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EXECUTIVE SUMMARY


In April 2003, Human Resources and Skills Development Canada (HRSDC) launched the Essential Skills and Workplace Literacy Initiative (ESWLI) to help ensure Canadians have the right skills for changing work and life demands. To this end, the ESWLI has taken action to create a national understanding of the importance of Essential Skills. 


Research Objectives


The main purpose of this qualitative research, which was undertaken in two phases, was to provide HRSDC officials with guidance for the development of communication initiatives (e.g., messages, outreach strategies, etc.), the Essential Skills website and Essential Skills tools. The initial phase sought input from a range of businesses, as well as from the general public. The research was primarily devoted to gauging participants’ understanding of and receptivity to the Essential Skills concept. It also assessed their ability and willingness to address potential Essential Skills shortages. A number of draft communications materials were also tested for their resonance and relevance. 


The purpose of Phase II of the research was to obtain the reaction of HR managers and business owners to four draft elements of an Essential Skills toolkit, as well as to a mock-up of an Essential Skills website homepage for employers (this material was developed based on the findings obtained from the initial phase of research). The second phase of research also revisited a number of key issues from Phase I, including the relevance of Essential Skills and barriers to addressing Essential Skills shortages in the workplace.


Methodology


The first phase of research was based on 10 two-hour focus groups conducted across Canada. Half of the groups were composed of employees of small- and medium-sized enterprises (SMEs), as well as individuals in transition who possessed no more than a grade 12 education and who self-identified as lacking Essential Skills. Of the remaining five groups, three included the participation of SME owners and HR managers, while two were held with HR managers from larger firms. These business representatives had to self-identify as having a significant number of employees lacking Essential Skills.


This second phase of research was based on six two-hour focus groups conducted in Halifax, Vancouver and Ottawa. All of the focus groups were composed of representatives (i.e., owners or HR managers) of businesses that employ between 25 and 150 employees. As in Phase I, participants had to self-identify as having a significant number of employees lacking Essential Skills.

 
Key Findings: Phase I


The most pressing challenge identified by business representatives is attracting and keeping people with the “proper skills” and attitude. For their part, general public participants’ career aspirations differed significantly from their current job, but relatively few had concrete plans about how they might successfully navigate a career change. According to both employers and the public, training and learning tends to be on-the-job, informal and very task/job specific, particularly in smaller organizations. The quality and frequency of training and learning opportunities appears to be positively correlated with a job’s skill level (i.e., the more skilled one is the more training opportunities one receives). People appreciate the beneficial impacts of learning and training, but are adamant that emphasis is placed on obtaining very tangible impacts (e.g., increased productivity for employers and increased labour market value for individuals). 


Notwithstanding attitudes and practices that centre on very job-specific training and learning, people intuitively understand and value the concept of Essential Skills. Importantly, improvement in these skills is seen as yielding tangible payoffs. Collectively, employers and the public associate a number of soft and hard returns with Essential Skills upgrading, most notably, improved confidence and job performance for the individual and improved morale, productivity and profitability for the firm. The macro-economic impacts (e.g., improved international competitiveness) associated with such improvements are understood, but thought to be much less relevant. 


More often than not, the term Essential Skills initially connotes job-specific skills, such as operating a piece of equipment. To many, the term “basic skills” is a better descriptor of the nine Essential Skills they learned about in the groups. However, the terms used to describe each of the nine Essential Skills are fairly clear. Participants say that there is little, if any, stigma attached to improving one’s Essential Skills, although both employers and members of the public agree that many employees will not be comfortable raising the issue with their employer, particularly those with the lowest levels of Essential Skills.


Overall, both the public and employers expressed significant interest in learning more about upgrading Essential Skills. It is not apparent, however, that the workplace is an ideal setting for doing this. Many have difficulty envisioning how workplace-based Essential Skills development can be implemented, and the findings clearly suggest that very few companies are willing and/or able to address the issue of Essential Skills completely on their own. This significant barrier, when coupled with the messaging that was tested in the groups, leads people to assume that the federal government is prepared to play the leading role in this area (e.g., a federally sponsored Essential Skills class/course). It is also important to note that the Government of Canada is viewed as credible in matters pertaining to learning and training. 


In the absence of financial incentives or other forms of very significant government assistance, employer representatives indicate that, at the very least, they require an excellent, easy to use and fairly customized set of Essential Skills tools. Even with access to such tools, however, it is apparent that many smaller employers will be very hard-pressed to address Essential Skills issues. 


Four communications/marketing pieces were tested in the focus groups: a poster aimed mainly at the public, two storylines (one for employers and another aimed at the public), and a booklet aimed at employers. Overall, the communications material is very well received. The poster manages to effectively convey the message that there are nine Essential Skills needed to succeed. It also prompts people to ask themselves whether they sufficiently possess them. The “Employee Storyline” also tests very well. The most resonant and easily retained information pertains to the research suggesting a correlation between Essential Skill levels and the likelihood of being employed. Reaction to the “Employer Storyline” is also very positive. Participants are particularly impressed by the “Fast Facts” page, which they see as providing them with interesting and relevant information with which to build a case for Essential Skills development. The Building Essential Skills in the Workplace booklet aimed at businesses leaves people wanting more. It helps them to understand the basics of how a company can implement a program for improving Essential Skills within the workplace, but generally stops short of giving them the confidence and knowledge to move forward. 


The first phase of the research produced a number of very specific recommendations. Key among these is the following:

Promotion and Messaging

· Messaging aimed at the public/individuals should stress the potential personal benefits of improving one’s Essential Skills levels. These should include specific labour market benefits, as well as broader benefits related to family and other aspects of life. 

· The government-business-union partnership should be stressed as a way of encouraging employer participation. In the same vein, a pamphlet or information card should be developed to assist/encourage employees to raise Essential Skills with their employer, as a way of breaking the ice on the topic.

· The case study approach taken in the booklet for employers could serve as a model for other communications pieces/tool, as it responds very well to the target audience’s information needs.

· The fast facts approach, with an emphasis on statistics and tangible positive impacts for companies who have implemented ES training, is also an effective way of communicating with employers and should be emulated in other communications.

· The overall thrust of promotional materials (e.g., pamphlets, magazine inserts, newspaper ads, etc.) should be to drive target audiences to the Essential Skills website. 


The Essential Skills Website

· The Essential Skills website will serve as the linchpin between awareness and action. As such, it should include a full range of excellent tools that can encourage and help employers address the Essential Skill needs of their employees.


An Essential Skills Toolkit 

· The research suggests that an Essential Skills toolkit could include the following: rationale and potential benefits (e.g., reasons why businesses should assess/address Essential Skills shortages); case studies that illustrate potential approaches to implementation; materials to help business people communicate with employees; assessment tools; and curriculum and learning materials.


Key Findings: Phase II


A number of key findings from Phase I were validated by the second round of research. We continue to find that Essential Skills is a meaningful concept to employers. The potential benefits associated with Essential Skills upgrading at the macroeconomic, firm and individual levels are seen as very plausible, though many are interested in knowing more about the research. There is significant interest expressed by most employers in addressing workplace Essential Skills issues. This round of focus groups also confirms that the implementation of workplace-based strategies to address Essential Skills needs is the most daunting issue confronting organizations that are interested in the matter. Given the magnitude of this challenge, it is not surprising to find that the Government of Canada is viewed as having an important partnership role to play. 


The Phase II research focussed on obtaining the views of employers on draft elements of an Essential Skills toolkit. The findings reveal that the toolkit concept, as well as most of the individual tools it thus far contains, responds very well to employer needs. Of the four tools tested, the assessment tools, particularly the Hiring Checklist, are seen as most immediately relevant and helpful. Employers also deem assessment to be a relatively straightforward process. Conversely, reaction to the Training Strategies tool is mixed, with many expressing a desire for a much more detailed and expanded tool. 


It is very important to note that many employers say they would use the assessment tools to gauge the Essential Skills levels of prospective employees. Relatively few people, however, would want to assess the skills of their current employees without having a good sense of how their organization will address any Essential Skill shortages that are subsequently identified. 


The mock-up of the Essential Skills webpage for Employers is clearly on the right track. Participants find its design to be clear and its content to be both easily understood and highly relevant. Even in draft form, it creates a desire among employers to further investigate the site. Participants also strongly advise that the Essential Skills website serve as the focal point of information dissemination to employers because it is easy for them to access the Internet and because they assume that it will reduce program costs (when compared to the option of mass-producing kits composed of paper, cardboard and CD-ROMs).


The design concept embodied in the Hiring Checklist hits the mark in almost every respect. The colours, layout, font and spacing are seen as both attractive and practical. 


Most of the recommendations flowing from the second phase of the research are very specific and aimed at improving the website’s Employer homepage and the four Essential Skills tools. The most significant recommendations include the following: 

 
The ES Website’s Employer Homepage 

· Consider allowing visitors to obtain more information on the benefits of ES by turning the bullets in the first section into links. 

· Develop employee “success stories” in order to assist employers in “selling” ES assessment and training to staff.

· Clarify the difference between the ES Survey and ES Questionnaire.

The ES Survey

· Consider revising the Survey’s introductory page by enhancing its visual appeal and clarifying what is meant by “it is also important to gather input from a variety of employees and to respect confidentiality.” 

· Consider allowing employers to customize the survey (on-line) in order to enhance its relevance. This can be achieved by developing a pool of questions for each Essential Skill.

· Consider wording some questions in a positive manner (e.g., employees seem comfortable with written material).

· Consider replacing the current response choice with a 3- or 5-point scale in order to enhance the precision of the assessment and ensure that adequate information/instruction is provided on the interpretation of results. 

The ES Questionnaire

· Consider including an introductory or “instruction” page aimed at those who are completing the questionnaire. In addition to providing instruction, the page should strive to increase respondents’ comfort level.

· Consider ways of shortening the questionnaire completion time to 30 minutes, possibly by reducing the number of questions, simplifying/shortening the questions, and/or developing a modular approach (e.g., one questionnaire for each Essential Skill).

· Allow respondents to indicate their answer to a question under or next to it, as opposed to using a separate answer sheet.

· Consider ways of allowing people with access to the Internet the option of completing the questionnaire on-line, and enable real-time automated results tabulation (i.e., the score) and analysis (i.e., what the score means). 

ES Hiring Checklist

· Allow employers to customize the Checklist (on-line) in order to enhance its relevance. This can be achieved by developing a pool of questions for each Essential Skill.

· Consider changing the current scale (i.e., Fully Present, Somewhat Present, Not Applicable) to one based on degree of satisfaction or excellence.

ES Training Strategies 

· Consider developing a new tool that provides employers with a much higher degree of guidance, advice, examples and materials for implementing workplace-based ES training.

