion. Plumbing Plan  Plan that Trip
Be aware of units of measurement at all times, including whether measurements are in Imperial or SI (page 119) (page 131)
(metric). Imperial measurements include inches and miles; SI (metric) measurements include centime-
tres and kilometres.

* Point out that, like schematics, some scale drawings have a legend to explain icons.
* Discuss the need for scale drawings. Point out how anyone involved in construction — tradespeople, en-

gineers, customers — must read and understand scale drawings to ensure a home or building is construct-
ed properly. Being able to read maps — a type of scale drawing - minimizes lost time when travelling.
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* Revisit the process for reading diagrams:
- Know the purpose of the drawing (i.e. electrical schematic, plumbing hookup, landscaping plan).
- Examine the picture(s).
- Look for the label and lists.
- Use the icon and abbreviation legend.

* In addition, for scale drawings:
- Find and use the scale.
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Activities Activity Worksheets

Plan that Trip
Learner Worksheet (page 131)
This activity includes a map and the following assignment:

1. Find Paradise River in the lower right quadrant of the map. Circle it.

2. Find Davis Inlet in the upper left quadrant of the map. Circle it.

3. Using a ruler, or a straight edge , mark the distance between Paradise River and Davis Inlet. Plan that Trip Finishing
Using the scale on the map, what is the straight-line distance in kilometres between the two (p131) Touches (p132)
communities?

Finishing Touches
Learner Worksheet (page 132)
This activity includes the Plumbing Plan and the following assignment [answers in brackets]:

1. How many toilets are shown on the plan? [10]
2. How many telephone outlets are shown? [2]
3. What is the scale of this drawing? [9 cm =3 m or 3 cm = 1 m]

4. Which washroom is the Men’s Room? How can you tell? [urinals]
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ADDITIONAL LEARNING
ACTIVITIES

Changing a Blade
Learner Worksheet (page 133)
This worksheet includes the circular saw diagram and the following questions: [answers in brackets]:

1. Where is the blade shaft? Point it out to your instructor or draw a box around it on the paper.

Changing a Installing a Wall

-
2. What parts are necessary to secure the blade to the blade shaft? [inner washer, outer washer, blade Blade (p133) Oven (p34)

stud]
3. Should the large diameter of the inner washer face the blade or the blade shaft? [blade]

4. In what order should the parts be attached to the blade shaft? [inner washer, blade, outer washer,
blade stud]

5. In what direction should the blade stud be tightened? [clockwise]

6. In what direction should the blade spin? [counterclockwise]

Installing a Wall Oven
Learner Worksheet (page 134)
This worksheet includes an installation diagram and the following assignment [answers in brackets]:

1. What is the minimum clearance, in mm, from the floor to the bottom of the cabinet opening? [762]

2. Circle the junction box. What is the maximum distance, in mm, that it should be from the floor?
[711]

3. What must be level for proper installation? [the two runners]
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Activity Worksheets

Site Specifics
Learner Worksheet (page 135)
This worksheet includes a scale drawing and the following assignment [answers in brackets]:

1. What has the following dimensions: 90°-0”, 40°-0”? [the foundation of the building]
2. What are the dimensions of the property lines shown in this site plan? [130°-0’x 90°-0”]

3. What is the name and width of the street that runs in a north-south direction? [Stillwater Ave.,
3()’_0”]

Site Specifics
(p135)
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From DIAGRAM TO LisT  A°FEnoix Sa

A diagram is a picture layered with a list.
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LEVE RS APPENDIX 3A
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SAFE LIFTING APPENDIX 34
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PROPER POS'T'VE APPENDIX 3A
VENTILATION
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EMERGENCY Ex"- PL AN APPENDIX 3A
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Your Boby aAs APPENDIX 34
RESISTORS

HAND TO HAND 1000Q
120 VOLT
FORMULA: | =E/R

120/1000 = 0.120 AMPS
OR 120 MILLIAMPS

11,5000

105F01.EPS
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C|RCU|T DIAGRAM APPENDIX 3A
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FLOOR PL AN APPENDIX 3A
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PLUMM'NG PLAN APPENDIX 3A
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C|RCULAR SAW APPENDIX 3A
BLADE PLACEMENT
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ELECTR'CAL HAZARD APPENDIX 3A
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COMPUTER! side and Back APPENDIX 3A
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EMERGENCY APPENDIX 3A
PROCEDURES
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MATHEMATICAL
FORMULAE

APPENDIX 3A
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Prying PATTERNS APPENDIX 3B

Learner Worksheet

Circle the pictures.
Place a square around the diagram.

Examine the diagram. What is the label? What items would be in the list?
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FIND THE ADVANTAGE APPENDIX 38

Learner Worksheet

Examine the diagrams for an inclined plane.

Look at the diagram labeled Example.
a. What is the effort distance?
b. What is the resistance distance?

If mechanical advantage = effort distance/resistance distance, what is the mechanical advantage of
the ramp shown in the Example?
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SPOT THE DlFFERENCE APPENDIX 3B

Learner Worksheet

Examine each diagram.
List the differences between the two diagrams.
Label each diagram.

What information do you gain from this document?
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WASHER spEcs APPENDIX 3B

Learner Worksheet

Fill in the blanks of the following statements:

1. The washer is made from a cylindrical bar stock inches in diameter by
inches long, machined to the outside diameter of inches , with a
inches diameter hole located in its centre.

2. The edge on one surface has a degree chamfer.

3. The washer is inches thick.

4. Is more than one view necessary? Explain.

ﬁx 45° CHAMFER

2 DIA.

=

STOCK 2z DIA. x 3 LONG — C.R.S.
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PLAN THAT TR'P APPENDIX 3B

Learner Worksheet

Find Paradise River in the lower right quadrant of the map. Circle it.
Find Davis Inlet in the upper left quadrant of the map. Circle it.
Using a ruler, or a straight edge of paper, mark the distance between Paradise River and Davis

Inlet. Using the scale on the map, what is the straight-line distance in kilometres between the two
communities?
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FINISHING TOUCHES ApPENDIX 38

Learner Worksheet

How many toilets are shown on the plan?
How many telephone outlets are shown?
What is the scale of this drawing?

Which washroom is the Men’s Room? How can you tell?
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CHANG|NG A BLADE APPENDIX 3B

Learner Worksheet

Where is the blade shaft? Point it out to your instructor or draw a box around it on the paper.
What parts are necessary to secure the blade to the blade shaft?

Should the large diameter of the inner washer fade the bade or the blade shaft?

In what order should the parts be attached to the blade shaft?

In what direction should the blade stud be tightened?

In what direction should the blade spin?
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INSTALL'NG A WALL OVEN APPENDIX 3B

Learner Worksheet

What is the minimum clearance, in mm, from the floor to the bottom of the cabinet opening?
Circle the junction box. What is the maximum distance, in mm, that it should be from the floor?

What must be level for proper installation?
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APPENDIX 3B

SITE SPECIFICS

Learner Worksheet

What has the following dimensions: 90°-0”, 40°-0"?
What are the dimensions of the property lines shown in this site plan?

What is the name and width of the street that runs in a north-south direction?
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INTRODUCTION

his module contains teaching and learning strategies applicable to all levels 1
of document use, from the simple to the complex. It is understood that some
modules may need to be shortened or eliminated to meet time restrictions or student
requirements. This module should be completed in its entirety to ensure all learners & Icons
have the knowledge and confidence needed to tackle more challenging documents.

Pictures

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After :
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs, Ko i e
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.

Process Procedural

Charts
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Outline To the Instructor...

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Learner Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

- Module 1: Pictures and Icons,
Document Use Refresher for Ap-
prentices

- Module 2: Lists, Document Use
Refresher for Apprentices

Following are teaching strategies, suggested learning activities, sample documents, and activity work-
sheets. Please note, and reassure your learners, that the activities are designed to reinforce their skills and
guide your instruction. There are no tests or marks; there are no passing or failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s
Manual outlines this resource’s guiding philosophy while providing useful background information and

other details. Instructor Materials:

- - - Module 4 teaching resources,

Ob.leCtlves including sample documents and
activity worksheets

- Optional: flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant

Identify the presence and use of graphs in a variety of safety and trade-related workplace documents. documents

Having completed instructional materials and activities Learners will be able to:

Define graphs as visual organizers of data lists.

Identify the three basic types of graphs; pie graph, bar graph, and line graph.

Demonstrate knowledge of graph construction by identifying, locating and retrieving information from
various graphs.

Apply knowledge of graphs to in workplace documents.
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TYPES AND PURPOSE

Graphs are pictorial representations of numerical data. Showing technical data as a picture can be
easier to understand and work with. Graphs, however, can be confusing if the patterns used to create and
read them are not understood. Understanding these patterns makes the data contained in graphs more ac-
cessible, literally unlocking a world of information in workplace documents.

Strategies for Instruction

* Define graph as a method of showing a change in one variable when compared to a change in another
variable. A graph shows words and numbers as a line, bar, pie, or other picture that varies in size or po-
sition. In other words, a graph gives a picture to a numerical value and can show increase, maintenance
or decrease.

* Emphasize that graphs are found in various workplace document. Time-lost incidents, production vol-
umes, growth rates, and temperature charts are some examples. Present Composition of Clean Air (page
155), Decibel Levels of Familiar Sounds (page 156), and Typical Pulling Forces for Various Wraps
(page 157) as examples. Point out how pie graphs are more concrete, and line graphs are more abstract.

* Obtain feedback from the learners on their experience with graphs. What have they seen, what have they
used, how they have used them? Invite learners to bring in samples to share, and share your samples and
experience where possible.

* Point out that a graph converts technical data into a picture. A graph creates a picture from a combined,
intersected, or nested list. The more complex the list the more complex the graph required. Use From
Graph to List (page 158) as a demonstration. Apply the process to the other samples. Show how the list
is the data: it can be time, volume, temperature or any set value.

* Explain that graphs provide two forms of information: a general statement and specific details. Use
Trade Income (page 159) as an example. The graph provides a general statement about average earnings
and seasonal trend of a trade. Specifically, the graph yields the income for a certain month. Using those
specific details, other information can be calculated such as average annual income, months of increase
and months of decline, etc.

Supporting Documents

Clean Air Decibel Levels
(page 155) (page 156)

Dypical Pulling Graph to List
Forces (page 157) (page 158)

Trade Income
(page 159)
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Supporting Documents

* Share the Site Profile (page 160). Point out how the graph actually forms a picture of the land it is
profiling.

* Explain that different types of graphs are used according to the volume and type of data, audience, and
purpose. If the graph is to demonstrate elevation, production rates, or temperature change, a line graph
works well. For comparison purposes, a bar graph or pie chart are effective. Using Composition of
Clean Air (page 155) and Decibel Levels of Familiar Sounds (page 156), show the ease in comparing at
a glance the various data presented.

Site Profile Clean Air
* Introduce the patterns for reading graphs of any type: (page 160) (page 155)
- Use the title to identify the main purpose of the graph.
- Identify the type of graph being used.
- Identify data categories; that is, know what information is being shared and how it is compared.

* Reinforce the similarity to reading other documents:
- Know the information you seek.
- Find the label or title.
- Identify the lists.
- Locate information. Decibel Levels

(page 156)
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Activities Activity Worksheets

Complexity Chart Revisited

Learner Worksheet (page 168),; Instructor Key (page 169)

Provide learners with a variety of documents from the inventory included in the Instructor Key. Ask
learners to place each sample on their Complexity Chart first used in Modulel. Discuss the order in which
they recorded their samples on the chart. Compare their ordering to the concrete and abstract.

Complexity Chart Complexity Chart
From Graph to Income Learner (p168) Instructor (p169)

Learner Worksheet (page 170),; Instructor Key (page 171)
Have learners examine Trade Income (page 159) and fill in the list of data used to create the graph.

mmmmmmmm

Graph to Income  Graph to Income
Learner (p170) Instructor (pl71)
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Pie GRAPHS

I ie graphs are the least abstract of the three general types covered in this refresher. The picture is
close to reality and imparts a specific piece of data. This makes pie graphs a good starting point in intro-
duce and reinforce the patterns to understand graphs.

