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About this website and user guide

Research shows that people with good Essential Skills are eight times more likely to succeed at their
apprenticeship training. This website helps you determine how strong your skills are and provides help
to address any skill gaps you may have.

The website features:

Essential Skills profiles for 53 Red Seal trades.
Built-in assessments to determine the strength of your reading, document use and numeracy skills.

Individualized test result reports that highlight your skills and gaps. Test results are available
immediately.

4. A built-in learning management system that generates customized learning plans that you
can use to brush up on your skills.

This user guide describes how to use the website and access your reports.

Minimum computer requirements

This website works on a wide range of devices including personal computers, laptops, notebooks and
tablets. Smartphones cannot be used... their screens are too small to display the questions properly.

Before taking an assessment, be sure that the device (i.e. laptop computer) has a strong connection to
the Internet. People who try to take tests on a wireless networks sometimes have problems - their
connections are too weak for everything to work properly.

Devices that have speakers or headphones are recommended. The website has features - such as built
in dictionaries — that have audio clips. Speakers or headphones are needed to hear these audio clips.

Learn about the Red Seal trades =)

Learn about the Essential Skills needed by tradespeople by clicking on the List of Trades tab on the

home page. e — ,
Essential Skills for Ont. ﬁadespeople ‘o [ Login |
Click View Profile and an Essential Skills T

Home About this Site List of Trades Contact Us

profile for the trade you selected will
open. ltis similar to a job description. It
has categories like health and safety and
use of tools — key elements of the job.

Welcome to the
ESSENTIAL SKILLS
ASSESSMENT

Click on View Training Providers for the
list of Colleges that provide apprentice
training for that occupation.

Research Trades - Find outwhich Essential Skillsyou need for 53 Red Seal trades


http://en.esee.essentialskillsgroup.com/asl.php?v=h8EQtwc8cZk&guide

Learn about the website /

7
Learn about the website by clicking on the information icon located in \’ . .
upper right side of the website. &

The information includes the User Guide, answers to

frequently asked questions (FAQ), troubleshooting Information & »voubleshooting Help
information and a video about Essential Skills. S /{ns

Click on the topic you're interested in to receive more + userGuide -

information. Vg

« Troubleshooting

« Essential Skills Video

Click on FAQ and get answers to about ten common £ i Ak .
. . requen sked Questions
guestions, such as ... What heath care are occupations i i Q
i ?
are InCIUded ) \7 Why was this website created?
\?/ What health care occupations are included?
\7 Which Essential Skills are assessed and how long do the tests take?
Click on Troubleshooting for helpful solutions to the Troubleshooting

most common technical problems people have when

using the Web5|te- ! I can'tlog in - my username and password do not work?

=
Testimages don't load and/or the navigation buttons don't work.

1
=

! _The website isn't displaying properly — it looks messed up.

Built-in dictionary =)

A built-in dictionary provides definitions for some words and phrases. The words and phrases which
have definitions are blue in colour and
underlined, such as this word... bulletin.

Click on a blue underlined word, and a window . )
A bulletin is a short written

with a definition will open.
announr ntsent to a group of
Click the play button to hear the definition. peov’ /Aeryone gets the same
. . N inf ation at the same time.
Click on Close This Window to close the -

window. [ =]

Close This Window,



http://en.esee.essentialskillsgroup.com/asl.php?v=2Pn34GQk4qc&guide

How to log in

Your organization will give you the Username and Password needed

to login.

Log in by clicking on the login button located in upper
right side of the website. Enter the username and
password provided by your organization and click
Send.

You are asked to complete a short survey the first time
you log in. The information you provide is confidential.
It is used to identify trends, like how many people are
using the website, where most people live, etc.

How to see your program

» 0 =3

Login

Please enter your username and password.

Username ‘

Password ‘

C

Once logged in, you will automatically go
a page that starts with “Welcome” and

your name.
Skill

Go to My Program. This is where all your
program activity is found. It contains the
assessments you have to take, your test
results and your learning plans.

Reading
Document Use

Mumeracy (Math)

My Program

Date

[
Do Test E
Do Test E

Status Results Report  Learning Plan

| View |
| View |
| View |

| View |
| View |
| View |

Do Test

How to take tests

o

In My Program, select an assessment and
click the Do Test button.

A set of instructions appear. Take a minute skill
to read them as they provide useful
information. For example, one of the
instructions recommends that you read the
question before reading the workplace

Reading

My Program

Document Use

Numeracy (Math)

Status % Results Report  Learning Plan

G
~
EI T

document.
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http://en.esee.essentialskillsgroup.com/asl.php?v=_2U2S7glKPU&guide
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When ready, click the Start button at the bottom of the instruction page. A series of questions will

load, one at a time.

The questions are multiple-choice. To select an
answetr, click the circle next to it.

Each assessment has four or more sections. The
number of questions you have completed in each
section is listed at the top of the page.

Click Next Question after you have answered a
question. Click Prev Question (“prev’ means
previous) to go back and change an answer in the
section you are working on.

Note: Once you finish a section and press the Next
Section button, you can’t go back to previously
answered questions.

If the question has a large image, you may only be
able to see part of it on your screen. To see the

Section 2 of 3 - Question 1of5 (=] [

Report a Problem

Read the heat stress hazard alert and answer the following question.

Alert

Heat stress can happen to us all

ot temperatures combined
with factors such as high

humiditv. hard ohvsical work.

Expand Image

How long does it take a worker to acclimatize to hot working conditions?

© One day
© Four days
O One week

O One to two weeks

)
7 o~ M7

Courtesy of Workplacs Safety and Insurance Board - Ontaric

Next Question

« g

entire image, pull down the scroll bar on the right-hand side of the page or click the Expand Image

button near the bottom left-hand side of the image.