SOMMAIRE


En avril 2003, Ressources humaines et Développement des compétences Canada (RHDCC) a mis en oeuvre l’Initiative sur les compétences essentielles et l’alphabétisation en milieu de travail pour contribuer à faire en sorte que les Canadiens aient les compétences nécessaires pour s’adapter à l’évolution des exigences en milieu de travail et dans la vie. À cette fin, dans le cadre de l’Initiative, des mesures ont visé à dégager, à l’échelle nationale, une vision commune de l’importance des compétences essentielles. 


Objectifs de l’étude


Cette recherche qualitative, qui s’est déployée en deux phases, visait principalement à produire, pour les représentants de RHDCC, des conseils sur l’élaboration d’initiatives de communication (p. ex., messages, stratégies de diffusion, etc.), du site Internet sur les compétences essentielles et d’outils sur les compétences essentielles. Dans le cadre de la première phase de l’étude, nous avons cherché à obtenir les commentaires d’un éventail d’entreprises, de même que de la population en général. L’étude visait avant tout à évaluer la mesure dans laquelle les participants comprennent les compétences essentielles ainsi que leur niveau de réceptivité à l’égard de ce concept. Nous avons aussi évalué leur capacité et leur empressement à combler d’éventuelles lacunes de compétences essentielles. De plus, nous avons mis à l’essai un certain nombre de projets d’outils de communication pour en évaluer la résonance et la pertinence. 


La deuxième phase de l’étude visait à obtenir les réactions de gestionnaires en RH et de propriétaires d’entreprises à l’égard de quatre ébauches de ressources à verser dans un éventuel ensemble d’outils sur les compétences essentielles, de même qu’à l’égard d’une maquette de page pour les employeurs faisant partie du site Internet sur les compétences essentielles (dont la mise au point s’est fondée sur les observations recueillies dans le cadre de la première phase de l’étude). Dans le cadre de la deuxième phase, nous avons aussi passé en revue un certain nombre d’enjeux clés traités dans la phase I, y compris la pertinence des compétences essentielles et les obstacles à surmonter pour combler les lacunes de compétences essentielles en milieu de travail. 


Méthode


Dans le cadre de la première phase de l’étude, nous avons tenu, d’un bout à l’autre du Canada, dix groupes de discussion de deux heures. La moitié des groupes réunissaient des employés de petites et moyennes entreprises (PME) de même que des personnes en transition ayant complété tout au plus une douzième année et reconnaissant qu’elles ont des lacunes de compétences essentielles. Au nombre des cinq autres groupes, trois réunissaient des propriétaires de PME et des gestionnaires de RH et les deux derniers ont été tenus auprès de gestionnaires en RH oeuvrant dans de grandes entreprises. Ces représentants d’entreprises devaient reconnaître qu’un grand nombre de leurs employés ont des lacunes au chapitre des compétences essentielles.


Dans le cadre de la deuxième phase de l’étude, nous avons tenu six groupes de discussion de deux heures à Halifax, à Vancouver et à Ottawa. Tous les groupes de discussion réunissaient des représentants (p. ex., propriétaires ou gestionnaires en RH) d’entreprises comptant entre 25 et 150 employés. Comme dans le cadre de la première phase, les participants des groupes de discussion devaient reconnaître qu’un grand nombre de leurs employés ont des lacunes au chapitre des compétences essentielles.


Observations clés : Phase I


Les représentants d’entreprises signalent que le défi le plus urgent à relever consiste à attirer des personnes dotées des bonnes compétences et d’une bonne attitude et à assurer leur maintien en poste. De leur côté, les participants de la population en général font état d’aspirations professionnelles différant considérablement de leur emploi actuel, mais ils sont relativement peu nombreux à avoir dressé un plan concret établissant comment ils pourraient négocier un changement de carrière réussi. Selon les employeurs et les participants de la population, les occasions d’apprentissage et de formation se présentent le plus souvent en milieu de travail, la formation et l’apprentissage sont généralement non structurées, et elles sont le plus souvent particulières à une tâche ou à un travail précis, surtout dans les petites entreprises. Il semble y avoir une corrélation positive entre la qualité et la fréquence des occasions de formation et d’apprentissage et le niveau de compétences lié à un emploi (c.-à-d. plus le niveau de compétences est élevé, plus les occasions de formation sont nombreuses). Les participants sont sensibles aux effets utiles de l’apprentissage et de la formation, mais maintiennent que l’obtention de résultats concrets est au premier plan (p. ex., augmentation de la productivité, en ce qui concerne les employeurs, et augmentation de la valeur sur le marché du travail, en ce qui concerne les particuliers). 


En dépit de ces attitudes et pratiques qui s’articulent autour d’occasions de formation et d’apprentissage très particulières à l’emploi, les participants comprennent par intuition le concept des compétences essentielles et y attachent de la valeur. Fait important, les participants considèrent que l’amélioration de ces compétences produit des gains tangibles. Tant les employeurs que les membres de la population en général associent au perfectionnement des compétences essentielles un certain nombre de résultats indirects et directs, dont particulièrement l’amélioration de la confiance et du rendement au travail au niveau de la personne et l’amélioration du moral, de la productivité et de la rentabilité au niveau de l’entreprise. Les participants comprennent les effets macro-économiques liés à ces améliorations (p. ex., l’amélioration de la compétitivité internationale), mais ils estiment qu’ils sont beaucoup moins pertinents. 


Le plus souvent, l’expression « compétences essentielles » fait d’abord penser aux compétences particulières à un emploi, par exemple, faire fonctionner de l’équipement. Selon un grand nombre de participants, l’expression « compétences de base » décrirait mieux les neuf compétences essentielles dont ils ont entendu parler dans le cadre des discussions de groupe. Par ailleurs, les expressions qui servent à désigner chacune des neuf compétences essentielles sont plutôt claires. Selon les participants, la volonté d’améliorer ses compétences essentielles ne s’accompagne pas vraiment, voire pas du tout d’un stigmate, quoique les employeurs et les membres de la population conviennent qu’un grand nombre d’employés, dont particulièrement ceux dont les niveaux de compétences essentielles sont les plus bas, ne sont pas à l’aise de soulever la question auprès de leur employeur.


Dans l’ensemble, tant la population que les employeurs se sont montrés intéressés à en apprendre davantage au sujet du perfectionnement des compétences essentielles. En revanche, le milieu de travail n’apparaît pas comme le contexte idéal pour les activités de perfectionnement. Un grand nombre de participants ont de la difficulté à voir comment un programme de perfectionnement des compétences essentielles peut être mis en oeuvre en milieu de travail, et les observations indiquent clairement qu’un très faible nombre d’entreprises sont disposées à aborder de façon tout à fait autonome la question des compétences essentielles ou qu’elles en sont capables. Si l’on jumelle cet obstacle d’importance avec les messages mis à l’essai dans les discussions de groupe, les participants en viennent à la conclusion que le gouvernement du Canada est prêt à jouer un rôle de chef de file dans ce domaine (p. ex., un cours ou un programme sur les compétences essentielles parrainé par le gouvernement fédéral). Il importe en outre de souligner que le gouvernement du Canada est tenu pour une instance crédible en ce qui concerne les questions ayant trait à l’apprentissage et à la formation.


Faute d’incitation financière ou d’autres formes d’aide gouvernementale considérable, les représentants des employeurs indiquent qu’ils auraient besoin au minimum d’un excellent ensemble d’outils sur les compétences essentielles, lesquels seraient conviviaux et plutôt personnalisables. Il apparaît toutefois que même s’ils avaient accès à de pareils outils, un grand nombre de petits employeurs auraient de la difficulté à aborder les enjeux liés aux compétences essentielles.


Nous avons mis à l’essai quatre outils de communication/marketing dans les groupes de discussion : une affiche ciblant principalement la population, deux exposés (le premier s’adressant aux employeurs, l’autre ciblant la population), ainsi qu’une brochure à l’intention des employeurs. Dans l’ensemble, les participants ont accueilli les outils de communication très favorablement. L’affiche parvient à faire passer efficacement le message indiquant qu’il faut avoir neuf compétences essentielles pour réussir. Elle incite aussi les gens à s’interroger sur la question de savoir s’ils maîtrisent suffisamment ces compétences. L’« Exposé pour l'employé » produit aussi de très bons résultats. Les renseignement les plus évocateurs et faciles à retenir sont liés à l’étude qui fait état d’un lien entre les niveaux de compétences essentielles et la probabilité d’embauche. Les réactions à l’égard de l’« Exposé pour l'employeur » sont également très positives. La page des « Faits saillants » laisse une particulièrement bonne impression chez les participants, qui estiment que ce document leur présente des renseignements intéressants et pertinents sur lesquels miser pour formuler des arguments en faveur du perfectionnement des compétences essentielles. Par ailleurs, la brochure Perfectionnement des compétences essentielles en milieu de travail, qui cible les entreprises, laisse les participants sur leur faim. Si cette brochure les aide à comprendre les notions fondamentales de la mise en oeuvre, dans une entreprise, d’un programme visant à améliorer les compétences essentielles en milieu de travail, en général, elle ne parvient pas à leur communiquer la confiance et les connaissances dont ils ont besoin pour aller de l’avant.


La première phase de l’étude a produit un certain nombre de recommandations très précises. En voici les principales :


Promotion et messages

· Les messages ciblant la population et les particuliers devraient mettre en évidence les avantages personnels susceptibles de découler de l’amélioration des niveaux de compétences essentielles, y compris certains avantages précis sur le marché du travail, de même que d’autres avantages plus vastes ayant trait à la famille et à d’autres aspects de la vie. 

· Il faudrait mettre en évidence le partenariat gouvernement-entreprises-syndicats comme moyen d’encourager la participation des employeurs. Dans le même esprit, il faudrait mettre au point un dépliant ou une fiche d’information pour aider ou encourager les employés à soulever la question des compétences essentielles auprès de leur employeur. Le document servirait à briser la glace.

· La démarche axée sur les études de cas adoptée dans la brochure pour les employeurs pourrait servir de modèle pour d’autres éléments ou outils de communication. En effet, cette démarche répond très bien aux besoins d’information du public cible.

· La démarche axée sur les faits saillants, qui met l’accent sur des statistiques et des effets positifs tangibles dans les entreprises qui ont mis en oeuvre un programme de formation sur les compétences essentielles, est également un moyen de communication efficace auprès des employeurs qu’il faudrait reprendre dans d’autres ressources.

· En général, l’idée maîtresse orientant les divers éléments de promotion (p. ex., brochures, encarts pour magazines, publicités pour journaux, etc.) devrait consister à aiguiller le public cible vers le site Internet sur les compétences essentielles. 