Strategies for Instruction

* Point out that as its name says, a pie graph displays data as a wedge of a circle or a piece of pie. This

visual representation is used to explain parts of a whole. Composition Avgerage Income

Air (Page 155) (page 161)

* Reinforce that pie graphs are built from lists. Since pie graphs show percentages, they can be built from
lists that are combined, intersected, or nesting. There is no X or Y axis since a whole pie, or circle, adds
up to 100%. Demonstrate with Composition of Clean Air (Page 155).

* Point out that pie pieces may be coloured, shaded, or patterned. Pieces may be shown together in a
circle, or may be separated: see Average Employment Income By Educational Attainment (page 161).
Note the similarity to an exploded assembly diagram, with pieces placed apart for emphasis.

* Using the same sample, reinforce the use of a legend. Demonstrate that a pie graph may use a legend for
colour or shading of pie pieces. There may also be a legend for number values, or number values may be
written on or attached to the pie piece itself.
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* Reinforce the pattern for reading graphs:
- Use the title to identify the main purpose of the graph.
- Identify the type of graph being used.
- Identify data categories; that is, know what information is being shared and how it is compared.
- Locate labels or a legend to distinguish each piece of pie.

* Relate this to the pattern of reading diagrams and other workplace documents:
- Know the information you need to find.
- Check the label and title.
- Check the scale.
- Use the lists and legends.
- Locate required information.
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Activities

The Air We Breathe
Learner Worksheet (page 172)
This activity includes Composition of Clean Air and the following assignment [answers in brackets]:

1. Examine the pie graph.

2. List the components of clean air, from the largest percentage to the smallest percentage. [Nitrogen,
Oxygen, Argon, Others] worksheet (p172)

3. What is the specific percentage of oxygen required in clean air? [20.947]

Have learners complete the worksheet.
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BAR GRAPHS

Bar graphs are more abstract than pie graphs and incorporate multiple lists of data. This topic builds
on the patterns introduced in the examination of pie graphs and introduces patterns to accommodate more
complex data lists.

Strategies for Instruction

* Review the definition of a graph. A graph is pictoral representation of numerical data.
Decibel Levels Air Contami-

« Introduce bar graphs. A bar graph is a visual representation of one variable compared to one or more (page 156) nants (page 162)
other variables.

* Present Decibel Levels of Familiar Sounds (page 156) and Air Contaminants Limits (page 162). Point
out that like the name says, bar graphs display data not as a line, but as a series of bars. This visual rep-
resentation is useful in highlighting the difference between data sets.

* Point out that bars may be coloured three-dimensional blocks, line blocks, or stacks of pictures or icons.
Bars may be stacked vertically or horizontally as in Typical Pulling Forces (page 157). The appearance
is not important as long as the data is clearly understood. The appearance does not affect the system for Pulling Forces Apprenticeship
reading the graph. (page 157) Marks (page 163)

* In reading a bar graph data is arranged vertically (Y axis) and horizontally (X axis). Identify the X and
Y axes. Explain the importance of knowing the scale of the axis.
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* Point out the legend. Explain that in some bar graphs, there is a legend for scale, especially if icons are
used instead of solid bars. There is also a legend for colour or design to distinguish between two or more
bars. Demonstrate with Apprenticeship Marks and Attendance (page 163).

* Reinforce the pattern for reading bar graphs, pointing out its similarity to the patterns for reading pie
graphs, diagrams and other workplace documents:
- Use the title to identify the main purpose of the graph.
- Identify the type of graph being used.
- Identify data categories; that is, know what information is being shared and how it is compared.
- Check the scale; in the case of bar graphs, the scale is listed for the X and Y axes.
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Activities Activity Worksheets

Decibel Levels

Learner Worksheet (page 173)

This activity includes the Decibel Levels of Familiar Sounds graph and the following assignment [an-
swers in brackets]:

1. Examine the bar graph provided. What produces the highest decibel level? [Rocket Launch] What
is the rating in dB? [180]

2. What produces the lowest decibel level? [Busy Traffic] What is the rating in dB? [75] worksheet (p173)

3. How many items exceed the pain threshold of 140 dB? [2] List these items. [Gunshot, Rocket
Launch]
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LiNe GRAPHS

Line graphs are the most common form of graph and the most abstract. Reinforcing the patterns
learned with pie and bar graphs can help locate the necessary information and ease the discomfort of us-
ing line graphs.

Strategies for Instruction

* Review the definition of a graph. A graph is pictoral representation of numerical data.

Pulling Forces Boiling Point

» Introduce line graphs. Present Typical Pulling Forces (page 157), Boiling Point of Water (page 164), (page 157) (page 164)
and Rate of Fall (page 165). Explain that line graphs are often used to show trends such as the drop in
voltage with time, the change in wire capacity with size, or the variation of the boiling point of water
with land elevation.

* Point out the horizontal or X axis and the vertical or Y axis. Relate these to earlier examples of bar
graphs. Show how the line on the graph is the result of points of intersection between the X and Y axis.
Show how each axis has a scale: volts, degrees, metres. Explain the importance of knowing the scale
to read a graph properly. The scale is necessary to retrieve the correct data; otherwise, 10 feet could be
mistaken for 10 kilometres, or even 10 metres. Refer to Rate of Fall (Page 165) to highlight the need for | Rate of Fall

accuracy. (page 1635)

» Demonstrate how to read a line graph. Explain that one variable, either the X or Y value, is needed. By
tracing with your finger up from the X axis or across from the Y axis to the line, the other value can be
determined — the specific value. Explain that by examining the line as a whole, observing whether it
rises, falls or stays flat, the general picture can be obtained.

» Examine Boiling Point of Water (Page 164), showing the change of water’s boiling point with elevation.
Demonstrate a specific value: the boiling point at 250 m. Then, examine the entire line for the trend: as
elevation increases, the boiling point decreases.
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Supporting Documents

* Point out how several trends or data sets can be contained on one line graph. Explain how line graphs
with multiple data sets use a legend to distinguish each line, just as bar and pie graphs do.

* Demonstrate with Wire Current Capacities (page 166). Emphasize that more complex graphs are read
as any document, by focusing on the information needed and searching accordingly. Wire Current
Capacities may seem complex, with lines for both copper and aluminum wire capacity. By focusing on
the necessary line - copper, for example — and using the specific data needed, graphs provide a pictoral
representation of data.

Point out that viewing the lines together can provide useful information. In this case, viewing copper Wire Current
and aluminum capacities together allows for comparison that can be used to calculate the length of wire (page 166)
needed and its cost.

Explain that some graphs contain a control line — a horizontal line through the middle to show average
or normal conditions. A common example is a temperature trend chart on television weather forecasts,
which compares daily temperatures with the average.

Reinforce the pattern for reading line graphs, pointing out its similarity to the system for reading pie

graphs, bar graphs, diagrams and other workplace documents:

- Use the title to identify the main purpose of the graph.

- Identify the type of graph being used; if it is a line graph, read it from left to right, as you would read a
sentence.

- Identify data categories; that is, know what information is being shared and how it is compared.

- Check the scale; in the case of a line graph, the scale is listed for the X and Y axes.

MobuLE 4: GRAPHS Page 150



Activities Activity Worksheets

Data Hunt

Learner Worksheet (page 174)

This worksheet includes three sample graphs: Trade Income (page 159), Boiling Point of Water (page
164), and Wire Current Capacities (page 166). Learners are given the following assignment [answers in
brackets]:

1. What were this tradesperson’s average earnings in June? [$4,000]

2. In what months did this tradesperson make more than $5,000? [July, August, September] worksheet (p174)

3. What is the ampacity of a size 8 copper wire? [80]
4. If you require an ampacity of at least 100 amps, what size of wire can you use? [1,2,3.4, or 6]
5. At zero elevation, water boils at 100C°. What is the boiling point at 1500 m elevation? [94.8C°]

6. If your pot of water boils at 96.5C°, what is your elevation? [1,000 m]
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ADDITIONAL LEARNING
AcTIVITIES AND ASSESSMENTS

Dangerous Air

Learner Worksheet (page 175)

This activity provides practice in working with bar graphs. The worksheet includes the Air Contaminants
graph and the following assignment [answers in brackets]:

1.What is the scale of the Y axis? [ppm — parts per million] Dangerous Air Bar or Line

2. Create a combined list from this graph, with the contaminants and their allowable levels (p173) (p176)

3. What contaminant is the most dangerous; that is, what contaminant can do the most damage in the
smallest amount? [cresol]

Bar or Line?

Learner Worksheet (page 176)

This activity compares Grades and Attendance for Apprenticeship Students as a bar graph and a line
graph. The worksheet includes the graphs and the following assignment [answers in brackets]:

1. Using the bar graph, list the marks and attendance of students 3, 4, and 5. [3-70,80; 4-90,80; 5-
45,90]

2. Using the line graph, list the marks and attendance of students 1 and 6. [1-90,75; 6-55,10]

3. What general information can be gathered from the bar graph? [differences between students,
relationship between mark and attendance]

4. What general information can be gathered from the line graph? [trend: attendance down, marks
down]

5. Are there any exceptions? [Students 5 and 6]. Explain.
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Activity Worksheets

The Pull of Gravity
Learner Worksheet (page 177)
This worksheet includes the Rate of Fall graph, showing the speed at which an adult worker falls to the

ground, and the following assignment [answers in brackets]:

1. How far, in metres, would a worker fall in two seconds [20m]? In three seconds [44m]?

2. Does distance double with time, or is there another relationship? [distance more than doubles with
time; in other words, there is a very rapid increase in distance with each passing second]

Pull of Gravity

3. What trend does the line graph show? [fall distance increases rapidly with each passing second] (v177)
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COMPOS|T|ON OF APPENDIX 4A
CLEAN AIR

Oxygen

20.94% Argon
0.934%
Other
0.034%
Nitrogen
78.085%
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DEC'BEL LEVELS OF APPENDIX 4A
FAMILIAR SOUNDS
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TYPICAL PULLING FORCES *Frenoix 44
FOR VARIOUs WRAPS
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From GRAPH TO LiIST APPENDIX 44

A graph turns a written list into a visual representation.

The graph:

oil 39%

coal 23% other 1%

nuclear 7%

natural gas

23% hydro 7%
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TRADE INCOME APPENDIX 4A

Trade Income
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S|TE PROF"_E APPENDIX 4A
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AVERAGE EMPLOYMENT APPENDIX 4A
INCOME BY EDUCATIONAL
ATTAINMENT

<

[ I I |
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AlR CONTAN“NANT LlMlT APPENDIX 4A

Limits
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APPRENT'CESH'P MARKS APPENDIX 4A
AND ATTENDANCE

Apprenticeship Marks & Attendance

Students
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BOILING P0|NT OF APPENDIX 4A
WATER

Boiling Point of Water at Various Elevations
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RATE OF FALL ApPENDIX 44

e

Time (seconds)
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WIRe CURRENT
CAPACITIES

Wire Current Capacities

Ampacity

—e— Copper
—=— Aluminum

1 2 3 4 6 8 10
Wire Size

Copper Wire Current Capacities

200 7‘-\-\
150

2 3 4 6 8

Wire Size

10

Aluminium Wire Current Capacities

\’\‘\’\0

1 2 3 4 6

Wire Size

APPENDIX 4A
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COMPLEXH'Y cH ART APPENDIX 4B

Learner Worksheet

Review the sample documents provided.
Place documents on the Complexity Chart, according to how difficult they are to understand.

Keep this assignment as it will be used in future modules.

Easy to understand (Concrete) Difficult to understand (Abstract)
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COMPLEXH'Y cH ART APPENDIX 4B

Instructor Key

Rationale for exercise:

* Categorizing complexity of documents can be a good first step in understanding their structure
* This can be a tool to determine the learners’ strengths and challenges

Instructions:

* Give the learner at least one sample document from each category (your own, theirs, or from module
examples)

* Have the learner put the documents in order from least difficult to understand to most difficult to
understand

When completed the learner should have placed their documents in roughly the following order.