Click the Report a Problem link located in the upper right hand corner of the question if something goes
wrong while taking the assessment, such as Next Question buttons not working,

Click Exit when all the sections are completed.

You can do the assessements all at once or in

. My Program
sections. Make sure to complete all of the y g
questlpns in a section b.efore you Igg out or kil Status
you will lose your work in that section. Reading p—————

You can exit and resume the test where you

Document Use

r Results Report  Learning Plan
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[ view |

Resume Test j— E | View |

left off. To resume a test, log back in and Numeracy (Math)

[ View |

[*] [ View |

[ view |

click on the Resume Test button to restart

your assessment. The assessment will start where you left off.

Where to find your test results

You get a Results Report for each assessment

you take. It is available as soon as you My Program

complete the assessment.
Skill

Statr / Date Results Re 4;:ming Plan

BT

Reading
Go to My Program. In the Date column,
. DocumentUse | RedoTest | [2012-1108 v View
choose the assessment result to view by Numeracy (Math) o

clicking on the date.

Click View under Results Report. Your customized Results Report appears. To print it, click the Print

Report buttons at the top or bottom of the report.




Understanding your test results

The Results Report provides the results of the assessment you completed.

On the front page of the Results Report, there is a section called Overall Score and an image like this:

Overall Score

Your score Level 2 (250)

There are two scores:

1. Ascoreinthe form of a level, such as Level 1. These scores start at Level 1 and can go as high as
Level 4.

2. A number score found in brackets, such as (250). Number scores normally range between 200
and 300. It varies, but most jobs require skills at 250 or higher.

The chart below shows how raw scores translate into levels. For example, a score of 255 on the 0-
500 scale falls within level 2.
Essential Skills Scales

Level 1 Level 2 Level 3 Level 4 Level 5
(0-225) (226-275) | (276-325) | (326-375) (376-500)
Low skills Very high skills

The numeracy (math) result is different from the others. In addition to the overall results presented
above, it also includes a breakdown of how you performed in each math skill area.

Each numeracy area (i.e. fractions) has five questions. If you get four or more questions correct (280%),

you will receive a check mark ¥ . If not, you will receive an orange X.

Note: It is possible for you to get an X and still get a high overall Results by math skill area  Your Result
. A Whole Numbers
score. The score is calculated using the results of all the TSR

guestions. For example, someone who scores 70 percent in all Decimals

v

x

. . . ) Percent and mixed operations e

numeracy skill areas will see a series of orange Xs but their Geometry basicellls "
Geometry plane figures x

overall numeracy score will still be relatively high.
Geometry solids

Geometry advanced tasks N/A
Measurement N/A
Trigonometry v
Algebra N/A
The second page of the Results Report takes a General Requirements
closer look at your test results. You will see a
check mark ¥ or an X. That tells you whether or Read shart sections of text in course modules ta gain knowledge. (Complexity: 1) vy
not you can probably complete that part of the
program successfully, based on the skills you have Read short sections of text to leam about courses. (Complexity: 1) "4
today.



http://en.esee.essentialskillsgroup.com/asl.php?v=Lh_bsu3Nny4&guide

How to see and use your learning plan

You get a Learning Plan for each assessment you take, except for listening skills. It is available as s

as you complete an assessment.
Go to My Program and click View under
Learning Plan. Your customized Learning

Plan will appear in a separate screen.

Learning plans list free online learning

7

My Program

Skill Status Date Results Report  Learning Plan
)
DocumentUse | RedoTest | [20121108 v| [ View | [ View |
Mumeracy (vt B

resources that you can use to quickly and efficiently build the skills you need. Your Learning Plan focuses
only on the skills you need to build, not the ones you already have.

These lessons take you from your current
skill level to the level you need for your
program. For example, if you have Level 1
reading skills and you need Level 3, your
Learning Plan includes resources for Levels
1, 2 and 3. It’s a good idea to start at your
current level and work your way up.

To open a link, click on the website
address. It is the long address highlighted
in blue and underlined. It takes you directly
to the lesson, which you complete at your
own pace. The website program does not
monitor your progress.

You do not need to do all of the lessons,
but it's a good idea to do several before
you take the assessment again. You can do

Learning Plan
Name: Jane Doe
Occupation: HC - Dental Assistants

Essential Skill: Reading
Date: Mar 07, 2014

Your Essential Skills Learning Plan is based on the results of the assessment vou took. It focuses on the
skills you likely need to build. not the ones you already have.

It lists resources that can help you build your Essential Skills. You don't have to do all of the activities, but
it's a good idea to do a few before you take the Essential Skills assessment again

It doesn't take long to build Essential Skills, especially f vou know which ones to target. This learning plan
can help you do that.

Should you require support with vour Learning Plan, contact the Academic Upgrading Program at vour local

community college. Registration is free.

ONLINE READING RESOURCES

Level 1 - Low Complexity

Source: BBC - Skillwise
Learning Activity: Fact or opinion
Direct Link: hitp:/ww bbc co ukiskillswis eftopicfact-ar-opinion

Learning Activity: Reading and understanding
Direct Link: hitp:/www bbc co ukiskillswiseftopic/reading-and-understanding

Learning Activity: Recognizing letters and words

Direct Link: hitp/fwww.bbe.co.uklskillswis eftopic/recognising-letters-and-words
Learning Activity: Dictionaries and indexes

Direct Link: hitp:/www.bbc.co.ukiskillswis etopic/dictionaries-and-indexes
Learning Activity: Text types

Direct Link: hitp:/iwww.bbc.co.ukiskillswis etopictvpes-oftext

the assessment as often as you like. Your most recent results are the only ones that appear under My
Program. The website does not keep old reports.

To print your learning plan, click the Print Report buttons at the top or bottom of the report.
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