Le site Internet sur les compétences essentielles

· Le site Internet sur les compétences essentielles servira de charnière entre la sensibilisation et l’action. C’est ainsi qu’il devrait présenter tout un éventail d’excellents outils susceptibles d’encourager et d’aider les employeurs à satisfaire aux besoins de leurs employés en matière de compétences essentielles.


Un ensemble d’outils sur les compétences essentielles 

· L’étude indique qu’un ensemble d’outils sur les compétences essentielles pourrait réunir les éléments suivants : raison d’être et avantages possibles (p. ex., raisons pour lesquelles les entreprises devraient évaluer et combler leurs lacunes de compétences essentielles), études de cas qui illustrent des démarches possibles de mise en œuvre, documents visant à aider les chefs d’entreprises à communiquer avec leurs employés, outils d’évaluation, ainsi que documents de programme et autres documents d’apprentissage.


Observations clés : Phase II


Le deuxième volet de l’étude a validé nombre des observations clés découlant de la phase I. Nous constatons encore que les employeurs estiment que le concept de compétences essentielles est valable. Les employeurs considèrent comme très plausibles les avantages que pourrait entraîner, aux niveaux de la macro-économie, de l’entreprise et de la personne, le perfectionnement des compétences essentielles, mais un grand nombre d’entre eux aimeraient en savoir plus sur la recherche. La plupart des employeurs se disent très intéressés à aborder les enjeux liés aux compétences essentielles en milieu de travail. Cette série de discussions de groupe confirme en outre que la mise en oeuvre de stratégies en milieu de travail pour satisfaire aux besoins liés aux compétences essentielles est le principal défi de taille que doivent surmonter les organisations qui s’intéressent à cette question. Compte tenu de l’importance de ce défi, nous constatons sans surprise que les participants estiment que le gouvernement du Canada doit jouer un rôle important de partenaire dans ce domaine.


La phase II de l’étude visait avant tout à recueillir les opinions des employeurs sur des ébauches de ressources à verser dans un éventuel ensemble d’outils sur les compétences essentielles. Les observations révèlent que le concept de l’ensemble d’outils de même que les diverses ressources qui en font partie pour le moment répondent très bien aux besoins des employeurs. Au nombre des quatre outils mis à l’essai, ce sont les outils d’évaluation, dont particulièrement le document de vérification des compétences essentielles à l’embauchage, qui sont considérés comme les plus pertinents et utiles dans l’immédiat. De plus, les employeurs estiment que l’évaluation est un processus relativement simple. Inversement, les réactions à l’égard des stratégies de formation sont partagées. À ce chapitre, un grand nombre de participants signalent qu’ils souhaiteraient que l’outil soit beaucoup plus détaillé et étoffé. 


Il est très important de souligner qu’un grand nombre d’employeurs indiquent qu’ils se serviraient des outils d’évaluation pour établir les niveaux de compétences essentielles d’employés éventuels. En revanche, un nombre relativement faible d’entre eux chercheraient à évaluer les compétences de leurs employés en poste sans avoir une bonne idée de la façon dont leur organisation comblerait les lacunes de compétences essentielles définies par la suite. 


Il ne fait aucun doute que la maquette de page pour les employeurs au sujet des compétences essentielles est sur la bonne voie. Les participants sont d’avis que la conception est claire et le contenu, facile à comprendre et très pertinent. Même s’il s’agit d’une ébauche, la page stimule les employeurs à consulter le reste du site Internet. De plus, les participants recommandent vivement que le site Internet sur les compétences essentielles serve de point central dans la communication des renseignements aux employeurs, parce qu’il leur est facile d’avoir accès à l’Internet et qu’ils supposent que cette façon de faire permettrait de réduire les coûts de programme (par rapport à la production en série de trousses avec du papier, du carton et des CD-ROM).


Le modèle du document de vérification des compétences essentielles à l’embauchage tombe en plein dans le mille à presque tous les égards. Les participants sont d’avis que les couleurs, la présentation, le caractère et l’espacement produisent un document attrayant et pratique. 


La plupart des recommandations découlant de la deuxième phase de l’étude sont très précises et ont pour objet l’amélioration de la page Web pour les employeurs et des quatre outils sur les compétences essentielles. Voici certaines des plus importantes recommandations : 


La page pour les employeurs du site Internet sur les CE 

· Envisager de permettre aux personnes qui la consultent d’obtenir de plus amples renseignements sur les avantages liés aux compétences essentielles. À cette fin, transformer en liens à cliquer les divers points par puces de la première section. 

· Élaborer des récits illustrant des réussites d’employés afin d’aider les employeurs à « vendre » à leur personnel le concept de l’évaluation des CE et la formation connexe.

· Éclaircir la différence entre l’enquête organisationnelle sur les compétences essentielles et le questionnaire sur les compétences essentielles.


L’enquête organisationnelle sur les compétences essentielles

· Envisager d’apporter des modifications à la page d’introduction de l’enquête. Plus particulièrement, en améliorer l’aspect visuel et éclaircir le passage suivant :« Il est aussi important de recueillir les commentaires de divers employés et d’en assurer la confidentialité. » 
· Envisager de permettre aux employeurs de personnaliser l’enquête (en ligne) afin d’en accroître la pertinence. À cette fin, on pourrait élaborer une série de questions pour chaque compétence essentielle.

· Envisager de formuler certaines questions de façon positive (p. ex., les employés semblent à l’aise avec les documents écrits).

· Envisager de remplacer les choix de réponse par une échelle en trois ou cinq points afin d’améliorer le niveau de précision de l’évaluation, et veiller à ce qu’il y ait suffisamment de renseignements ou de consignes sur l’interprétation des résultats. 


Le questionnaire sur les compétences essentielles

· Envisager d’ajouter une page d’introduction ou de « directives » à l’intention de ceux qui remplissent le questionnaire. En outre de présenter des directives, la page viserait à accroître le degré d’aisance des répondants.

· Envisager des moyens de limiter la période allouée pour répondre aux questions à trente minutes. À cette fin, on pourrait réduire le nombre de questions, simplifier ou écourter les questions, ou encore adopter une approche modulaire (p. ex., un questionnaire par compétence essentielle).

· Permettre aux répondants de répondre sous la questions ou à côté plutôt que d’utiliser une feuille de réponses distincte.

· Envisager des moyens de permettre à ceux qui ont accès à l’Internet de répondre au questionnaire en ligne et offrir des fonctions de dépouillement automatisé des résultats en temps réel (pour établir la note) ainsi que d’analyse des résultats (pour établir ce que la note signifie). 


Vérification des compétences essentielles à l’embauchage

· Permettre aux employeurs de personnaliser le document de vérification (en ligne) afin d’en accroître la pertinence. À cette fin, on pourrait élaborer une série de questions pour chaque compétence essentielle.

· Envisager de substituer à l’échelle actuelle (c.-à-d. Parfaitement, Plus ou moins, Sans objet) une échelle fondée sur le niveau de satisfaction ou d’excellence.


Stratégies de formation concernant les compétences essentielles

· Envisager de mettre au point un nouvel outil qui offrirait aux employeurs beaucoup plus d’encadrement, de conseils, d’exemples et de documents pour la mise en œuvre d’un programme de formation en milieu de travail concernant les compétences essentielles.

1. Introduction: Objectives and Methodology


In April 2003, Human Resources and Skills Development Canada launched the Essential Skills and Workplace Literacy Initiative (ESWLI) to help ensure Canadians have the right skills for changing work and life demands. The ESWLI has taken action to create a national understanding of the importance of Essential Skills. Some of the key activities include strengthening the knowledge base, expanding partnerships and supporting the development of tools and applications to help Canadians enhance their skill levels. 


The overall objective of this qualitative research was to provide HRSDC officials with guidance for the development of communication initiatives (e.g., messages, outreach strategies, etc.), the Essential Skills website and Essential Skills tools. The research was undertaken in two phases. The specific objectives, key issues and methodology of each phased is described below.

1.1 Objectives and Issues: Phase I 


The purpose of this first phase of research was to obtain input from key target audiences into the design of communications messaging and materials that could influence people to act on investing in/acquiring Essential Skills. The following issues were examined:

· Knowledge and awareness of Essential Skills;

· Relevance and interest in investing in/acquiring Essential Skills training;

· Perceptions around the benefits and risks associated with investing in/acquiring Essential Skills;

· Barriers to investing in/acquiring Essential Skills;

· Expected/ideal roles for various players (e.g., government, employers, employees/individuals);

· Preferred methods of receiving information/messages pertaining to Essential Skills; 

· Identification of possible themes and messages aimed at influencing behavioural change in target audiences (i.e., investing/acquiring Essential Skills); and

· Testing of draft communications material.

Methodology: Phase I


This first phase of research was based on 10 focus groups conducted across Canada. The focus groups lasted two hours and included the participation of seven or eight people. The discussions in Montreal were in French; elsewhere the groups were conducted in English. All groups took place in appropriate facilities so as to allow for audio-taping and unobtrusive observation of the groups by HRSD officials.


Half of the 10 groups (one in each city) were composed of employees of small and medium enterprises (SMEs) and individuals in transition (i.e. unemployed for no more than one year and looking for work). In addition, these participants possessed no more than a grade 12 education and self-identified as lacking Essential Skills. 


Three of the 10 focus groups included SME representatives (e.g., owners or HR managers) in industries that traditionally employ individuals facing Essential Skills challenges (e.g., manufacturing, construction, retail, automotive repair, transportation, etc.). These participants had to self-identify as having a significant number of employees lacking Essential Skills.


Two of the 10 groups were comprised of representatives (e.g., HR managers) from larger companies (i.e., defined as having at least 100 employees) in industries that traditionally employ individuals facing Essential Skills challenges (e.g., manufacturing, construction, retail, automotive repair, transportation, etc.). These participants also had to self-identify as having a significant number of employees lacking Essential Skills.


The location, composition and dates of the Phase I focus groups are presented below.

	Location
	Date
	Group Type
	Language

	Halifax
	April 10, 2006 
	Employees/Individuals in transition
	English

	
	
	SME Representatives
	

	Toronto
	April 11, 2006
	Employees/Individuals in transition
	English

	
	
	Larger Employer Representatives
	

	Montreal
	April 12, 2006
	Employees/Individuals in transition
	French

	
	
	SME Representatives
	

	Calgary
	April 19, 2006
	Employees/Individuals in transition
	English

	
	
	SME Representatives
	

	Vancouver
	April 20, 2006
	Employees/Individuals in transition
	English

	
	
	Larger Employer Representatives
	



Two separate focus group moderator’s guides were designed, one for use with representatives of business and another for use with members of the general public (i.e., SME employees and individuals in transition). The guides covered a common set of core issues, but utilized different emphasis and wording.