< Easy to understand (Concrete) Difficult to understand (Abstract) .
(Pie Charts) (Bar Graph) (Line Graph)
NOTES:

1. Within each category documents can vary in complexity
2. There could be various results with this exercise as learners bring with them knowledge
from previous experience. If learners have worked with scale drawings they may determine

these to be easier to understand. Use this as an opportunity to discuss their strengths and
challenges.
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From GRAPH TO INCOME: *°renoix4e

Learner Worksheet

Examine the graph and create the lists of data used to create the graph.
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FrRomeE GRAPH TO INCOME: *"="°™x 4¢

Instructor Key

Students will have numbers close to those indicated here. If they vary widely you should ask them to
show you how they read the graph.
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THE AIR WE BREATHE APPENDIX 4B

Examine the pie graph.
List the components of clean air, from the largest percentage to the smallest percentage.

What is the specific percentage of oxygen required in clean air?

Composition of Clean Air

Oxygen
20.94% Argon
0.934%
Other
0.034%
Nitrogen
78.085%
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DEecIBEL LEVELS APPENDIX 4B

Examine the bar graph provided. What produces the highest decibel level? What is the rating in dB?
What produces the lowest decibel level? What is the rating in dB?

How many items exceed the pain threshold of 140 dB? List these items.

MobuLE 4: GRAPHS Page 173



DATA HUNT APPENDIX 4B

Answer the following questions using three sample graphs:
Trade Income (page 159)

Boiling Point of Water (page 164)

Wire Current Capacities (page 166)

1. What were this tradesperson’s average earnings in June?

2. In what months did this tradesperson make more than $5,000?

3. What is the ampacity of a size 8 copper wire?

4. If you require an ampacity of at least 100 amps, what size of wire can you use?

5. At zero elevation, water boils at 100C°. What is the boiling point at 1500 m elevation?

6. If your pot of water boils at 96.5C°, what is your elevation?
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DANGEROUS AlR APPENDIX 4B

What is the scale of the Y axis?
Create a combined list from this graph, with the contaminants and their allowable levels

What contaminant is the most dangerous; that is, what contaminant can do the most damage in the
smallest amount?
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BAR OR L|NE, APPENDIX 4B

1. Using the bar graph, list the marks and attendance of students 3, 4, and 5.
2. Using the line graph, list the marks and attendance of students 1 and 6.
3. What general information can be gathered from the bar graph?

4.. What general information can be gathered from the line graph?

5. Are there any exceptions? Explain.

Apprenticeship Marks & Attendance

MobuLE 4: GRAPHS Page 176



THE PULL OF GRAVITY APPENDIX 4B

1. How far, in metres, would a worker fall in two seconds? In three seconds?
2. Does distance double with time, or is there another relationship?

3. What trend does the line graph show?

Time (seconds)
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INTRODUCTION

his module contains teaching and learning strategies applicable to all levels 1
of document use, from the simple to the complex. It is understood that some
modules may need to be shortened or eliminated to meet time restrictions or student
requirements. This module should be completed in its entirety to ensure all learners & Icons
have the knowledge and confidence needed to tackle more challenging documents.

Pictures

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After :
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs, Rag i e
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.

Process Procedural

Charts
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Outline

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Following are teaching strategies, suggested learning activities, sample documents, and activity
worksheets. Please note, and reassure your learners, that the activities are designed to reinforce their skills
and guide your instruction. There are no tests or marks; there are no passing or failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s

Manual outlines this resource’s guiding philosophy while providing useful background information and
other details.

Objectives

Having completed instructional materials and activities Learners will be able to:
Define process charts as visual organizers of workplace information

Identify the presence of and uses of single-process flow charts and multi-process flow charts in a variety
of trade-related workplace documents

Demonstrate their knowledge of the structure of single-process flowcharts and multi-process flowcharts to
locate information

Apply knowledge of process charts to workplace documents.

MobuLE 5: PRoceEss CHARTS

To the Instructor...

Recommended Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

- Module 1: Pictures and Icons,
Document Use Refresher for Ap-
prentices

- Module 2: Lists, Document Use
Refresher for Apprentices

- Module 3: Diagrams, Document
Use Refresher for Apprentices

Instructor Materials:

- Module 5 teaching resources,
including sample documents and
activity worksheets

- Optional: flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant
documents
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TyYPEs AND PURPOSES

I rocess charts, also known as flow charts, are used throughout the trades to illustrate a process or
procedure. This topic builds upon skills learned in Module 1: Pictures and Icons, Module 2: Lists and
Module 3: Diagrams to demonstrate how process charts can be used to locate information quickly and
accurately.

Strategies for Instruction

Process to List Kiln Process

* Introduce the term process chart. Explain that this term includes flow charts and other illustrations that
(page 192) Chart (page 193)

use icons, arrows, and labels to demonstrate physical systems such as water or electrical flow — and
mental processes, such as decision-making, management structure, quality control, or training systems.

* Reinforce that a process chart is a map, providing a choice of directions depending on where you need
to go and what tasks you need to complete along the way.

* Refresh information covered to date. Review how basic elements of all documents, from the simple to
the complex, are built of pictures, icons and lists. Present From Process Chart to List (page 192), first
seen in Module 2:Lists. Explain how using and understanding process charts is made easier by knowing
the information required, examining the pictures, identifying the label and lists, and using the legends Test Preparation  Fuel Refinement
and other supporting information. (page 194) (page 195)

* Introduce various types of process charts, including Kiln Process Chart (page 193), Test Preparation
Process Chart (page 194), Fuel Refinement Process Chart (page 195), Construction Schedule (page
196), and Quality Plan Process Chart (page 197). Explain how each is similar, using icons, labels, and
lines for direction. Point out how they combine visual cues and text to share information.

* Gain feedback on types of process charts your learners use or have seen. Discuss challenges of using
them such as unfamiliar icons, number of elements, abstraction, etc. Encourage learners to bring sam-
ples to share. Present your samples and share your experience where possible.

Construction Quality Plan
(page 196) (page 197)
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* Affirm that process charts are used to efficiently show a path or direction, or to serve as a reference.
Point out that identifying the icons and lists is key to unlocking the information in process charts.
Present Basic Process Chart Icons (page 198). Discuss how these icons can provide information at a
glance, without words.

* As a demonstration, present steps for Writing a Process Paragraph (page 199). Point out how the
paragraph describes the written version of a process chart. Compare the steps in the paragraph to the
process chart samples. Discuss which could be easier and faster to use: a paragraph that must be read or
a chart that uses icons to replace several words.

* Empathize with challenges. Process charts may be overwhelming at first glance.

* Reinforce the pattern to using process charts:
- Know the information required.
- Identify the label to know the information the chart can provide.
- Locate legends to aid with icons and abbreviations.
- Follow arrows and any directions attached to the icons to obtain information or complete tasks.

Supporting Documents

Basic Process Writing the Process
Chart (page 198) (page 199)
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Activities

Trading Lists

1. Revisit the list created by learners in Module 2: Lists, recording the steps they have taken to earn
their trade designation.

2. Have learners rewrite their lists in vertical order, with three spaces between each item.
3. Draw arrows to connect the order in which the steps should be completed.
4.. Even if the flow is exactly top to bottom, point out that their creation is a process chart.

5. Reinforce the connection between an ordered list (words) and a process chart (icons and arrows).

Instructions for Replacement Staff

Use this assignment as a group activity, either for the class as a whole or for smaller groups within the
class.

Present this scenario to the group or groups. You have been granted a two-week vacation and must leave
instructions for your replacement. Have learners list the important tasks that their replacement must
complete. Review with the learners the sequence of events. Have learners save this list, as it is revisited in
Additional Learning Activities.
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SINGLE-PROCESSs FLow CHARTS

Single-process flow charts use a simple list, icons, and arrows to show a specific task. This topic
increases familiarity with single-process charts in preparation for more complex documents.

Strategies for Instruction

» Review the basics of process charts, which are ordered lists with icons and arrows to show direction of
a physical or mental flow. Revisit some uses for process charts, such as equipment assembly, installation

or repair, construction or renovation scheduling, quality control, management structure, and problem- Basic Process Test Preparation
solving. Chart (page 198) (Page 194)

* Revisit Basic Process Chart Icons (page 198), emphasizing that an icon replaces a command or
description. For example, a rectangle means action or step, a diamond may mean decision point — a
place where you ask a question and choose a direction based on the answer. Demonstrate with the 7est
Preparation Process Chart (page 194).

* Reinforce the similarity between a process chart and a map. Icons and arrows in a process chart show
options and direction, just as icons and roads do on a map. Choices depend on the destination and tasks
needing to be accomplished along the way. Construction Process Approach

(page 196) (Page 200)

* Point out the difference in line styles that can occur. As a road map uses solid lines for paved roads and
dotted lines for unpaved routes, a flow chart can use solid lines for direct processes, and dotted lines for
indirect processes. Demonstrate with the Construction Schedule (page 196).

* Empathize with the confusion that can arise from icons. There are many sets of process chart icons; as
a result, a single icon can have several meanings. Explain that some process charts contain a legend
to ensure icon meaning is understood. Some process chart icons contain descriptions; use Process
Approach: Sales, Purchasing, Receiving and Production (Page 200) as an example.
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Activities

Safe Lifting

Learner Worksheet (page 206)

This activity includes a series of pictures demonstrating how to safely lift a heavy load. Learners are
asked to replace the images with brief descriptions and to replace the numbers with arrows showing the
order in which each action should occur.

Once the worksheet is completed, point out that the final product is a process chart.

Safe Lifting
(p206)
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MuLTti-Process FLow CHARTS

Multi-process flow charts can be the most complex of process charts because of the large number
of icons, lines and arrows. This topic builds upon the previous instructions, showing that multi-process
charts are a series of related single-process charts.

Strategies for Instruction

» Review the basics of process charts. Process charts are ordered lists with icons and arrows to show the
order in which tasks should be completed. Point out that every action is a series of events, and a process
chart lists those events. Revisit the road map comparison, how in process charts there are intersections
for decision points, whereas in maps arrows and signs show the way.

* Introduce multi-process flow charts. Explain that multi-process flow charts are a combined series of
related single-process flow charts, just as a combined list is a series of simple lists.

* For example, present the four individual Process Approach Documents: Sales, Purchasing, Receiving
and Production (pages 201 through 204). Each is a single chart derived from Process Approach (page
200).

HINT: the four single charts, if copied on overhead sheets, can be overlaid to form the multi-process
chart.

» Demonstrate how the key to finding information quickly and accurately is to focus on the process re-
quired, tracing a path from point to point as if the chart were a map.

* Revisit the Fuel Refinement Process Chart (page 195), Construction Schedule (page 196), and Quality
Plan Process Chart (page 197). Reinforce the use of a process chart as a reference, a tool to be used for
specific information rather than as an item to be read in its entirety.

Supporting Documents

Process Approach Process Approach
(pages 201-204)  (page 200)

Fuel Refinement  Construction
(page 195) (page 196)

Quality Plan
(page 197)
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Supporting Documents

* Point out that in a complex process chart only a portion of the chart may
be required to complete the task. Use the Construction Schedule (Page 196) to demonstrate. Trace the
differing paths followed by plumbers, electricians, and flooring installers. Repeat with the Fuel Refine-
ment (Page 195) and Quality Plan (Page 197) to reinforce the pattern to find specific information.

« Emphasize that the purpose of process charts is to locate specific information. Reinforce the concept
that to avoid being overwhelmed by complex flow charts, choose and follow a specific path. Point out
that process charts contain specific pieces of information organized in a sequence of events. Using
sample documents, practise finding and using specific information. Trace the path with a finger or pen-

cil, following the directions encountered. Construction Fuel Refinement
(Page 196) (Page 195)
Quality Plan
(Page 197)
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Activities Activity Worksheets

Process Separation

Learner Worksheet (page 207)

This worksheet includes the Quality Plan Process FlowChart. Learners use lines of a different colour or
pattern (ie dotted, solid, broken) to circle the individual processes contained in the chart.