1.2 Objectives and Issues: Phase II 


The purpose of Phase II of the research was to obtain the input of HR managers and owners of small- and medium-sized organizations on a series of Essential Skills tools (as well as associated issues and materials), which were developed based on the findings obtained from the initial phase of research conducted in April 2006. Specifically, the second round of research examined the following:

· Relevance of Essential Skills;

· Use and expectations of assessment tools;

· Reaction to the Essential Skills website’s employer homepage;

· Reaction to draft Essential Skills tools;

· Essential Skills Survey;

· Essential Skills Questionnaire;

· Essential Skills Hiring Checklist;

· Essential Skills Training Strategies;

· Reaction to Essential Skills Toolkit as a whole; and

· Design and packaging feedback.

1.3 Methodology: Phase II


This second phase of research was based on six focus groups conducted in Halifax, Vancouver and Ottawa. The focus groups lasted two hours and included the participation of seven or eight people. One of the discussions in Ottawa was held in French; elsewhere the groups were conducted in English. All groups took place in appropriate facilities so as to allow for audio-taping and unobtrusive observation of the groups by Human Resources and Social Development Canada (HRSDC) officials.


All of the focus groups were composed of representatives (e.g., owners or HR managers) of SMEs (i.e., businesses that employ between 25 and 150 employees), mainly in industries that traditionally employ individuals facing Essential Skills challenges (e.g., manufacturing, construction, retail, transportation, hotel/hospitality, etcetera.).
 These participants also had to self-identify as having a significant number of employees lacking Essential Skills and as having an interest in ES upgrading. Participants received $125.00 for attending a focus group.


A focus group moderator’s guide was designed in consultation with HRSDC officials. A number of handouts were also used in the focus groups. The guide and handouts, as well as the participant recruitment script, are appended to this report.

1.4 A Note on Qualitative Research


The primary benefit of focus group discussions is that they allow for in-depth probing with participants on behavioural habits, perceptions and attitudes related to the subject matter. The group discussion also allows for flexibility in exploring other areas as they arise that may be pertinent to the investigation. Focus groups allow for a more textured understanding of the issues at hand in that the thoughts or feelings are expressed in the participants’ own language. The focus group technique is used as a means of developing insight and direction, rather than quantitatively precise or absolute measures. For the reader’s ease, these findings are depicted to some extent as definitive and representative. While every effort was made — within the recruiting parameters — to balance various characteristics when recruiting participants, these groups (and therefore the findings drawn from them) may not be said to be representative of the larger population as a whole. 

2. Findings


The findings presented below, and the implications and recommendations that flow from them, should be considered in light of the fact that research participants were recruited based on a stated desire to improve their Essential Skills or those of their employees’. As such, they were predisposed to hearing messages and information about improving Essential Skills.


The findings are presented according to the two phases of the research, as well as the study issues examined in each. The conclusions, implications and recommendations Differences in perceptions and experiences based on participant type are highlighted where appropriate. 

2.1 Findings: Phase I

a) Perceptions and Experiences Around Learning and Training

Everyone gets some training, but it tends to be infrequent, on-the-job and narrowly focused


The most pressing challenge facing business representatives is attracting and keeping “good people.” That is, people with the proper skills and attitude: “We don’t have a shortage of CVs, we have a shortage of good people.” In discussing solutions, most agreed that the provision of training and learning opportunities was an effective way of encouraging people to stay with a company: “Sure, if you give people the opportunity to learn something new, they will be much more likely to stick around.” 


According to both employer representatives and members of the public, training and learning tends to be on-the-job, informal and very task/job specific. The quality and frequency of training and learning opportunities appears to be positively correlated with a job’s skill level: “We have a bunch of guys that drive trucks and shovel rock all day. They don’t get any training.” “The people who work on the floor have limited training opportunities, but we offer quite a bit to the office staff and sales force.” For their part, many general public participants described training and learning opportunities as limited to on-the-job training provided at the beginning of their tenure: “It’s sort of job shadowing. They put a new person with someone who’s been doing it a while.” Participants also noted that similar “in-house” methods were used to teach employees new approaches, technology or processes, though sometimes with the assistance of “outside teachers.” Formal learning tended to be limited to health and safety training, such as first aid and food preparation.

Training and learning must provide a tangible return 


Business representatives emphasized the need for training and learning to result in tangible benefits for the company: “There has to be a business case or we don’t do it.” A number of these participants also said that their company encouraged people to increase their skills on their own time, by subsidizing either a portion or all of the cost: “If you want to take courses on your own time we will reimburse you. Still, it has to be related to the job.” 


General public participants said that, essentially, any training or learning they undertook had to increase their value on the labour market: “I wouldn’t go to university to get an English degree or something like that. It would have to be something useful, like business, computers or nursing.”

The Government is seen as a fairly credible source of HR information, but employers are impatient 


About half of the business representatives in the focus groups had had some human resources-related dealings with the federal government, most often in the form of a wage-subsidy, summer student employment or coop program. Some had also used labour market information tools such as NOC. 


Most business participants agreed that the federal government was sufficiently credible for them to take time to review tools and advice that it might have available in the fields of human resource development, learning and training: “Sure they’re credible. They are a huge employer and I’ve used a few of their programs that worked well.” A few, particularly in Calgary, were sceptical, but also prepared to listen: “I’m not sure that bureaucrats know anything about running a business. But, yes, I’d listen to what they have to say.” 


Many participants emphasized the importance of having products and tools available that are clear and concise. It was also apparent that business people would decide very quickly whether or not to devote additional time and attention to understanding and using the Government’s material: “I don’t have a lot of time. I get tonnes of e-mails a day. If I’m going to go visit a web site, I have to see right away how it’s going to help me.” 

b) Career Aspirations

Employees want a change, but few know how to make it happen


With the exception of older workers nearing retirement, general public participants’ career aspirations for the future differed significantly from their current job, but relatively few had concrete plans about how they might reach their goal. For example, many wanted to become self-employed or “own a business”, but almost no one appeared to be beyond the dreaming stage of business planning: “I want to be in business for myself, I’m not sure in what though.” 


Most often, participants wanted to have more rewarding employment (e.g., more interesting, higher paying, higher status) in areas such as social work, childcare, teaching, nursing and computers. Whatever their career goals, everyone agreed that education/training was key to success. As found in past research conducted by EKOS, it was obvious that participants easily grasped the connection between increased education and improved employment prospects: “Everybody knows that the more education you have, the more chance you have to get a good job.” “All I have is my grade 12. If I don’t get more education I can expect to go from one dead-end job to another.” 


When asked specifically about the type of learning they wanted to undertake, many people said they wanted to improve their computer skills or take a course in business. Others were hoping to enrol in long-term formal education, such as a certificate, diploma or degree program. Few thought that the learning and training opportunities they might get through their employer could help them reach their goal. Indeed, a number of participants believed that employers had a disincentive to train: “He wants me to operate the cash. He doesn’t want me to learn too much else because he might have to pay me more or maybe I could get hired somewhere else.” 

c) Reaction to the Essential
Skills Concept 

To a lot of people, Essential Skills are “basic skills”


Regardless of their position within a company or their socioeconomic status, participants tended to interpret the term “Essential Skills” in one of two ways. Some understood it in a manner consistent with the Initiative’s use of the term: as referring to skills such as reading, writing, basic math, computer use, verbal communications, etc. To some, it also included the ability to make sound judgments and decisions, to work as a member of a team and having a “proper attitude.” 


For other participants, however, possibly most, “Essential Skills” was understood as higher order skills pertaining to a specific job. In this sense, Essential Skills for a chef included knowledge of nutrition, food safety, food preparation, and “how to make sauces.” Similarly for these participants, an Essential Skill for a welder included knowing how to use the appropriate tools, and so on: “I guess for me ‘basic skills’ is the three 3Rs whereas essential skills are the skills that are related to that specific job.” 


Addition of the term “basic skills” to the discussion further clouded people’s assumption of what “Essential Skills” meant. Indeed, once participants were actually introduced to the Initiative’s concept of Essential Skills, including the nine Essential Skills, many felt that the term “basic skills” was more effective at conveying what was meant. Others were either non-committal or preferred Essential Skills: “I like 

the term ‘essential skills’ better because ‘basic skills’ kind of sounds degrading, but to me those skills on the poster are what I think of as ‘basic skills’.” Three other terms were also discussed: 

· “Literacy” was universally understood as “knowing how to read and write.” People also understood that immigrants could be illiterate in English or French, while being quite literate in their mother tongue. 

· “Soft skills” was surprisingly foreign to people, including HR specialist working for large companies. For those who had heard it, it usually meant “non-technical” skills, often relating to communications. 

· “Transferable skills” was well understood as skills that can be easily transferred from one job to another.

The Essential Skills concept is intuitive and resonant 


Overall reaction to the concept of Essential Skills (i.e., the skills needed for work, learning and life), as well as to the nine specific Essential Skills, was very positive. Both the public and business representatives spoke in a manner that clearly suggested that the idea of a set of skills which are common to all jobs, and which serve as the building blocks for succeeding and learning other more sophisticated/specialized skills, is very intuitive. 


For example, several business representatives commented how Essential Skills were for them “sub-conscious” or “subliminal” in the sense that they placed great importance on most of the nine skills, but had never thought of them as comprising a coherent set of core competencies: “That is exactly what I look for when I’m interviewing someone.” For their part, members of the public immediately saw the relevance of Essential Skills to their own success in the labour market: “If I had all those I’d be doing much better.” It is also interesting to note that the Essential Skills poster, which lists the nine Essential Skills and which was used to generate discussion, prompted people to consider aloud which skills they were relatively strong and weak in.


As discussed later in this report, while the concept of Essential Skills is seen as logical and relevant, it is also viewed more as something that people either acquire in high school, or, remedially through adult education courses. The idea that it is a workplace issue that can also be addressed in the workplace, in contrast, is not very intuitive. 

The terms used to describe the nine Essential Skills are fairly clear


The nine Essential Skills were discussed in order to assess their clarity. For the most part, the terms are consistently meaningful. Points of concern included the following:

· “Document use” is somewhat difficult for some to understand, particularly in light of the fact that “reading text” is also included among the nine. For most, it meant “doing something” to a document, such as filing it or filling it out. The term also possesses official and legal connotations.

· “Numeracy” was understood as “basic math” by all but a few participants. Even those who were unfamiliar with the term were able to surmise from the root word that it has to do with the use of numbers. Some suggested that the term be replaced by “basic math.”

· “Thinking skills” was not immediately obvious to some participants, but the examples provided by them (e.g., dealing with a difficult client, setting priorities, making the right decision, etc.) suggested that the term is well understood. Some thought that consideration should be given to replacing it with: “decision-making.”

· “Continuous learning” was understood as learning throughout one’s life: “It means that you keep on learning new things so that you can move forward.” Notwithstanding its clarity of meaning, some participants felt that continuous learning was more of an attitude or belief than a skill: “You can teach someone the other eight, but how do you teach continuous learning?” 


A few participants, particularly the business representatives, saw the nine Essential Skills as forming two sets. The first, which included reading text, document use, numeracy, writing and thinking skills were thought to be elementary and generally pertaining to individuals lacking formal education. The second set, which encompassed oral communications, working with others, computer use and continuous learning, were felt to be relevant to all members of an organization (senior management excluded): “We’ve had managers learn software, go on team building workshops and learn how to be more effective communicators, but I don’t think we’d send one of our vice presidents on a writing or document use course.”

d) Interest in Improving
Essential Skills

The public and employers express a high level of interest


Overall, both the members of the general public and business representatives that participated in the focus groups expressed significant interest in learning more about how to upgrade Essential Skills, with individual responses ranging from moderate to very high interest. It is noteworthy that many qualified their positive response by indicating that their likelihood of following through on their desire to improve Essential Skills would largely depend on the process involved: “I’m interested, sure. But how much is it going to cost? How much time does it take? Is there a course?” Indeed, participants had many questions about how organizations and individuals could go about improving Essential Skills levels.

Improving Essential Skills seen as beneficial to individuals and firms


Prior to discussing potential approaches to improving Essential Skills, participants were asked to list what they considered to be the potential advantages/benefits of improvement at the individual and firm levels. Participants associated a number of hard and soft returns to the improvement of Essential Skills. The unprompted list of benefits generated by business representatives and members of the public were very similar. With respect to benefits for individuals/workers, the most apparent were identified as 1) increased productivity and efficiency, 2) increased overall job performance, and 3) enhanced confidence and self-esteem, with the latter benefit mentioned particularly often and with enthusiasm by members of the public. Many saw improved self-confidence as key to leveraging a range of other benefits (e.g., promotions, landing a job, increased salary, better job performance): “One of my problems is a lack of confidence because I know that I don’t have some of those skills. If I had them, I would do better in job interviews or I could impress my boss by being surer of myself.” “I know that I lack confidence and sometimes because of it I avoid situations or don’t deal with customers and the people I work with as well.” Business representatives often echoed these views, suggesting that improved Essential Skills levels would result in elevated morale and a more positive work atmosphere, which, in turn, would contribute to improved individual and organizational performance, and, ultimately, an enhanced bottom line.


Both members of the public and business representatives also saw a number of other potential benefits stemming from improved levels of Essential Skills, including (at the individual level):

· Better pay;

· An easier time finding employment;

· Improved opportunities for advancement;

· Greater ease and confidence in dealing with change;

· Improved ability to succeed at other learning and training avenues; and

· Improved ability to interact with and garner respect from friends and family (including children). 


Participants identified the following potential advantages for organizations/firms:

· Improved ability to keep employees (i.e., reduced turnover);

· Easier succession planning: “Basically we could expand the pool of employees that could move into more senior positions within the company”;

· A more flexible workforce that is better able to adapt to change;

· Improved potential for employee innovation; and

· A safer workplace. 


A few members of the public and business representatives raised the possibility that employees who acquire a higher level of Essential Skills might more easily be poached or likely to find a “better job.” While most acknowledged this as a potential drawback, the general view was that firms who responded to such fears by limiting learning opportunities were being counterproductive and short-sighted: “You can’t operate like that. If people go they go, but you have to keep training them and giving them opportunities.” “We’ve found that the people we provided training to are much more likely to stay with us, and I know that some have had pretty good offers to leave.” 


There appeared to be little, if any, stigma attached to improving one’s Essential Skills. Business participants saw none, but noted that some employees would be “intimidated” or otherwise unenthused about improving their Essential Skills: “Some of my guys would jump at the chance and others would have no interest.” Most general public participants felt that “everybody” could benefit from improving their Essential Skills. Prompting, however, revealed that many came to believe that the Initiative was aimed mainly at the lower rungs of the labour market, the unemployed and recent immigrants: “I think it’s for people that are lacking in these skills, people that have trouble finding work or that are stuck in dead-end jobs. People like me basically.” 


Nevertheless, participants maintained that there was no shame in acknowledging one’s desire to improve Essential Skills: “People know that I clean buildings for a living. I don’t think they would be surprised to know that I’m lacking education.” It is important to note, however, that quite a few general public participants said that they would hesitate discussing their Essential Skills levels, and a concomitant desire to improve them, with their employer. It wasn’t that they were ashamed, but rather, they were concerned that their manager/business owner might react negatively, either by disregarding the idea or by seeing it as a weakness: “I don’t know. I don’t think my boss would be interested.” “I would talk to the boss I have now about it. But the boss I had before would have used it against me.” “We all pretty much said that we lack confidence. I think you would need quite a bit of confidence talking to your boss about the skills you lack.” 

e) The Path to Improving
Essential Skills


The discussion moved from potential benefits to possible approaches for improving Essential Skills. Specifically, participants were asked how they would go about improving their Essential Skills or, in the case of employers, their workers’ Essential Skills: What steps would they take given the relevance of Essential Skills, their stated interest in improving them and the many benefits they saw coming from enhanced Essential Skills? Where would they start? What would be their next move?

Most members of the public envision improving Essential Skills through government-sponsored “night classes”


Most participants pointed to the Essential Skills poster and said that they would visit the website identified at the bottom of it (though some preferred making a telephone call given their lack of access to the Internet and/or Internet skills). From there, the majority of general public participants assumed that the website would lead them to a federal government-sponsored “class” dealing with one or more Essential Skills: “I think that you would click on one of the skills and then there would be a list of classes you could take to improve that skill.” “I think it would be like those workshops you get if you’re on EI or welfare.” “I don’t think it would be a government course, it would be more like adult high school.”


There were general assumptions that the Essential Skills classes would have to be taken on one’s personal time (e.g., evenings, weekends), that a class or course would last anywhere from three weeks to one year and that there would be a cost involved, ranging from $150.00 to $2000.00. Most also felt that costs might be partially or entirely subsidized by the federal government: “I think it would depend if you’re unemployed and what your skill levels are.” Most also assumed, and hoped, that successful Essential Skills upgrading participants would receive some form of acknowledgment, such as a certificate or diploma: “I would imagine that you would get something that you could put on your résumé.” Some also expected to “sit down with a counsellor” to help them determine their Essential Skills needs and the best way to address them.


It is very important to note that not a single general public participant thought of raising the idea of improving their Essential Skills with their employer, nor did they envision any type of employer involvement in the upgrading process. Probing revealed that people simply assumed that the “program” was meant for individuals, much like student loans or most government-funded training programs: “I never thought of where my company might fit in. I just assumed you signed up for a course.” The suggestion that improving one’s Essential Skills could be done on-the-job, with the full support and cooperation of the employer, was well received by general public participants: “Yeah, that would be perfect.” As alluded to earlier, it also seemed quite clear from the discussion, however, that relatively few participants would have the motivation, confidence or communications skills needed to raise the issue with their employer: “If I’m being completely honest, this would have to come from them.” 

Business people imagine Government playing a large role in Essential Skills development 


Business representatives envisioned a broader range of scenarios. First, the fact that the issue of Essential Skills was being raised by the federal government (e.g., through the poster) led most participants to assume that there was a “program” to access. Some, like their general public counterparts, imagined that an individual would sign-up for government-subsidized evening classes at a local high school, college or other community learning/training organization, leaving little for the employer to do other than provide encouragement. 


Others thought that the employer would have to play a major role, but with considerable assistance from the federal government in the form of “subsidies”, tax breaks, trainers/consultants and materials/tools: “I would expect them to help with costs since this would be during work time.” “I imagine that some kind of consultant would come over and either set-up and give the class or show us how to do it.” The more business participants thought about how the process might work and their potential role in it, the more the challenge seemed daunting: “You would have to evaluate everybody first. Then you need to figure out who is going to take it and when. Then you’ve got to set up the course, give it and, I assume, evaluate everyone after. This is a lot of work!” Participants began to ask many questions. 


While addressing Essential Skills in the workplace sounded challenging to HR professionals working for relatively large organizations, it was next to impossible for some of the SME representatives to imagine how they would approach things. The task seemed particularly complex and foreign to smaller SMEs that hire mostly unskilled or semi-skilled workers (one of the Initiative’s prime target groups): “I’ve got 10 guys that install garage doors, including me. I’m lacking some of these Essential Skills, too. How would I go about doing it? Unless they can go on a course on their own time (which they won’t do) I have no idea. Seriously.” 


The findings clearly suggest that very few companies appeared willing and/or able to address the issue of Essential Skills completely on their own, though most would be willing to allow employees to learn on the company’s time: “We would have to or they wouldn’t do it.” At a minimum, the most receptive and able companies said that they required easy access to the following tools/information:

· Information that will help HR specialists make a “business case” for improving the Essential Skills of their workers to senior management: “I have to be able to clearly show the President how much this will cost us and what benefits we can expect to receive, including how it will help the bottom line”;

· Assessment tools that will measure the Essential Skills levels of employees, both pre- and post-training;

· Training for the individuals within the company that will provide the Essential Skills training to others: “We could do this in-house and we have trainers, but they would need some training of their own, some type of ‘train the trainer’ approach”; and

· “Curriculum” and related learning materials that would be easily adaptable or already adapted to the industry/sector.


Even if the above tools and information were easily available on a well-designed website, the research suggests that many employers, particularly SMEs, would be hard-pressed to follow through in the absence of a financial subsidy/incentive and/or outside help (at little or no cost to their company) from an expert in the area. 

There are a number of barriers to improving Essential Skills, including difficulty visualizing a workplace-based approach 


Among the barriers to following through on upgrading their Essential Skills listed by general public was a lack of time and/or money. Here it is important to remember that everyone was assuming that improvement would be achieved through taking a course on their own time. Many also identified motivation as a barrier. 


As noted earlier, the possibility of improving one’s Essential Skills through a workplace-based approach was very positively received. But despite having identified numerous employer-benefits to having a workforce with an improved level of Essential Skills, many assumed that their employer would be uninterested. Some also reiterated the barrier they faced in working up the courage to raise the issue and to communicate their views on the issue in a clear and positive fashion.