Reinforce how multi-process charts are a series of connected single-process charts.

) Process How the Oil
How the Oil Flows Separation Flows (p208)
Learner Worksheet (page 208) (p207)

This activity includes the Fuel Refinement Process Chart and the following assignment:
1. List the steps in liquefied natural gas production, from well to export.

2. Redraw the chart showing just the oil export process.
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ADDITIONAL LEARNING

AcTIVITIES
.
After the Celebration B
Learner Worksheet (page 209); Instructor Key (page 210) -
Revisit the Test Preparation Process Chart (page 194). Present this scenario: the celebration is over. What B
are the next steps? Draw them on the chart. Or, the library is closed. What now? Draw next steps on the
chart.
After Celebration After Celebration
Learner (p209)  Instructor (p210)
Scheduling Lists

Learner Worksheet (page 211)

Using the Construction Schedule and asks learners to create a series of simple lists describing the tasks
for each trade. The label for each list is the trade involved in the project, and the elements are each task to
be completed by this trade. Reinforce the connection between the simple lists and the process chart.

Instructions for Replacement Staff Revisited
Have learners examine the sequence of events created in Instructions for Relief, the activity in the first Scheduling Lists
topic. Ask them to create a process chart for their work replacement, using arrows for sequence and icons (p211)

for decisions and actions (refer to Basic Process Chart Icons (page 198), if necessary).
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From PROCESS APPENDIX S
CHART 10 LIST

A process chart is a series of icons layered with one or more lists.

The process chart:

Flow of Homework

Complete

Homework
Assignment \
—

4

' Hand in
Homework
I Assignment |
y \
) ’lnstructor's\k
\ Decision /
\ /
%
Pass T FAIL
. . —l
Spend 10
Go more hours
Celebrate in Library
reviewing_J
The list:

Flow of Homework

Complete Homework Assignment
Hand in Homework Assignment
Instructor’s Decision
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K“_N PROCESS CHART APPENDIX 5A

(monitoring)

verifies equipment is in working order
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TEST PREPARAT'ON APPENDIX 5A
PROCESS CHART
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FUEL REFINEMENT APPENDIX 5A
PRrocess CHART
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QUALITY PLAN PROCESS APPENDIX 5A
CHART

*Size check
Grade check

'L'l_
3, | Bi-Product 3c Unfinished S i
*Chip quality check Sales Lumber Green SRR

s *Size check
B S Grade check

Planer WMill , Finished ( ’ Receive Truss | *Quanitity check
i Outs 8 [ Inventory d [ Truss Plant 7 Plant Irwemory] Quality chack
‘ A

84

Receiving
Inspection

2a

10d

12

*Quanitity check
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BASIC PROCESS CHART APPENDIX 5A
Icons

The following symbols are often seen in industry applications.
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STEPS FOR WR""NG A APPENDIX 5A
PRrRocess PARAGRAPH

Steps for Writing a

. . . P P h
First, write the topic sen- rocess Faragrap

tence: a sentence that sum-
marizes the information to
follow. Then, list each of the
steps included in the process.
Now, review those steps,

and remove any that are not
essential to the description of
the process. Also, add to the
list any equipment or other
special needs to complete the
process. Put the list in order.
Go back to your list, and
write a complete sentence for
each item on the list. Then,
write a concluding statement
to summarize the process you
have described and to request
any action. To finish, copy
your sentences into para-
graph form.
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PROCESS APPRO ACH-™ APPENDIX 5A

Sales, Purchasing, Receiving and Production

[SN=}
oo
QT

@
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PROCESS APPRO ACH™ APPENDIX 5A

SALES
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PROCESS APPRO ACH™ APPENDIX 5A

PURCHASING
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PROCESS APPRO ACH" APPENDIX 5A

RECEIVING
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PROCESS APPRO ACH" APPENDIX 5A

PRODUCTION

[SN=}
oo
Qo

@

MobuLE 5: PRoceEss CHARTS Page 204



gs xipuaddy

SLIIHSHHOM\ ALIAILYY

soonuauddy 404
Jaysaijoy
asN juswnaoqg




SAFE LIFTING APPENDIX 5B

Learner Worksheet

Replace the images with brief descriptions, and replace the numbers with arrows showing the order in

which each action should occur.
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PROCESS SEP ARATION APPENDIX 5B

Learner Worksheet

Use lines of a different color or pattern (ie dotted, solid, broken) to circle the individual processes
contained in the chart.

Quality Plan Process Flowchart

*Size check
Grade check

3e Unfinished

Lumbhber Green

SRR

“Bloisture check
#*Chip quality check

*Size check
Grade check

¢
7o | Recieve Truss | *Quanitity check
Plant hventory | Quality chack

Receiving
Inspection

2a

10d * Quality check

*Quanitity check
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HOW THE O||_ FLOWS APPENDIX 5B

Learner Worksheet

List the steps in liquefied natural gas production, from well to export.

Redraw the chart showing just the oil export process.
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AFTER THE CELEBRATION: “FPEnoix Se

Learner Worksheet

Revisit the Test Preparation Process Chart (page 194). Present this scenario: the celebration is over.
What are the next steps? Draw them onto the chart. Or, the library is closed. What now? Draw it on the

chart.
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AFTER THE CELEBRATION: “FPEnoix Se

Instructor Key

NOTE: The learner’s answers will vary. An example of the type of responses is given here.

Receive marked
test

Spend more time
reviewing

'

Call a cab to get
home

Decide to go to bed

Sleep for 10 hours
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SCHEDUL|NG L|STS APPENDIX 5B

Learner Worksheet
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INTRODUCTION

his module contains teaching and learning strategies applicable to all levels of 1
document use, from simple to the complex. This module should be completed in its
entirety to ensure all learners have the knowledge and confidence needed to tackle
more challenging documents. & Icons

Pictures

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs,
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.

Process Procedural

Charts
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Outline To the Instructor...

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Learner Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

- Module 1: Pictures and Icons,
Document Use Refresher for Ap-
prentices

- Module 2: Lists, Document Use
Refresher for Apprentices

Following are teaching strategies, suggested learning activities, sample documents and activity
worksheets. Please note, and reassure your learners, that the activities are designed to reinforce their skills
and guide your instruction. There are no tests or marks; there are no passing or failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s
Manual outlines this resource’s guiding philosophy while providing useful background information and

other details. Instructor Materials:

. . - Module 6 teaching resources,

ObJECtlves including sample documents and
activity worksheets

- Optional: flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant

Identify uses of entry forms found in workplaces. documents

Having completed instructional materials and activities Learners will be able to:

Define entry forms as documents which both share information and require input of information.

Isolate the underlying lists in a variety of workplace entry forms.
Identify types and sources of information required by entry forms.
Complete a variety of workplace entry forms.

Apply knowledge of entry forms to workplace documents.
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PURPOSE

Entry Forms is the one module that requires the user to both read and enter information. This
interactive relationship is more complex and, can be more challenging for some learners. This module
provides strategies to assist learners with these challenges.

Strategies for Instruction

» Acknowledge that many jobs require more paperwork. Reinforce that no matter how time-consuming

and wasteful the process seems to be, written documentation is an essential part of every trade. Room Schedule  Monthly Report

(page 232) (page 233)

* Discuss examples of written documentation. Present the Room Finish Schedule (page 232), Monthly
Report (page 233), Financial Statement (page 234), Time Card (page 235), and WCB Accident Report
— Page 1 (page 236).

* Obtain feedback from learners on entry forms they have used or seen, such as job application forms,
time cards, order forms, incident reports, supply lists, quality control checklists, and any others that arise
in conversation. Invite learners to bring copies of their workplace entry forms to future classes, to share
and discuss.

Financial State-  Time Card
* Sort entry forms into general purpose categories. Forms for internal office use could include Room ment (page 234)  (page 235)

Finish Schedule, Monthly Report and Time Card. Forms for external regulations could include WCB,
Accident Report. There are forms that may be both internal and external such as a Financial Statement.
These general categories often determine what information is required and how the form is designed.
Reinforce that knowing where the form came from, where it is going, and how the information will be
used can aid in the process of filling in the information.

WCB - Page 1
(page 236)
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Supporting Documents

* Review the features of entry forms:
- Each has a distinct purpose.
- They all require information to be entered onto them.
- Information entered onto forms is either primary or secondary information.
- Regardless of structure, all entry forms can be analyzed as lists or combinations of lists.
- Completing entry forms is a requirement in most workplaces.

* Revisit Tips for Filling out Forms (page 239), first seen in Module 2:Lists. Explain how these tips can
be used to fill out any type of form efficiently.

Filling out Forms
(page 239)
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Activities

Sharing Experience

Divide the class into small groups. Have each group record at least two common entry forms used in their
workplaces. Have learners discuss and present to the class any challenges that were posed by these forms.
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STRUCTURE

Learners not understanding how a document is structured can lead to difficulty in filling out entry
forms. This topic introduces basic entry form structure to assist learners in working with various types of
entry forms.

Strategies for Instruction

» Review the design of entry forms and the different purposes they may serve. Use the purpose of entry
forms to lead into structure. What the forms need to do often determines how they are structured.

» Examine the design. Reinforce the concept from Module 2: Lists that all entry forms are lists. Revisit
From Entry Form to List (page 240), first seen in Module 2, and demonstrate with a sample. Point out
how forms have headings for each information section; those headings are akin to the labels of a list.
Show Room Finish Schedule (page 232) and Monthly Report (page 233), pointing out the nested lists
contained in each.

» Show the list sequence noting that nearly all forms are ordered from top to bottom. At the top is the key
information required from the user. Use the Time Card (page 235) to demonstrate: at the top are blanks
for the user’s name and other identifying information.

* Reinforce the usefulness of labels. Each section should clearly state what information is required and
from whom. Examine the Application for Building and/or Development Permit (page 241). Point out the
various sections. Discuss how Office Use Only sections are to be completed only by personnel process-
ing the form.

* Point out that sections include command sentences, such as Use blue ink, Print here, or Sign below. In
a well-written form, commands make the form easier to use. Present Application to Write GED Tests.
Point out the command sentences, such as Please print the following information in block capitals, and
Attach a copy of your photo ID here. Reinforce the previous concept by pointing out the Office Use
Only section at the bottom.

Supporting Documents

Entry Form to List Room Schedule
(page 240) (page 232)

Monthly Report  Time Card

MobuLE 6: ENTRY FORMS
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Supporting Documents

* Use the Room Finish Schedule (page 232) to illustrate that some forms require a simple checkmark.
Show Quality Control Evaluation (page 242) and Apprenticeship Training Request (page 243) to dem-
onstrate how some forms require a combination of checks and statements of facts such as hours worked,
supplies needed, or credentials earned. Other forms require the user to translate or adapt information to
fit the spaces provided. Present the WCB Accident Report — Page 2 (page 237), noting that a two-hour
situation must be explained in several lines.

» Acknowledge that some entry forms are poorly-designed or may seem unnecessary. Focus on the need
to complete these forms to meet workplace standards. Emphasize that upcoming topics will deal with
problematic forms and skills to use them.

Room Schedule Quality Control
(page 232) (page 242)

Training Request WCB — Page 2
(page 243) (page 237)
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Activities

From Form to List

Examine a selected entry form from those provided. Working as a class, write the form as a simple list.
Choosing a second sample, have learners work individually or in small groups and repeat the process.
When done, point out the labels and sequence of items from top to bottom.
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INFORMATION SOURCES

What do I know and What do I have to find? This topic introduces the types of information required
by entry forms and offers strategies to find and record the necessary information.

Strategies for Instruction

* Explain that filling out a form is not a test or a race. Some forms, such as time cards, can be completed
quickly. Many forms are not expected to be completed on the spot or in 30 seconds.

* Point out that a little preparation goes a long way in reducing errors, wasted time, and frustration.
Revisit Tips for Filling out Forms (page 239).

* Reinforce that entry forms are lists requiring the user to enter information. Knowing where the form
came from, where it is going, and how the information will be used can ease the completion of the entry
form.