Perhaps the biggest barrier to taking the first step to improving Essential Skills (e.g., visiting the web site, making a telephone call, etc.) was the difficulty business representatives and general public participants had in envisioning the workplace-based process through which Essential Skills would be improved. The difficulty that people had picturing how things might work posed a particular barrier to employers, especially SMEs. 


The findings suggest that one of the Initiative’s key communications and marketing challenges might be giving employers (and, to a lesser extent, individuals) a sense of security and plausibility about workplace-based Essential Skills development. In short, conveying the notion that any organization can succeed in assisting their employee improve their Essential Skills, and, that the federal government and its partners have a range of tools and information that will help them accomplish this. The comments of employers suggest that they need to be able to develop, as early as possible, a fairly clear mental image of how the process could work within their organization. This is particularly relevant in light of employer representatives’ statements that they would devote only a limited amount of time perusing a website in order to decide whether or not to proceed. 


As the discussion progressed, participants were provided with additional information on Essential Skills, including the fact that proficiency in each can be evaluated from one to five. Participants reacted positively to this. For one, it helped them to visualize a bit more clearly what the improvement of Essential Skills would entail. Business people welcomed the idea that employees’ skill levels would be assessed before and after receiving Essential Skills training: “We’d need to be able to determine if there was an impact. So I’m glad to hear this.” Members of the public liked the idea of being evaluated, although some were leery about how their employer might use the results: “I’d like to know what my levels are, but I’m not sure I’d want my boss to know the results.” Also, the notion of looking at improving Essential Skills in terms of moving individuals along the one to five continuum (with an emphasis on assisting people in reaching the third level) seemed to make the process more tangible and realistic to people. For example, it allowed participants to realise that the goal was to achieve incremental improvement to one or a few of their skills (e.g., moving from level one in writing to level two). 

f) Reaction to Messaging and Draft Communications Materials


Four communications/marketing pieces were tested in the focus groups: a poster aimed mainly at the public, two storylines (one for employers and another aimed at the public) and a booklet aimed at employers. 

Overall reaction was very positive


Overall, the communications material was very well received. The key results are discussed below. 

The Poster


Reaction to the poster ranged from mixed to positive. It managed to effectively convey the message that there are nine Essential Skills needed to succeed. It also prompted people to ask themselves whether they sufficiently possess them. As noted earlier, the nine Essential Skills were fairly clear to people, though some changes were suggested (e.g., changing “numeracy” to “basic math skills”). 


It is also important to note that the poster is clearly identifiable as coming from the Government of Canada. And, in the absence of information to the contrary, this leads participants to assume that a “Government program” is available to help individuals improve their Essential Skills.


Some participants thought that the poster’s background colours were “a little boring” and that the icons/images were sometimes difficult to discern. More significantly, many participants commented that the website address is difficult to commit to memory and lacked prominence.

The Employee Storyline


The “Employee Storyline” tested very well. The most resonant and easily retained information pertained to the research suggesting a highly positive correlation between Essential Skill levels and the likelihood of being employed: “What stood out most for me was that 80-57 stat that says that if you have these skills your chances of being out of work are a lot lower.” Other clearly resonant messages included:

· “Essential Skills are the skills needed for work, learning and life”: “I like that. It sums it up nicely.” “I like the ‘life’ part and the part about parents helping their kids with homework.” 

· The link between Essential Skills and increased earning potential, job security and self-confidence.

· The partnership between the Government of Canada, unions and employers: “It’s good that there’s cooperation.” “If all these people are involved, it gives me a sense that there’s lots of help out there to help me do this.” Indeed, messages around partnership, particularly with employers/sectors, might have the positive effect of encouraging reticent employees to approach their employers about Essential Skills.


There were very few negative comments pertaining to the storyline. Some were confounded by the fact that 42 per cent of working-age Canadians do not to have the Essential Skill levels required for most occupations. They wondered how this was possible and how this finding was arrived at: “Is it the skills required for all jobs or the jobs that people are actually in? Obviously someone who is on a cash register doesn’t have the skills to be a carpenter or teacher. Is that what they mean, or do they mean that the person on cash doesn’t have the skills to do that job?” 


In addition, a few participants commented that they found the macro-economic and international competitiveness benefits of Essential Skills less compelling and relevant: “When I read that I kind of start thinking: ‘Hey, they aren’t doing this for me anymore, they’re doing it for the economy’.” 

The Employer Storyline


Reaction to the “Employer Storyline” was also very positive. Participants were particularly impressed by the “Fast Facts” page: “It’s pretty sobering stuff.” Particularly resonant was the fact that a 1 per cent increase in average literacy and numeracy skills would permanently raise labour productivity by 2.5 per cent. This type of information was felt to respond directly to employers’ desire to see concrete evidence (beyond their own assumptions) of how addressing Essential Skills can contribute to their bottom line: “This is the kind of stuff our CEO needs to hear.” Participants did have questions about the facts they read and they wanted to know more about some of the research that produced these findings. 


The first page of the storyline was also well received but appeared to be less interesting and compelling to business participants. 

The Building Essential Skills in the Workplace booklet


The Building Essential Skills in the Workplace booklet was reviewed in the focus groups with business participants. Overall, they liked what they read. Most significantly, it helped them to understand in a general way the basics of how a company could implement a program for improving Essential Skills within the workplace. But participants wanted more and felt that the document did not go far enough in this regard. For example, participants felt that the case studies lacked relevance: “Syncrude is a huge company with deep pockets. I’d like to read about how a small business like mine did it.” Similarly, participants thought that while the case studies were interesting, they did not provide enough information on implementation: “They sort of focus on the benefits, which is good, but I still don’t get a good idea about how they did it.” 


Participants thought that the tables outlining hard and soft returns on Essential Skills investments were both interesting and useful. Many reiterated the important role that this type of concrete information on impacts and outcomes could be crucial to encouraging companies to invest in Essential Skills training. A number of large business representatives indicated that it could help them develop a business case to present to senior management. Participants reiterated their desire to see information pertaining to businesses that had more in common with their own. They also stressed the importance of discussing impacts and outcomes through the use of numbers: “It would be great to know that a company’s training cost them this much money and that their productivity went up 10 per cent and their profits went up this much.”


The Guide’s “Step-by-Step Process for Developing Essential Skills” was very much the sort of information that participants were looking for. But as with the case study summaries, people found the information only somewhat useful given what they considered to be its lack of detail and specificity: “It describes the process but it’s too general. Like it talks about assessment, but it doesn’t say how to assess or with what tool.” 

g) Outreach and Suggested Methods of Communications 


Participants were asked to suggest ways in which information on Essential Skills could be effectively disseminated to people such as themselves (e.g., individuals, SME owners, HR professionals, etc.). Overall, suggestions were fairly predictable.


Members of the public suggested that advertising and information should be seen/available in the following locations:

· Television and radio;

· Community centres;

· Employment centres;

· Social assistance offices; 

· Government offices with high general public traffic;

· Libraries;

· Shopping malls; and

· Public transit (e.g., sub shelters, subway cars, buses, etc.).


HR professionals suggested that communications targeted to them be focused on professional associations, such as HRPAO (e.g., direct mail/e-mail, journals, newsletters, conferences, etc.): “We’re probably all members. That’s the best way.” Industry associations were also mentioned as a potentially effective communications channel.


There is no obvious one-size-fits-all approach to communicating with SMEs. Some belonged to local business associations, but most did not. Some were members of a trade or professional association, while most were not. Some attended local conferences and business gatherings, while many said they were uninterested in such events. 

Implications and Recommendations: Phase I


The concept of Essential Skills, as articulated by the Essential Skills and Workplace Literacy Initiative strikes people as a new way of looking at a long-standing and very relevant problem. The current learning and training environment appears dominated by very focussed, task-oriented workplace-based approaches that allow workers to develop relatively narrow, job-specific skills. Yet, many Canadians feel that their success in life and work is impeded more by a lack of Essential Skills and formal education, than by their ability to perform specific work-related tasks. This challenge, which is faced by millions of Canadians, is not new. What is novel is the idea that Essential Skills can and should be developed in the workplace.


The propositions that Essential Skills are: 1) fundamentally important to workers, 2) relevant to the performance of organizations, and 3) lacking in many Canadians, made intuitive sense to the public and business representatives in the groups. However, it was less obvious to most participants that the workplace is an ideal setting for improving Essential Skills. To this end, many had difficulty envisioning how workplace-based Essential Skills development can be implemented. The difficulty that business representatives and the public might have in visualizing Essential Skills development in their workplace, and the dissuasive impact that this can have on their willingness to follow through, appears to be the largest communications and marketing challenge faced by the Initiative. 


Messaging from the Government of Canada about Essential Skills lead people to assume that the federal government is prepared to play the leading role in this area. Indeed, most participants, particularly members of the public, could only picture a type of federally sponsored Essential Skills class. The role of employers was often assumed to be moderate to non-existent. Even when business people in the groups thought that their company would have to play the leading role, financial incentives and/or government-subsidized consultants/trainers were often expected. 


Once business people obtained a better sense of their likely role vis-à-vis that of the government’s and their workers, they were often surprised at how much work they faced in implementing an Essential Skills program. Despite their earlier identification of a range of benefits that could potentially flow to their company from an improvement in the Essential Skill level of their workforce, business people were quick to indicate they wanted “proof” that investment in Essential Skills would pay off for their organization. 


In the absence of financial incentives and subsidized consultants/trainers, employer representatives indicated that, at the very least, they needed to have access to an excellent, easy to used and fairly customized set of tools -- a sort of A to Z, step-by-step process of what to do and what to use. Even with access to this sort of assistance, it was fairly clear that some of the SME representatives faced too many barriers to proceed very far down the path of Essential Skills training. In a similar vein, the discussions with members of the public suggested that few workers would raise the issue of Essential Skills with their employer. 


There appears to be three key junctures in the workplace-based Essential Skills development process: 1) awareness and acceptance of the three core propositions (i.e., importance, relevance and lack of Essential Skills), 2) obtaining more information on the subject (e.g., visiting the website), and 3) taking action (e.g., implementing some type of Essential Skills development program in the workplace or raising the issue with an employer).


The following are the key recommendations that flow from the research. They are aimed at assisting the Initiative in increasing the number of individuals and businesses that will address Essential Skills over the immediate and longer terms.

h) General

· Promotional materials such as posters, pamphlets, magazine inserts, newspaper ads and other pieces that will serve as initial point-of-contact with target audiences should focus on raising awareness and allowing people to understand and accept the core propositions. The draft materials that were tested in the focus groups suggest that the general approach and messages developed thus far are effective at doing this. The storylines are particularly strong in this regard. But these materials must also drive target audiences to the second juncture: information gathering, or more specifically, visiting the Essential Skills website. Placing greater focus on this goal is facilitated by the fact that the Essential Skills propositions were intuitive to participants. In other words, people can fairly easily connect the dots themselves, leaving greater scope for other messaging designed to: 1) highlight the importance of the website and encourage people to visit it, 2) begin to help people visualize what workplace-based Essential Skills training could look like, and 3) provide target audiences with a comfort level that they can succeed with the support of leading-edge and easy to use tools. 