* Consider the type of information required. There are two basic types:
- Primary
- Secondary

* Introducethe term primary information. Clarify that this is information typically held in memory. Name,
address, and phone number are examples. Examine Apprenticeship Training Request Form (page 243),
Monthly Report (page 233), WCB Accident Report — Page 1 (page 236), and Project Task Checklist
(page 245). Show how the requests for primary information are at the top of the form.

* Introduce the term secondary information. Clarify that this is information that needs to be found or
researched. Your birth registry number, credit card number or a machine serial number are examples.
Returning to the above samples and show how the secondary information is found further down the
page.

MobuLE 6: ENTRY FORMS

Supporting Documents

Filling out Forms Training Request
(page 239) (page 243)

Monthly Report ~ WCB — Page 1
(page 233) (page 236)

Project Task
(page 2435)
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Activities

Primary Sort
Choose a sample from those provided. Have learners mark the primary information slots with a
checkmark and the secondary information slots with an x.

Order the Blanks
Choose a sample from those provided. Have earners number the order in which they would fill in the
blanks. Have learners list their numbers in two categories: primary and secondary.
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TROUBLESHOOTING

I his topic provides an opportunity to work on specific forms that learners provide and to address
concerns raised in class. For specific practice, activities are included with each troubleshooting solution.

Note: Challenges with reading and understanding questions have many roots, including reading skills,
choice of words, a reader’s concentration, and the speed with which the form must be filled out. This
refresher is written to learners with a minimum Grade 9 literacy level and does not address challenges
with reading comprehension. Learners with significant difficulty in this area should be referred or
encouraged to seek specific additional learning support.

Strategies for Instruction

* Review information learned to date:

1. Determine where the form came from, where it is going, and how the information will be used.
2. Determine if the information required is primary or secondary.

3. Locate secondary information prior to completing the form.

4. Read each label carefully before entering information.

5. Take your time, most mistakes result from rushing to complete entry forms.

* Encourage feedback from learners on challenges experienced in completing entry forms. Discuss poten-
tial solutions.

» Identify workplace challenges in completing form, i.e., noise or other tasks that can conflict with the
time and energy needed for paperwork. Encourage the learners to acknowledge the challenges and take
steps to minimize them. Try to complete paperwork in a quieter place. If needed schedule time to com-
plete paperwork.

* Practice working with entry forms, using samples included in this resource or samples provided by you
or the learners.
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Troubleshooting Solution 1:

* Read all directions included on the form. These directions explain if what is required is a yes or no an-
swer, a checkmark, or a more detailed written response.

 Explain that every question contains a gift: a key word or phrase that gives a clue as to what information
is required. Have learners choose a form that they find problematic, and demonstrate the concept.

 Unfamiliar phrases? Explain that one solution is to make a list and ask a co-worker or supervisor for
explanation. If the forms in question are routine, study the phrases and their meaning. This studying plus
practice can help commit these challenging phrases to memory. Emphasize that being puzzled by some
terms is common and not a sign of incompetence. In fact, asking for an explanation and properly filling
out the form are signs of competence.

Activities

Discuss the Instructions

Choose a form from those provided. Have learners highlight or otherwise identify all instructions. Discuss
any instructions that were missed or were found to be confusing.
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Troubleshooting Solution 2:
* Fill out all necessary blanks.

* Suggest that learners simplify the form by viewing the form’s structure as a list. This can help reduce the
form from a mass of words and lines to an ordered sequence of lists and blanks requiring information.

* Review the need to read all directions. Mandatory fill-ins and office use only blocks are usually clearly
marked.

« If a question is not understood, review the concept that every question contains a gift: a key word or
phrase that gives a clue as to what information is required.

* Reinforce the need to inspect the form after it is filled out and before it is submitted. Point out that forms
should be checked to ensure all blanks are completed according to the instructions provided.

Activities

Permit Paperwork

Learner Worksheet (page 247);

Using the Application for Building and/or Development Permit(s) (page 241) complete the following
assignment:

1. List the main categories of information.

2. Identify with a P the areas needing primary information.

3. Identify with an S the areas needing secondary information.
4. Identify with an X the blanks to leave empty.

5. Label with a question mark any confusing terms or sections. Discuss these with your instructor.

Activity Worksheets

Permit Paperwork
(p247)
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Troubleshooting Solution 3:
* Summarize important information.

* This skill is often required for incident reports. The question will be Describe what happened,

Summarize the events, or something similar. The challenge is to condense the information into several
lines.

* Empathize that this is a challenge for most people but there are workable solutions that can help.

* Use a workplace incident as an example.

* Review the definition of a list, which is a label with related items. Demonstrate how the incident

description can be turned into a list. The label is the title: key words. The list is the steps leading up to
and including the accident.

* Introduce selection. Review the list. Can any steps be taken out without leaving a gap in the story? Are

more steps needed to adequately explain the incident? Keep the list as short but as accurate as possible.
To aid in understanding, reinforce cause and effect.

* When documenting consider the cause of an incident, the effect of an incident or both.
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Activities

Incident on Paper

Learner Worksheet (page 248)

Have learners practice these steps individually or in groups. This also works well as a class exercise.
The worksheet includes the following information:

Scenario: You are a supervisor at an electrical utility. You must record, in writing, a complaint made by a
customer about one of your technicians. You have spoken to the customer, spoken to your technician, and
resolved the situation. Here is what you were told and how you solved the problem. Incident on

Paper (p248)

- On June 12, 12:15 p.m., our customer service centre received a call about a power outage at a
residential dwelling in the west end of Morebrook. The call was forwarded to our department.
A check of our grid monitors showed normal readings and output. I determined the problem
was localized. At 12:30 p.m., I dispatched technician, Terry Raoul, to the location given: 1345
Springbrook Crescent. Terry is one of our best technicians — he is friendly, he knows his stuff,
and he’s a lot of fun to be with. We play hockey every Saturday. When he arrived, Terry spoke
with homeowner Martin Sims. Mr. Sims indicated that his electricity was on when he left at 9:30
a.m. When he returned at about noon, his entire house was without power. Terry checked the
electrical panel and service of the residence and found them to be in working order. He conducted
an inspection of the overhead feeder lines and found them to be in good condition, however, he
discovered a non-functioning drop [overhead wire]. Following procedure, Terry wrote up a work
order and gave it to the customer, explaining that the problem would be fixed at central switching
and that electricity to the home would be restored within the hour. The customer seemed fine with
the explanation, according to Terry; however, soon after Terry phoned dispatch to say he was on
to the next job, our customer service centre received a call from Martin Sims. He was very angry.
The operator said he was fuming. In fact, she apologized for transferring the call. But that’s Margie,
she’s a doll. I talked to Mr. Sims, but it took me a minute to understand him. I had to ask him to
calm down a few times. What I heard was something about the technician being very rude, and
there was no way he was putting up with that from anyone. I’m thinking that I have never seen a
rude bone in Terry’s body. So, I asked Mr. Sims what happened. He said the work order was a joke,
that Terry didn’t take him seriously and had told him off, in writing. I think back to Terry’s call — he
told me he needed a work order put in to central switching. It sounded like he took it seriously to
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Supporting Documents

me. [ asked Mr. Sims what the work order said. He read it to me. I snickered. Mr.Sims didn’t like
it. [ apologized and explained that Terry wasn’t being rude. He was just using the technical term for
the problem. Once I explained the term, Mr.Sims got very quiet. He apologized. He even laughed,
and while I was on the phone, his power came back on. So, he hung up happy. I told Terry, though,
when he got back that he owed me big for saving his butt from a reprimand. He looked surprised
when I told him his work order nearly put him on report. He wanted to know what Mr. Sims didn’t
like. I told him it was his description of the problem: Power Out. Drop Dead.

Using information from this incident, follow the steps below to create a summary for an incident report.
Discuss the results. Process Paragraph
(page 199)

Summarizing an Incident:
1. Write a sentence or phrase to describe the incident.
2. Make a list of steps describing the incident.

3. Review the steps. Remove any that are not important to the description. Add any details that are
needed.

4. Write a concluding statement — a sentence that sums up your description.

Variation: Have learners follow the Writing a Process Paragraph chart (page 199) if Module 5: Process
Charts has been covered at this point.

MobuLE 6: ENTRY FORMS Page 229



ADDITIONAL LEARNING
ACTIVITIES

Reporting a Workplace Accident

Learner Worksheets (pages 249 and 250)

This activity shows a diagram of a workplace accident and asks learners to fill out an accident report form
based on the information provided by the diagram.

Workplace Training Request
Training Request Accident (p249)  (p251)

Learner Worksheet (page 251)

This activity asks learners to examine the Apprenticeship Training Request Form (Page 251). Have learn-
ers make a list of Primary Information, Secondary Information, and blanks to leave empty.

Filling in a Time Card
Learner Worksheet (page 252)
This activity shows a time card and information on hours worked. Have learners complete the time card.

Filling in a Time
Card (p252)
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ROOM F|N|S|-| SCHEDULE APPENDIX 6A
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MonNTHLY REPORT APPENDIX 6A

(Month) (Year)

Complete this form on the last working day of each
month and forward to your supervisor for approval.

Please check appropriate box:

VACATION
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APPENDIX 6A

FINANCIAL STATEMENT
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APPENDIX 6A

TiME CARD

Employee Name:
Week Ending:
Employee Number:
Monday Tuesday | Wednesday| Thursday | Friday Saturday | Sunday Total
Job Cost

Number Code |Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T

Employee Signature: Supervisor Signature:
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WCB ACC'DENT REPORT: APPENDIX 6A

Page 1, Employer and Worker Information
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WCB ACC'DENT REPORT: APPENDIX 6A

Page 2, Accident information
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WCB ACC'DENT REPORT: APPENDIX 6A

PAGE 3, EARNING/EMPLOYMENT INFORMATION

MobuLE 6: ENTRY FORMS Page 238



TIPS FOR FILLING

OuTt Forms

Tips for Filling Out Forms

Take your time

Ask for help

Follow directions exactly
Think before you write
Print neatly

Fill in all necessary blanks
Be truthful

Review your finished form

Sign the form

APPENDIX 6A
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APPENDIX 6A

FRom ENTRY FORM
TO LIST

An entry form is a series of lists requiring and providing information.

The entry form:

From the main list comes related lists, such as:

Entry form Worker Information

Name

Street

City/Town
Province

Postal Code
Mailing Address
Home Phone
Work Phone

Cell Phone
Occupation

NS Health Card #
Social Insurance #
Date of Birth
Gender

MobuLE 6: ENTRY FORMS Page 240



APPLICATION FOR APPENDIX G4
BuUILDING AND/OR
DeveLoPMENT PERMIT(S)

MobuLE 6: ENTRY FORMS Page 241



QUALITY CONTROL APPENDIX 6A
EVALUATION

SUPPLIER (NAME & ADDRESS)

DATE OF EVALUATION

{JAPPROVED (O PRE-AWARD
[JPROVISIONALLY APPROVED [(JRESURVEY
CINOT APPROVED
SURVEYEDTO SUPPLIER COMPLIES
YES NO

QUALITY CONTROL ORGANIZATION
QUALITY CONTROL MANAGER (NAME)

REPORTS TO (NAME AND TITLE)

CHIEF INSPECTOR (NAME)

INSPECTION PERSONNEL
No. RATIO TO PRODUCTION PERSONNEL

SURVEY PERSONNEL
NAME TITLE
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APPRENT'CESH'P APPENDIX 6A
TRAINING REQUEST

Officer will contact you to confirm seat

county.
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APPLlCAT'ON TO WRITE APPENDIX 6A
GED TEesTs
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PROJECT TASK APPENDIX 6A
CHECKLIST
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PERM'T PAPERWORK APPENDIX 6B

Learner Worksheet

Using the Application for Building and/or Development Permit(s) (page 241) complete the following

assignment.

List the main categories of information.
Identify with a P the areas needing primary information.
Identify with an S the areas needing secondary information.

Identify with an X the blanks to leave empty.

Label with a question mark any confusing terms or sections. Discuss these with your instructor.
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INCIDENT ON PAPER APPENDIX 6B

Learner Worksheet

Using information from this incident, follow these steps to summarize for an incident report form.