· The second juncture in the process will likely centre on the website. It will serve as the linchpin between awareness and action. As such, the extent to which it is well designed and includes a full range of excellent tools will have a large impact on whether visitors will follow through to the final and most important step: taking action. The research suggests that first impressions will be key, particularly for business people. It is also reasonable to expect that the vast majority of business visitors will make up their minds very quickly as to whether or not this site and its tools/information appear to be of a sufficient quality and relevance to warrant further attention. The research suggests that the site and materials should be organized sequentially (i.e., in steps), rather than thematically. Given that the site is aimed at many segments other than business people, perhaps it should include a dedicated section for employers, possibly further divided into large businesses and SMEs. 

· The website address should be revised to make it easier for people to retain.

· The website should be tested with key target audiences, particularly representatives of business. 

· The fact that Essential Skills can be rated from one to five and that most jobs require a level three is interesting to people and helps them visualize the Essential Skills learning process. Consider including messaging around this point in initial point-of-contact communications materials. 

· Consider the possibility of providing some form of recognition to individuals and firms that successfully upgrade Essential Skills.

i) Individuals/Employees

· Messaging aimed at the public/individuals should stress the potential personal benefits of improving one’s Essential Skills levels. These should include specific labour market benefits, as well as broader benefits related to family and other aspects of life. 

· The government-business-union partnership should be stressed as a way of encouraging individuals to raise the issue (i.e., to suggest that employers might be receptive if they are aware of it).

· Messaging around the macro-economic impact of Essential Skills improvement (e.g., international competitiveness) should be limited or omitted with respect to the general public.

· The “Essential Skills are the skills needed for work, learning and life” phrase is highly resonant and could serve as the Initiative’s tagline.

· A pamphlet or information card should be developed to assist/encourage employees to raise Essential Skills with their employer, as a way of breaking the ice on the topic.

· Outreach aimed at the general public should focus on placing advertisements in high traffic public areas, including shopping malls and mass transit systems. Government offices are another obvious potentially effective contact point.

· A telephone number should be provided in addition to the website address in order to allow those who do not have Internet access/skills to learn more about Essential Skills on their own. 

· The term “Essential Skills” is somewhat problematic in that many think of them as higher-order skills pertaining to a specific job. While it is not expected that the Initiative would consider changing the name from Essential Skills to Basic Skills, some thought should be given to altering some of the terms used to described the nine Essential Skills, as follows: 

· Replace “numeracy” in favour of “math skills”;

· Change “thinking skills” to “decision-making”; and 

· Omit the term “continuous learning.”

j) Employers

· The case study approach taken in the booklet responds very well to the target audience’s information needs. In particular, the case studies and the 10 steps is exactly the sort of information needed to help employers visualize workplace-based Essential Skills learning and how they could be adapted to their workplace. The clearly identified soft and hard returns also hit the mark. This overall approach to content and emphasis could serve as a model for other communications pieces.

· The fast facts approach, with an emphasis on statistics and tangible positive impacts for companies who have implemented ES training, also constitutes an effective approach to communicating with employers and should be emulated in other communications. 

· Given the desire on the part of employers to learn about certain things in much greater detail, the Department should consider ways of linking information contained in outreach communications material to source documents on the website in order to allow people to more easily learn more about items that peak their curiosity. 

· Notwithstanding limits in the Initiative’s human and financial resources, the research suggests that the extent to which business people can access fully developed and comprehensive Essential Skills toolkits will heavily influence their likelihood of implementing a workplace-based Essential Skills improvement program. Many employers, particularly SMEs, will not have the resources, expertise or time required to gather information from an array of portal- accessed sources from which to customize an approach. Moreover, they see the Government as playing a key role in providing them with either money, expertise, or, at least a quality toolkit. Such toolkits could be developed over time, drawing on the best practices of firms that implement programs. 

· The research also suggests that it might be beneficial to develop toolkits according to major business type and size of business. Example of types would include: restaurants/catering, landscaping/renovation/ construction, trucking, hotel/hospitality, retail, manufacturing, etc. Optimal business sizes appear to be four to 20, 21 to 99 and 100 employees and up. 

· Finally, the kits could include the following content:

· Rationale and potential benefits;

· Information to help develop a business case (e.g., for presentation to senior management);

· Case studies;

· Occupational profile;

· Materials to help business people communicate with employees;

· Assessment tools;

· “Train the trainer” materials;

· Curriculum and learning materials;

· Potential approaches to implementation (e.g., dealing with shifts, working outdoors, etc.); and

· A list of HR/training experts in their area they can contact and hire to help them. 

· Consider focusing outreach communications aimed at HR professionals on professional associations and related publications and activities (e.g., conferences).

· Communications with SMEs will be more challenging and would likely benefit from a community-based approach. 

2.2 Detailed Findings: Phase II

a) The Relevance of
Essential Skills 


In order to set the stage for a discussion of Essential Skills and the subsequent review of the Essential Skills Toolkit, participants were first asked to identify some of the skills that were most lacking among their employees. Communications skills, such as dealing effectively with co-workers, supervisors and especially clients/customers, were most often noted as lacking among staff. Other skills, such as “thinking”, “judgment” and decision-making were also often identified, along with writing skills and computer skills. Probing revealed that participants were usually thinking in terms of fairly basic skill levels: “I’m not talking about writing to blow anyone away. I’m just talking about a basic memo or business letter.” “It’s basic things like e-mail, Word and Excel.” Many participants, particularly in Vancouver, noted that a sizable proportion of their workforce included newcomers to Canada for whom English was a second or even a third language: “I’d say 50 per cent have English as a second language. This is a very relevant issue for us.” The high degree of relevance that Essential Skills apparently had for the vast majority of participants in the groups was confirmed in the ensuing discussion. 


Many employers said that their organization had entertained the idea of addressing some of their employees’ basic skill needs, but it seemed that less than half had actually done so. Those who had, tended to be relatively larger employers (e.g., often greater than 100 employees) that also possessed a dedicated human resources department and were most often part of the hospitality or manufacturing sectors. In a few of these instances, participants explained how their firm had worked in partnership with the provincial government and sometimes outside consultants to determine the basic skill needs of employees, and then devised and implemented a training strategy. Most other participants outlined a less holistic or formal approach to addressing the issue: “We had someone come in to give those that needed it, a basic computer course. And I mean basic, like: ‘this is how you turn it on.’” 


For the most part, however, the majority of participants who felt that their employees (and company) would benefit from Essential Skills upgrading had yet to address the issue. In many instances, they explained that the company was “too busy” focusing on day-to-day activities to give the issue more thought. Many others said that they lacked the tools and knowledge to move forward: “This is very relevant for us, but aside from paying for ESL classes I’m not sure how you would do it.” 


The moderator formally introduced the concept of Essential Skills early in the discussion: Participants were given a one-page handout describing Essential Skills and the moderator provided additional information. The fact that participants had identified Essential Skills, such as communications, writing and computer skills, as highly relevant to their organization appeared to facilitate their ability to understand the broader concept: the Government of Canada’s interest in the issue and the potential benefits that organizations and employees could derive from enhanced Essential Skills levels.


The information on Essential Skills provided to participants, particularly with respect to potential firm-level benefits, served to heighten participants’ interest in the topic. Almost all of them expressed a strong and genuine desire to hear more about how their organization could address Essential Skills in their workplace. For example, people said that they would be very willing to visit the Essential Skills website in order to lean more: “Absolutely, I would check it out.”

b) Use and Expectations of Assessment Tools


Prior to obtaining participants’ views on the mocked-up Essential Skills employer webpage and draft Essential Skills tools, a discussion around skills assessment took place. 


It seemed that about half of the organizations that participated in the research employed some type of formal assessment tool. These tools were almost always used during the hiring process; very few had assessed the skills of current employees. Collectively, a range of assessment tools was described in the focus groups. In many cases, participants described their assessment as an “aptitude test”, while others said that theirs’ was more of a personality test (e.g., Myers-Briggs). In other instances, the assessment tools that were described were very task/job specific, and likely to have been developed internally: “Because we ship all over the country, we give our guys a geography test.” Similarly, some participants explained how they asked some prospective employees to complete an assessment aimed at gauging their computer skills and a few said that they administered a basic writing test. 


As noted earlier, very few firms had implemented programs aimed at upgrading some of their employees’ Essential Skills. In organizations where Essential Skills upgrading had occurred, a formal assessment of Essential Skills, usually administered by an outside consultant, was used in order to identify needs and to guide the development of a training plan. 


Quite a few participants indicated that their organization did not use formal assessments of any kind. These firms tended to be smaller, often family businesses, employing largely semi-skilled and/or unskilled workers: “I just interview the guys. I know what I’m looking for. I can tell if they can do the job. And if they can’t, you let them go.”


Regardless of their experience with assessment, almost everyone expressed a high level of interest in having an assessment tool that would help them determine the Essential Skills levels of prospective and/or current employees: “I would definitely like to have something like that.” 


Participants said that they would first and foremost utilize an Essential Skills assessment tool as part of the hiring process in order to help them select the most appropriate job candidate: “Obviously you wouldn’t base your whole decision on this, but if it was close between two people, you could look at the test results to see who has the Essential Skills that are closest to what you need. Like we would need guys that have a decent level in math.” Some said that it would be useful for them to know the relative Essential Skills strengths and weaknesses of the people they hire as a way of helping them guide their development within the organization: “This way you’d know what you’re up against. You’d know that they need help in this or that area and not in others.”


About half of the participants expressed interest in having the means to assess the Essential Skills of current employees specifically (as opposed to prospective employees). Some said that they would be able and willing to address some of the Essential Skills deficiencies identified through this process. Others said that it would help them assign tasks and responsibilities in accordance with employee strengths and weaknesses: “If you know that one of your guys is a Level 1 or 2 in a certain area, you might try to make sure that you don’t put them in situations they can’t handle.” 