Summarizing an Incident:
1. Write a sentence or phrase to describe the incident.
2. Make a list of steps describing the incident.

3. Review the steps. Remove any that are not important to the description. Add any details that are
needed.

4. Write a concluding statement — a sentence that sums up your description.

Scenario: You are a supervisor at an electrical utility. You must record, in writing, a complaint made by
a customer about one of your technicians. You have spoken to the customer, spoken to your technician,
and resolved the situation. Here is what you were told and how you solved the problem.

- On June 12, 12:15 p.m., our customer service centre received a call about a power outage at a residential
dwelling in the west end of Morebrook. The call was forwarded to our department. A check of our grid
monitors showed normal readings and output. I determined the problem was localized. At 12:30 p.m.,

I dispatched technician, Terry Raoul, to the location given: 1345 Springbrook Crescent. Terry is one of
our best technicians — he is friendly, he knows his stuff, and he’s a lot of fun to be with. We play hockey
every Saturday. When he arrived, Terry spoke with homeowner Martin Sims. Mr. Sims indicated that his
electricity was on when he left at 9:30 a.m. When he returned at about noon, his entire house was without
power. Terry checked the electrical panel and service of the residence and found them to be in working
order. He conducted an inspection of the overhead feeder lines and found them to be in good condition,
however, he discovered a non-functioning drop [overhead wire]. Following procedure, Terry wrote up a
work order and gave it to the customer, explaining that the problem would be fixed at central switching
and that electricity to the home would be restored within the hour. The customer seemed fine with the
explanation, according to Terry; however, soon after Terry phoned dispatch to say he was on to the next
job, our customer service centre received a call from Martin Sims. He was very angry. The operator said
he was fuming. In fact, she apologized for transferring the call. But that’s Margie, she’s a doll. I talked to
Mr. Sims, but it took me a minute to understand him. I had to ask him to calm down a few times. What

I heard was something about the technician being very rude, and there was no way he was putting up
with that from anyone. I’m thinking that I have never seen a rude bone in Terry’s body. So, I asked Mr.
Sims what happened. He said the work order was a joke, that Terry didn’t take him seriously and had
told him off, in writing. I think back to Terry’s call — he told me he needed a work order put in to central
switching. It sounded like he took it seriously to me. I asked Mr. Sims what the work order said. He read
it to me. I snickered. Mr.Sims didn’t like it. I apologized and explained that Terry wasn’t being rude. He
was just using the technical term for the problem. Once I explained the term, Mr.Sims got very quiet. He
apologized. He even laughed, and while I was on the phone, his power came back on. So, he hung up
happy. I told Terry, though, when he got back that he owed me big for saving his butt from a reprimand.
He looked surprised when I told him his work order nearly put him on report. He wanted to know what
Mr. Sims didn’t like. I told him it was his description of the problem: Power Out. Drop Dead.
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REPORT'NG A WORKPLACE APPENDIX 6B
ACCIDENT

Learner Worksheet

Fill out an accident report form based on the information provided by the diagram.
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REPORT'NG A WORKPLACE APPENDIX 6B
ACCIDENT: Entry Form

Learner Worksheet
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TRAIN'NG REQUEST APPENDIX 6B

Learner Worksheet

Examine the Apprenticeship Training Request Form below. Make a list of Primary Information,
Secondary Information, and spaces to leave blank.

Officer will contact you to confirm seat

country.
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FiLLING IN A TIME CARD  **FENox e

Learner Worksheet

Complete the time card.

Employee Name:

Week Ending:

Employee Number:

- i Monday Tuesday | Wednesday | Thursday | Friday Saturday | Sunday Total
0 ost

Number Code |[Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T | Reg | O/T

Employee Signature: Supervisor Signature:
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INTRODUCTION

his module contains teaching and learning strategies applicable to all levels
of document use, from the simple to the complex. It is understood that some
modules may need to be shortened or eliminated to meet time restrictions or student
requirements. This module should be completed in its entirety to ensure all learners
have the knowledge and confidence needed to tackle more challenging documents.

Recommended Teaching Sequence

Module 1: Pictures and Icons should be the first module your learners complete.

Module 2: Lists should be second. These are the two foundation modules upon
which all other instruction in this course is built.

The remaining five modules may be done in varying order, depending on the needs
of your learners. The chart to the right depicts the suggested sequence. After
Module 2: Lists, you may introduce either Module 3: Diagrams, Module 4: Graphs,
or Module 6: Entry Forms. It is recommended that learners complete Module 3:
Diagrams before completing Module 5: Process Charts or Module 7: Procedural
Manuals.

Process

1

Pictures
& Icons

Procedural
Manuals
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Outline

This teaching resource has been designed to guide your interaction with learners, whether you are a group
instructor or a peer mentor. Where possible, supplement this resource with information and activities from
your own experience and those shared by your learners.

Following are teaching strategies, suggested learning and assessment activities, sample documents, and
activity worksheets. Please note, and reassure your learners, that the assessment activities are designed
to reinforce their skills and guide your instruction. There are no tests or marks; there are no passing or
failing grades.

Be sure to refer to the Instructor’s Manual while preparing for and delivering this course. The Instructor’s

Manual outlines this resource’s guiding philosophy while providing useful background information and
other details.

Objectives

Having completed instructional materials and activities Learners will be able to:
Define procedural manuals as organizers of information to be used to locate information.

Locate, identify and use the essential tools such as table of contents, index, How to Use this Book section,
for locating information in a procedural manual.

Locate, identify and use the supporting tools such as glossary, appendices, page dividers, tables, graphs,
and diagrams, for locating information in a procedural manual

Identify and use basic text organizers such as titles, bolding, underlining, and indenting.

Apply knowledge of procedural manuals workplace documents.

MobuLE 7: ProcebpURAL MANuUALS

To the Instructor...

Suggested Prerequisites:

- Apprentice or journeyperson in the
trades

- Grade 9 education or equivalent

- Module 1: Pictures and Icons,
Document Use Refresher for Ap-
prentices

- Module 2: Lists, Document Use
Refresher for Apprentices

- Module 3: Diagrams, Document
Use Refresher for Apprentices

Instructor Materials:

- Module 7 teaching resources,
including sample documents and
activity worksheets

- Optional: flipchart or whiteboard,
markers, overhead projector

- Optional: your samples of relevant
documents
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260
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270
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TYPES AND PURPOSES

I rocedural manuals contain the most pages, words, and diverse content of documents covered this
refresher. This topic emphasizes that the purpose of procedural manuals is the same as lists, diagrams,
graphs and process charts. All aid in organizing and locating information.

Strategies for Instruction

* Revisit the building blocks: pictures/icons and lists. Review how these elements are found in all work-
place documents, from the simple to the complex.

* Reinforce the method for locating information needed from these documents:
- Identify the information you need.
- Locate the label to discover the information the document can provide.
- Examine the pictures and icons.
- Use lists and legends.

* Introduce the term procedural manual. A Procedural Manual is a document to provide clear instruction,
steps or sequences, are followed. Explain that a procedural manual is often the largest and most complex
of workplace documents. Whether in print or electronic form, many job sites require the use of some
type of manual.

* Gain feedback on the types of procedural manuals used or seen by learners. Discuss common examples,
such as a telephone book, workplace regulations, collective agreements, vehicle operating manual, Oc-
cupational Health and Safety standards, trade-specific code books, equipment installation and repair
manuals, annual reports, reference books, and course texts.

NOTE: There are some sample pages from procedural manuals included in this resource, but entire pro-
cedural manuals could not be included. Where possible, supplement this resource with actual procedural
manuals that you provide or that are brought in by the learners.
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Supporting Documents

* Identify and discuss problems encountered when using procedural manuals. Reinforce that the purpose
of a procedural manual is to organize information, not to provide entertainment or light reading. The
user’s goal is to locate a specific piece of information quickly. Explain that strategies learned in the use
of previous documents will also apply here, as manuals are also combinations of pictures/icons and
lists. Demonstrate quickly with Appendix B: Canadian Electrical Code (page 273), explaining that
details are coming in the next topic.

* Empathize with learners who have encountered poorly written or organized manuals. Point out that

strategies learned in this section are meant to aid learners in working with procedural manuals. App. B: CEC

(page 273)
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Activities

Manual Log

Learner Worksheet (page 288)

Have learners use this worksheet to create a combined list including examples of manuals they have used,
the importance of this manual to their job, any elements that you liked about it, and any problems en-
countered with its use. Use the information gained here to direct upcoming topics and to gain sources for
sample documents. Encourage learners to share any documents sample documents.

Manual Log
(p288)
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ESsSENTIAL ToOOLS

I rocedural manuals are reference books, designed to share a specific piece of information quickly.
This topic introduces the primary search tools used to locate information, the table of contents and the
index. Also introduced is How to Use this Book or similar sections included in some manuals.

Strategies for Instruction

* Review key concepts:
- The purpose of a procedural manual is to hold and organize information.
- A procedural manual contains pictures, icons and lists, which are the same building blocks found in
other workplace documents.

» Explain that the key to effective manual use is to find the necessary information quickly. Manuals are
not designed to be read cover to cover. Ask learners to think of a phone book, dictionary, or vehicle op-
erating manual. In using these documents a small piece of information is all that is needed.

* Explain that information contained in a procedural manual is of two general types: subject content (the
mass of information) and search tools (table of contents, index etc.). This module focuses on the search
tools.

* Revisit lists as an important component of manuals, both for subject matter and search. Lists are the
key to unlocking and finding information contained in manuals. Proper use of lists allows a procedural
manual of any size can be used quickly and efficiently.

* Introduce primary search tools: table of contents and index. These tools are used to provide access to the
content information.
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Table of Contents

* Point out that a table of contents is found in the front of the manual. Emphasize that this should be the
first resource in searching for information.

* Gain feedback from the learners on previous knowledge and experience with tables of contents. Ask
who has seen or used one. Acknowledge that many manual users skip the table of contents in favour of

flipping through page by page. Emphasize that learning to use a table of contents can help locate specific
information more quickly.

» Using Table of Contents: Millwright Manual (page 274), Chapter Table of Contents: Millwright Manual
(page 275) and Table of Contents: Canadian Electrical Code (page 276), identify a table of contents as
a combined list. Review the pattern of a combined list in the context of a table of contents:

- It maintains simple list structure as the label and related items are the first column.
- The second and subsequent columns relate to the first column.
- Read horizontally, the list flows as a sentence.

* Point out how a table of contents is a relationship list. All topics and chapters relate to the contents of
the manual. The list is comprised of all major divisions of the manual.

* Identify a table of contents as a numerical sequence. Point out how topics are listed from the first page
to the last page.

* Use the samples to show the different level of detail in a table of contents. Detailed lists include head-
ings or subjects within chapters, allowing quick identification of a specific piece of information. Some
tables of contents include less detail; in those cases, a chapter title is a clue to the information contained
inside.

Supporting Documents

Contents Mill- Chapter: Mill-
wright (page 274) wright (page 275)

Contents CEC
(page 276)
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Activities Activity Worksheets

Using the Table of Contents
Learner Worksheet (page 289)
The worksheet includes a sample table of contents and the following assignment [answers in brackets]:

1. On what page does Section 10 begin? [85]

2. Where would you look for the history and operation of the CEC Code, Part 1? [31]

3. On what page would you find information on metering equipment? [73] Table of Contents

. : (p289)
4. What information would you find on page 58? [Enclosures]

5. What information would you find on page 93? [Methods of Grounding]

Supplemental Activity
Have learners use a manual of their choice; ask the learners to locate a number of specific pieces of

information. It is best to start with information that can be found using main headings and progress to
subheadings.
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Supporting Documents

Index

* Explain that an index is a detailed list found in manuals and other reference sources, such as maps. Gain
feedback on previous knowledge. Ask who has seen or used an index. Ask learners to describe an index
and identify the information contained in one. Again, acknowledge that an index is often overlooked in
manual use. Explain that an index can reduce the time required to find specific pieces of information, no
matter how large or complex the manual.

» Demonstrate association lists using the Index: Canadian Electrical Code (page 277), Index: Map of
Labrador (page 278), and Index: Telephone Directory (page 279). Point out how an index is an associa- 377
tion list in which pages are grouped alphabetically according to subject headings. (page 277)

Index: CEC Index: Map of Lab-
rador (page 278)

» Emphasize that the first step in using an index is settling on a word or subject to locate. Demonstrate
with the topic Elevator Repair.

* Introduce an alphabetical index. Show how to locate information using the Index: Canadian Electrical
Code (page 277).

* Introduce a subject index. Show how to locate information by subject using Index: Telephone Directory
(page 279). Index: Telephone
Dir. (page 279)

* Explain that an index is different from a table of contents. An index organizes content by subject and
provides page numbers. Point out how an index can be useful when seeking a specific piece of informa-
tion — a page can be quickly found and related pages can also be located quickly.

* Point out that these search elements help sort the subject matter contained in the manual. The subject
matter is usually a combination of pictures/icons, diagrams, graphs, and text. Reinforce the concept that
searching the subject matter involves the same patterns used for understanding these separate elements.
In procedural manuals know the information you need and use the search lists to find it.
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Activities

Association List Telephone Directory

Learner Worksheet (page 290)

Have learners complete the worksheet, which contains a telephone directory index and the following
assignment [answers in brackets]:

Find page numbers for the following listings:
- Dust Control Materials [56]

- First Aid Services [62] Association List
- Enviro-Depots [128] Tele. Dir. (p290)
- Extinguishers- Fire [62]
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Supporting Documents

How To Use This Book

Introduce a third tool the How to Use this Book or a similarly described section, that is included in some
complex manuals. Revisit Table of Contents: Canadian Electrical Code (page 276).

Note the General Arrangement listing on page 35. This section explains the numbering system,
subdivision of rules, and icons used. [see General Arrangement. Canadian Electrical Code (page 280)]
Note the use of icons to highlight information that has been added to or deleted from previous editions.
[See Electric Heating and Cooking Appliances: Canadian Electrical Code (page 281)] This ordering
system is useful when seeking new information quickly.

Cont: CEC Gen. Arrangement:
(page 276) CEC (page 280)
Electric Heating

(page 281
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SuPPORTING SEARCH TooLs

I his topic introduces appendices, glossary, formatting, and graphic elements that assist in finding and
understanding information within a procedural manual.

Strategies for Instruction

* Review the concepts covered to date:

- A manual’s purpose is to hold and organize information.

- A manual contains pictures/icons and lists, the same building blocks as in other workplace docu-
ments.

- Information in a manual is of two general types: subject matter and search tools.

- Primary search tools are the table of contents at the beginning of the manual and the index at the
back of the manual. Some manuals also include a How To Use This Book section, which contains
instructions, icons, and definitions that can assist in using the manual. On-line or computerized
manuals contain search functions using key words or titles.

- Search tools reduce the need for memorization and the time it takes to locate information.

Glossary: CEC
(page 282)

* Gain feedback, or revisit from earlier conversations, the challenges learners face when using procedural
manuals. Discuss any issues raised. Explain that the toolbox started in the previous topic will be en-
hanced with the following instructions.

* Introduce glossary. Point out that this section can also be called definitions. Gain feedback on previ-
ous knowledge. Ask who has seen or used a glossary. Using Glossary: Canadian Electrical Code (page
282), and the glossary from this teaching resource, Instructor’s Guide, note that a glossary is a mini-
dictionary with terms specific to the subject of the manual. A glossary is a useful reference to define
unknown words encountered in the text. Point out that in some cases words included in the glossary will
be bolded, italicized, or otherwise marked. Acknowledge that a glossary is not included in every manual
nor is it always located in the same place in the text. The table of contents will reveal a glossary’s pres-
ence or location.
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* Introduce appendix. Explain that detailed manuals often use an appendix or appendices to organize
information related to the main text or detailed information on a specific topic. Present Appendices List-
ing: Canadian Electrical Code (page 283) to illustrate the use of appendices. Again, acknowledge that
not all manuals have appendix items. Point out how the table of contents should show whether there is
an appendix, and if so, what items can be found there.

* Introduce section tabs. Point out that section tabs are often included in manuals to allow the user to
quickly specific chapters or sections. Present Section 70: Canadian Electrical Code (page 284) to show
how a manual may use a section tab. In this example, the section number is included in a shaded square
in the right margin. Point out that section tabs may also be physical dividers, as in a binder.

* Explain that section tabs are ordered in sequence. Point out that tabs may be marked by subject, chap-
ter, number, or colour. Once the tab pattern in known, the tab can be used to locate a section quickly.
Demonstrate with Section 70: Canadian Electrical Code. Reinforce how the section number in the tab is
included in eachsubtitle i.e. 70-100 or 70-102.

* Introduce tables, graphs, and diagrams as part of the appendices content. Point out that these elements
may be supplemented with text, as in Appendix B: Canadian Electrical Code (page 273) or may be in-
cluded in a separate section or appendix. If in a separate section, an index [see Table Listing, Canadian
Electrical Code (page 276)] to locate a specific table, graph, or diagram may be used.

Supporting Documents

App. Listing: CEC Section 70: CEC
(page 283) (page 284)

Appendix B: CEC Table Listing: CEC

(page 273) (page 276)
* Review the concept that tables are lists, and that graphs and diagrams are a combination of pictures and
lists. All are used to organize information for quick access. Reinforce the patterns used for lists, graphs,
and diagrams, as learned in previous modules.
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Supporting Documents

* Introduce visual cues to organizing text. Titles, subtitles, bold words, underlining, and indenting are
among the common formatting techniques used to highlight and organize information. Demonstrate how
a title or subtitle quickly identifies the content that follows. Revisit Electric Heating and Cooking Appli-
ances (page 281), point out the subtitles, bolded words, and indented lists. Review the Fall Protection:
Occupational Health and Safety Regulation (page 286), point out the title and the italicized subtitles in
the left margin to identify each section.

* Have learners identify what information they need before they search the manual. Is it a number, a fact,
a definition, or an explanation? This shows whether they need a table, glossary, appendix, or chapter.
This narrows the search saving time and energy.

Electric Heating  Fall Protection
(page 281) (page 286)
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Activities Activity Worksheets

Supporting Tools

Learner Worksheet (page 291)

This activity asks learners to use the following sample documents:

- Index: Canadian Electrical Code (page 277)

- General Arrangement: Canadian Electrical Code (page 280)

- Electric Heating and Cooking Appliances: Canadian Electrical Code (page 281)
- Glossary: Canadian Electrical Code (page 282)

- Appendices listing: Canadian Electrical Code (page 283) Supporting Tools
- Section 70: Canadian Electrical Code (page 284) (p291)

- Tables listing: Canadian Electrical Code (page 285)

The worksheet includes the following assignment [answers in brackets]:

1. You are working in a dust free room in a relocatable structure.
- What is the definition of a relocatable structure? [see Glossary: Canadian Electrical Code]
- What section of the Canadian Electrical Code covers relocatable structures? [see Section 70:
Canadian Electrical Code]
- Where would you find specifications for wiring a dust free room? [See Index: Canadian
Electrical Code or Appendices listing: Canadian Electrical Code)

2. You are wiring a separate built-in cooking unit.

- You have the 1994 and 1998 Canadian Electrical Code Books; would it matter which one you
used in this wiring job?[Yes. There are additions in the 1998 Code, as indicated by the icon in the
left margin]

- Where would you find the information you need about the ampere rating of the unit or heating
element? [See Electric Heating and Cooking Appliances: Canadian Electrical Code or Tables
listing: Canadian Electrical Code]
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AbpDITIONAL LEARNING

Activity Worksheets

Manual Patterns
Learner Worksheet (page 292)
Becoming familiar with a manual’s function and design should help to reduce fear. With a manual provid-
ed by the learner or yourself, have the learner find the essential and supporting tools as described in this
module. This worksheet provides the learner with a log to keep track of their findings.
Manual Patterns Ref. Fall Protec-
(p292) tion (p293)
Referencing Fall Protection
Learner Worksheet (page 293)
This worksheet includes an excerpt of Fall Protection regulations and the following assignment [answers
in brackets]:
1. What are the subtitles which appear on this page? [Obligation to use fall protection; Fall
protection plan; Instruction of workers]
2. What section number of the OH&S regulations is being shown here? [11]
3. What information is contained in section 11.3 (3) (d)? [Procedure for rescue of a worker who has
fallen ...]
4. In what section would you expect to find information about an employer’s responsibility for
training? [11.4]
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Leamer Torisheet (page 5
Learner Worksheet (page 294) Activity Worksheets
This worksheet asks learners to use General Arrangement (page 280) and Electric Heating and Cook-

ing Appliances (page 281) from the Canadian Electrical Code and complete the assignment [answers in
brackets]:

1. What head and subhead(s) appear on page 35? [Head: Canadian Electrical Code, Part 1][Subhead:
General Arrangements]

2. How many rules appear for Electrical Heating and Cooking Appliances? [3]

3. What new information has been added to this edition of the document? [26-742 Separate Built-in

Recognizing Vi-
Cooking Units] & &

sual Cues (p294)
4. How many pieces of information were deleted since the last edition? [3]

5. What section of the Canadian Electrical Code contains information on Electrical Heating and
Cooking Appliances? [26]
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APPEND'X B EXCERPT: APPENDIX 7A

Canadian Electrical Code

APPENDIX B, NOTES ON RULES 56

CONFIGURATIONS FOR THE INSTALLATION OF
PARALLEL SINGLE CONDUCTOR CABLES

SINGLE PHASE THREE PHASE

W 2 1 CABLE DIAMETER

S§ 2 2 CABLE DIAMETERS
NEUTRAL MAY BE LOCATED OUTSIDE OF THE ABOVE GROUPS IN MOST CONVENIENT LOCATION

NOTE: All above configurations may not result in equal
ampacity on division of current for all cable systems
(see also Rule 4-008).
12-116 Solderless wire connectors or their cartons are identified as
follows: .
(a) “Solid” or equivalent for conductor sizes Nos. 18, 16,
and 8 AWG and larger; _
(b) “Stranded” or equivalent for conductor sizes Nos. 14 to
10 AWG;
(c) Ifnot so marked, they are suitable for connecting
stranded conductors in sizes Nos. 18, 16, and 8 AWG anc
larger, and solid conductors in sizes Nos. 14 to 10 AWG.

A wire connector marked as indicated in Paragraph (a) or (b)
is suitable for use with the marked type of construction only.
12-504 The specific details for buildings of noncombustible

construction are located in Part 3 of the National Building
Code or in the appropriate Provincial/Territorial Legislation.

A 12-602 The steel wire armour (SWA) used in cables features
inherently different mechanical characteristics than
conventional interlocked armour. Steel wire armour, due to
its physical structure, provides high tensile strength but may
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GENERAL ARRANGEMENT:

Canadian Electrical Code

REFERENCE PUBLICATIONS 35

C22.1-1998
Canadian Electrical Code, Part I

The Canadian Electrical Code, Part I, is a voluntary Code, for adoption and
enforcement by regulatory authorities.

General Arrangement

The Code is divided into numbered sections, each covering some main division
of the work. The sections are divided into numbered rules with captions for
easy reference.

(a)

(®

(c)

NUMBERING SYSTEM. Even numbers have been used
throughout to identify sections and rules. Rule numbers consist of
the section number separated by a dash from the 3- or 4-digit
figure. The intention is that odd numbers may be used for new
rules required by interim revisions. Due to the introduction of
some new rules and the deletion of some existing rules during
revision of each edition, the rule numbers for any particular
requirement are not always the same in successive editions;

SUBDIVISION OF RULES. ' Rules are subdivided in the manner
illustrated by Rules 8-204 and 8-210 and the subdivisions are
identified as follows:

O0-000: s v csrapswivnas- sy s -4 e, v Rule
(B | cuecdone s et i, S S Suss GaTe i, surh Subrule
RO, ettt o aiiaonss RS i St iy B i Paragraph
e L I Subparagraph

(A) 5 gremvas mase s i PR B9 DR SR T Clause

REFERENCE TO OTHER RULES, ETC. Where reference is
made to two or more rules, the first and last rules mentioned are
included in the reference. References within a subrule to other
subrules mean the subrules of that rule. References to a subrule of
another rule are, for convenience, expressed by the rule number
followed by the subrule number in parentheses (eg, “Rule
10-200(3)” and not “Subrule (3) of Rule 10-200™).

Changes in requirements from the previous edition are indicated by a delta
symbol (A) in the margin of the rule. Editorial changes, and other changes such
as renumbering or relocation of a rule, are not marked. The delete symbol (8)
appears immediately following areas where text has been deleted since the last

edition.
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ELEcTRIC HEATING AND APPENDIX 7A
CoOoKING APPLIANCES:

Canadian Electrical Code

SECTION 26, INSTALLATION OF ELECTRICAL EQUIPMENT 253

26-710 Receptacles Connected to Multi-wire Branch Circuits
(1) Where receptacles are connected to multi-wire branch circuits:

(a) The receptacles shall have separate terminals for the connection of
the ungrounded conductors; and
(b) The branch circuit shall comply with Ruie 14-010.

(2) Duplex receptacles having one section that will accommodate parallel
blade attachment plugs and the other section that will accommodate tandem
blade attachment plugs shall be connected only to multi-wire branch circuits
that:

(a) Comply with Rule 14-010; and
(b) Are protected by overcurrent devices rated or set at not more than
15 A.

Electric Heating and Cooking Appliances
26-740 Location of Non-portable Appliances. Non-portable electric heating
and cooking appliances shall be installed so that the danger of igniting adjacent
combustible material is reduced to a minimum.

6 A 26-742 Separate Built-In Cooking Units. Tap circuit conductors feeding
individual separate built-in cooking units from a single-branch circuit shall
have an ampacity of not less than the ampere rating of the unit or heating
element that they supply as determined from Tables 1 to 4, whichever is
applicable.

0 26-744 Supply Connections for Appliances

(1) Electric heating and cooking appliances shall have only one point of

| connection for supply.

s} (2) Where an electric clothes dryer having an input in excess of 1500 W at
115 V but not exceeding 30 A is intended to be installed in a dwelling unit, a
receptacle of CSA Configuration 14-30R, as shown in Diagram 1, shall be
installed for the supply of energy to the appliance.

(3) An electric clothes dryer having an input in excess of 1500 W at 115V
but not exceeding 30 A, and used in a dwelling unit, shall be cord-connected by
means of a cord and attachment plug of CSA Configuration 14-30P to the
receptacle referred to in Subrule (2).

(4) Where a free-standing electric range, having a calculated demand of
50 A or less, is intended to be installed in a dwelling unit, a receptacle of CSA
Configuration 14-50R, as shown in Diagram 1, shall be installed for the supply
of electric energy to the appliance.

(5) The receptacle required by Subrule (4) shall be installed:

(a) Above the finished floor at a height not exceeding 130 mm to the
centre of the receptacle; and

(b) As near midpoint as is practicable, measured along the floor line of
the wall space intended for the electric range; and

(c) With the U-ground slot orientated to either side.
(6) In adwelling unit, a free-standing electric range having a calculated
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GLOSSARY: APPENDIX 7A

Canadian Electrical Code

48 CANADIAN ELECTRICAL CODE, PART I

requisite to cimb over or remove obstacles or to resort to portable ladders,
chairs, etc;

Receptacle means one or more female contact devices, on the same yoke,
installed at an outlet for the connection of one or more attachment plugs;

Duplex receptacle means two female contact devices, on the same
yoke, installed at an outlet for the connection of two attachment plugs;

Single receptacle means one female contact device, with no other
contact device on the same yoke, installed at an outiet for the connection of one
attachment plug;

Split receptacle means a duplex receptacle having terminals adapted
for connection to a grounded, 3-wire supply, eg, 120/240 V or 120/208 V;

Recreational vehicle means a portable structure intended as a temporary
accommodation for travel, vacation, or recreational use (see Appendix B);

Recreational vehicle park means an area of land designed to accommodate
recreational vehicles and park model trailers;

Relocatable structure means a factory-built unit for use without a
permanent foundation;

Remote control circuit means any electrical circuit which controls any
other circuit through a relay or an equivalent device;

Repellent used as a suffix (such as moisture-repellent) means a material
constructed, treated, or surfaced so that liquid will tend to run off, and cannot
readily penetrate the surface;

Residential occupancy means the occupancy or use of a building or part
thereof by persons for whom sleeping accommodation is provided but who are
not harboured or detained to receive medical care or treatment or are not
involuntarily detained;

Resistant used as a suffix (such as absorption-resistant, moisture-
resistant, etc) means material constructed, protected, or treated so that it will
not be injured readily when subjected to the specific material or condition;

A Rigid RTRC conduit—see definition for Conduit;

Separate built-in cooking unit means a stationary cooking appliance,
including its integral supply leads or terminals and consisting of one or more
surface elements or ovens, or a combination of these, constructed so that the
unit is permanently built into a counter or wall;

Service, consumer’s means all that portion of the consumer's installation
from the service box or its equivalent up to and including the point at which the
supply authority makes connection;

Service, supply means any one set of conductors run by a supply authority
from its mains to a consumer's service;

Service box means an approved assembly consisting of a metal box or
cabinet constructed so that it may be effectually locked or sealed, containing
either service fuses and a service switch or a circuit breaker, and of such design
that either the switch or circuit breaker may be manually operated when the box
is closed;
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FALL PROTECTION: APPENDIX 74
Occupational Health and Safety Regulation

GENERAL REQUIREMENTS
Obligation  11.2 (1)  Unless elsewhere provided for in this Regulation, an employer must ensure that a fall
fo use fall protection system is used when work is being done at a place (a) from which a fall of 3
protection m ( 10 ft) or more may occur, or (b) where a fall from a lesser height involves an unusual

risk of injury.

(2) The employer must ensure that guardrails meeting the requirements of Part 4 (General
Conditions) or other similar means of fall restraint are used when practicable.

(3) If the use of guardrails or similar means of fall restraint is not practicable, the employer
must ensure that another fall restraint system is used.

(4)  If the use of a fall restraint system is not practicable, the employer must ensure that a fall
arrest system is used.

(5) If the use of a fall arrest system is not practicable or will result in a hazard greater than if
the system was not used, the employer must ensure that
(a) acontrol zone is used in accordance with this Part,
(b) asafety monitor system with a control zone is used in accordance with this Part, or
(c) other procedures acceptable to the board are followed.

Fall protection 11,3 (1) The employer must have a written fall protection plan for a workplace if
plan (a) work is being done at a location where workers are not protected by permanent
guardrails, and from which a fall of 7.5 m (25 ft) or more may occur,
(b) the employer uses a safety monitor and control zone or other work procedures as
the means of fall protection, or
(c) the board so directs, because a fall may involve an unusual risk of injury.

(2) The fall protection plan must be available at the workplace before work with a risk of
falling begins.
(3) The plan must specify
(a) the fall hazards expected in each work area,
(b) the fall protection system or systems to be used in each area,
(c) the procedures to assemble, maintain, inspect, use and disassemble the fall
protection system or systems, and
(d) the procedures for rescue of a worker who has fallen and is suspended by a
personal fall protection system or safety net, but is unable to effect self rescue.

Instruction 11.4  Before a worker is allowed into an area where a risk of falling exists, the employer must
of workers ensure the worker is instructed in the fall protection system for the area and the procedures to
be followed.
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M ANUAL L oG APPENDIX 7B

Learner Worksheet

Create a combined list including examples of manuals you have used, the importance of this manual to
your job, any elements that you liked about it, and any problems encountered with its use.
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ASSOC'AT'ON L|s-|- APPENDIX 7B
TELEPHONE DIRECTORY

Learner Worksheet

Find page numbers for the following listings:

Dust Control Materials
First Aid Services
Enviro-depots
Extinguishers- Fire
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SUPPOR'"NG TOOLS APPENDIX 7B

Learner Worksheet

Use the following sample documents:

- Index: Canadian Electrical Code (page 277)

- General Arrangement: Canadian Electrical Code (page 280)

- Electric Heating and Cooking Appliances: Canadian Electrical Code (page 281)
- Glossary: Canadian Electrical Code (page 282)

- Appendices listing: Canadian Electrical Code (page 283)

- Section 70: Canadian Electrical Code (page 284)

- Tables listing: Canadian Electrical Code (page 285)

1. You are working in a dust free room in a relocatable structure.
- What is the definition of a relocatable structure?
- What section of the Canadian Electrical Code covers relocatable structures?
- Where would you find specifications for wiring a dust free room?

2. You are wiring a separate built-in cooking unit.
- You have the 1994 and 1998 Canadian Electrical Code Books; would it matter which one you used
in this wiring job?
- Where would you find the information you need about the ampere rating of the unit or heating ele-
ment?
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APPENDIX 7B

ManNuAL PATTERNS

Learner Worksheet

Becoming familiar with a manual’s function and design should help to reduce fear. With a manual pro-
vided by the instructor or yourself, find the essential and supporting tools as described in this module.
This worksheet provides you with a log to keep track of their findings.

section)

List
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REFERENCING FALL APPENDIX 78
PROTECTION

Learner Worksheet

1. What are the subtitles which appear on this page?
2. What section number of the OH&S regulations is being shown here?
3. What information is contained in section 11.3 (3) (d)?

4. In what section would you expect to find information about an employer’s responsibility for

training?
GENERAL REQUIREMENTS
Obligation  11.2 (1)  Unless elsewhere provided for in this Regulation, an employer must ensure that a fall
to use fall protection system is used when work is being done at a place (a) from which a fall of 3
protection m ( 10 ft) or more may occur, or (b) where a fall from a lesser height involves an unusual

risk of injury.

(2) The employer must ensure that guardrails meeting the requirements of Part 4 (General
Conditions) or other similar means of fall restraint are used when practicable.

(3) If the use of guardrails or similar means of fall restraint is not practicable, the employer
must ensure that another fall restraint system is used.

(4)  If the use of a fall restraint system is not practicable, the employer must ensure that a fall
arrest system is used.

(5) If the use of a fall arrest system is not practicable or will result in a hazard greater than if
the system was not used, the employer must ensure that
(a) acontrol zone is used in accordance with this Part,
(b) asafety monitor system with a control zone is used in accordance with this Part, or
(c) other procedures acceptable to the board are followed.

Fall protection 11,3 (1) The employer must have a written fall protection plan for a workplace if
plan (a) work is being done at a location where workers are not protected by permanent
guardrails, and from which a fall of 7.5 m (25 ft) or more may occur,
(b) the employer uses a safety monitor and control zone or other work procedures as
the means of fall protection, or
(c) the board so directs, because a fall may involve an unusual risk of injury.

(2) The fall protection plan must be available at the workplace before work with a risk of
falling begins.
(3) The plan must specify
(a) the fall hazards expected in each work area,
(b) the fall protection system or systems to be used in each area,
(c) the procedures to assemble, maintain, inspect, use and disassemble the fall
protection system or systems, and
(d) the procedures for rescue of a worker who has fallen and is suspended by a
personal fall protection system or safety net, but is unable to effect self rescue.

Instruction  11.4 Before a worker is allowed into an area where a risk of falling exists, the employer must
of workers ensure the worker is instructed in the fall protection system for the area and the procedures to
be followed.
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RECOGN'Z'NG v'SUAL APPENDIX 7B
Cues

Learner Worksheet

Use General Arrangement (page 280) and Electric Heating and Cooking Appliances (page
281) from the Canadian Electrical Code and complete the assignment:

What head and subhead(s) appear on page 35?

How many rules appear for Electrical Heating and Cooking Appliances?
What new information has been added to this edition of the document?
How many pieces of information were deleted since the last edition?

What section of the Canadian Electrical Code contains information on Electrical Heating
and Cooking Appliances?
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