There was general agreement among participants that a significant number of their employees would react negatively to having their Essential Skills assessed, particularly older employees with lower Essential Skills levels: “I think that a lot of our people would feel threatened by something like that, particularly some of the guys that have been doing the same job for us for 10 to 20 years. And many of them are our best employees.” Indeed, many participants pointed out the ironic nature of the fact that “those who could use Essential Skills upgrading the most would be most resistant to it.” Here, as well as later in the discussion, participants began thinking aloud about how they would position or present the notion of Essential Skills assessment to current employees. Consensus emerged around the view that this would have to be done in a “sensitive” manner, for example, by credibly explaining that the assessment (and more importantly, its outcome) would be used to help employee development, as opposed to marginalization: “It really depends how you explain it to people. They have to buy into it. They have to believe that there is something in it for them.” In this vein, many employers noted that they would want to be able to have some idea of how they could address Essential Skills deficiencies prior to implementing Essential Skills assessment: “I would want to get the approval from senior management about training and what we’d do with the results before I even talked to anyone about assessing them. Otherwise, what’s the point? You might end up just freaking people out for nothing.” 


While many of those who had expressed interest in assessing the Essential Skills levels of current employees initially indicated that they would likely administer an assessment en mass to most or all employees - the discussion about potential employee resistance led quite a few to reconsider their potential approach. Some said that they might incorporate an Essential Skills assessment as part of annual performance appraisals. Similarly, others said that they might raise the possibility of assessment as part of a one-on-one discussion pertaining to advancement/career development: “I think instead of giving it to everybody, I might just keep it and bring it up with those who ask me about moving up in the company. That way you could say something like: ‘the job you want requires 3s and 4s in most areas. Let’s assess you to see where you’re at and then we can work on where you might be short.’” 


It is also noteworthy that a number of participants explained that administering an Essential Skills assessment test could be doubly challenging in an organization that had unionized employees because the assessment could be construed as a way for employers to, for example, undermine seniority: “You would have to get buy-in from the union, too. At first they wouldn’t like it, but if you could convince them that this would help employees, then they might support it. Again, it’s how you present it.” Implicit in securing employee and union endorsement, of course, was the need to present a credible plan for Essential Skills training. 


Participants envisioned a number of ways of assessing Essential Skills. Some thought the assessment tool would look like an “I.Q. test”. Others imagined simply that it would be a written test involving multiple-choice responses. Some, pointing out that any test would have to obviously be able to assess people possessing low literacy levels, guessed that most, if not all, of the assessment would have to be administered orally, in-person. Others still, thinking that this latter approach would be very costly and time consuming, visualized a computer/on-line assessment, similar to the myriad personality and intelligence tests that are currently available over the Internet. These and other participants readily acknowledged that a computer-based assessment might be too difficult for some people to complete and/or impractical for some organizations to administer: “We would not be able to do it on-line. We don’t have enough computers.” Estimates of how long it might take to assess a person’s Essential Skills varied widely, from 15 minutes to 4 hours, with most assuming it would take 30 to 60 minutes. 


In terms of preferences, most participants agreed that it would be much easier for their organization if the assessment could be completed on-line through a site that would also provide the employer and/or employee with an analysis of results: “If you’re assessing your whole staff you don’t want to do it on paper and have to add up all the scores yourself. Besides, there might be more to analyzing the results than just adding up right or wrong answers.” While participants once again acknowledged that a computer-based assessment would not fit the needs and skills levels of all employees and organizations, most thought that a very simple format could be devised to allow the vast majority of people to complete an Essential Skills assessment on-line: “You could just have them hit one or two or three keys.”


Everyone said that their organization would allow assessments to be completed during work hours and that employees would be paid during the time they took to complete their assessment: “They won’t do it otherwise.” There was also agreement that the Essential Skills assessment would be managed and administered by those who currently have responsibility for HR issues.

c) Reaction to the ES Website’s Employer Homepage


The mocked-up Essential Skills website’s Employer homepage was very well received by participants. They found its design to be clear, straightforward and uncluttered. The content was also universally praised as relevant, interesting and potentially very useful. Everyone agreed that they would want to continue to explore the site based on what they saw on the first page: “I would want to start clicking in the middle.” 


Participants easily determined that the page was divided into four parts. Their comments on each are summarized below:

· The left-hand toolbar was noticed by people, but few commented on it. 

· The section entitled Investing in Essential Skills can result in was deemed very relevant and interesting. As was found in Phase I of the research, participants spoke about the importance of knowing the benefits that Essential Skills upgrading can bring to firms and individual employees. Participants thought that this type of information was crucial to “selling” organizations on the Essential Skills concept, particularly senior decision-makers: “This is the kind of stuff that I have to present to our President if we are ever going to do something about Essential Skills.” Some suggested that visitors to the site should be able to click on the benefits in order to learn more about each (e.g., study results, linkages, etc.): “There should be links in blue like the others below. Then you could click to find out more.” 

· The Getting Started section in the centre of the page was unambiguously understood as a toolkit comprised of five individual Essential Skills tools, and that people could learn about these tools simply by clicking on the appropriate link. Participants found the descriptions of the tools easy to grasp and written in a manner that piqued their interest. Many also assumed that the tools were listed sequentially. Some were of the view that the descriptions of the first two tools (i.e., the Essential Skills Survey and Essential Skills Questionnaire) should more clearly convey that the first is a diagnostic tool to be used at the level of the organization and that the second tool is meant to assess the Essential Skills of individuals.

· The section listed at the bottom of the page entitled Related Topics drew many people’s attention. In particular, participants expressed interest in “Essential Skills Success Stories”, which they expected would provide them with some examples of how other organizations addressed their Essential Skills needs. Echoing one of the key findings from the first phase of the research, a number of people said that they were curious about how firms implemented Essential Skills training programs: “I can imagine how the assessment would be done, but I’m really curious to see the kind of training they put into place.” A few participants indicated that they would also be keen to read employee success stories. They felt that in addition to being interesting and illuminating, this type of information could help them “sell” Essential Skills upgrading to their staff. The other three links were also seen as potentially useful, though some suggested that more prominence be given to the two that define and explain Essential Skills: “I would actually put those right at the top of the page because not everyone is going to know what Essential Skills are.”


Participants were asked to indicate their relative level of interest in the tools by ranking them from first to fifth place. It is important to note that participants’ rankings were based solely on the summary descriptions of the tools contained in the Employer homepage. Participants were not provided with any additional information. The entire toolkit was thought to be potentially relevant based on the summary descriptions of the tools. It was also apparent that some tools were more immediately interesting than others. The results of this exercise are as follows:

· Essential Skills Hiring Checklist: 1.96;

· Essential Skills Survey: 2.31;

· Essential Skills Questionnaire: 2.56;

· Essential Skills Training Strategies: 3.62; and

· Essential Skills Training Grid: 4.03.

d) The Essential Skills Survey


Overall, reaction to this tool was positive. Most participants understood its purpose, as well as how it should be used. The majority also felt that the questions it contained were sensible, relevant and likely to be useful in helping them to diagnose the extent of Essential Skills-related problems in their organization. Most of those who expressed interest in using the tools said that they would want to modify it to some extent.


The survey’s introductory page was thought to be fairly clear and succinct, but lacking visual appeal (e.g., bland and small font size) and worded somewhat negatively (i.e., “indicate potential problems”). A number of participants were perplexed by the last sentence in the second bullet, which advises readers that, “it is also important to gather input from a variety of employees and to respect confidentiality.” Having read this, a number of participants were confused about how to use this tool. For example, some wondered if it was to be completed by employees. 


Despite the potential for confusion in the introduction, the majority of people understood that the tool was meant to diagnose Essential Skills gaps at the level of the firm. Some who worked for smaller firms said that the owner or president would likely use the tool. Others who worked in larger organizations imagined that line managers, team leaders and the like would complete the assessment. For example, some of these participants described how they would distribute an assessment to each of their managers and then hold a management meeting in order to discuss the results and next steps: “I’m the Director of HR and I know most of the employees, but I don’t work with them. We have 10 managers so I’d have them fill one out for their staff and then we’d put it all together.” 


As noted, most of the participants found the survey questions to be generally relevant and credible. No one felt that all of the questions related to their organization, but most did not expect that a generic survey questionnaire would be 100 per cent relevant. Some said that they would skip the questions or even entire sections that did not pertain to their workplace. Others said that they would try to modify some of the questions in order to enhance their relevance (e.g., 25 to 50 per cent). It is fair to say that most participants saw this tool as a template or guide. In this vein, some participants saw a great deal of appeal in the possibility of customizing a diagnostic survey questionnaire for their organization (for example, by selecting questions from a pool). The fact that the tool was available on-line was thought to make customization relatively easy: “You could do it different ways, but one way is for each section you would have a bunch of questions and you could pick five or whatever that fit with your company.” Many participants liked this idea, although others thought it would be time-consuming, possibly necessitate a high level of HR expertise and/or could possibly bias the instrument: “I don’t know if you want to have people starting to mess around with it.” 


A few people wondered if it were possible to word some of the assessment questions in a positive way. They feared that in their current state, the questions might put off some managers/supervisors: “They’re all worded negatively. You could just switch some of them around, like ‘employees seem comfortable with written material’.” 


Most participants found the method of response in the questionnaire wanting because it “forced” people to make an all or nothing judgment about a group of people: “It’s yes or no. What if I have 20 people and it’s a problem for three? Is that yes or no?” The pros and cons of various potential alternatives were discussed in the focus groups (e.g., categories, scales, percentages, etc.). While no approach held universal appeal, most felt that a 3- or 5-point scale (e.g., never, sometimes, always) would provide respondents with the means to more accurately and confidently assess Essential Skills levels. Some participants noted that if a scaled response system were to be adopted, the tool would also have to include a different, and possibly more detailed, section on interpreting the results (e.g., a total score of 10 or more indicates a potential issue). 

e) The Essential Skills Questionnaire


Participant reaction to this tool was mixed. On the plus side, the nature and purpose of the tool were easily understood. Participants also found the questions interesting and very credible: “I wanted to fill it out for myself.” Negative comments centered on the related issues of complexity and length. Essentially, most people thought that it was too long, too complex and/or too “intimidating” to be administered to their employees, though not to prospective hires: “I’d probably use it as part of the hiring process, but I wouldn’t give it to my employees.” Some were also disappointed that the questionnaire was limited to assessing Essential Skills Levels 1 and 2.


The introductory page, which participants assumed was aimed at employers, was thought to be clear. However, many were surprised that the questionnaire did not include an introductory or “instruction” page for those who actually complete the assessment: “I had trouble understanding how to respond to this. If I just gave this to my guys, I’m not sure they’d know how to fill it out.” Some also thought that it would be helpful if the tool contained an introduction that was written in a manner that would help alleviate employees’ concerns about having their skills assessed.


There was consensus that an hour-long questionnaire was too lengthy for most employees. First, it was felt that many employees would lose interest after about 30 minutes. Second, many thought that subjecting employees to a stressful situation (i.e., having their skills formerly assessed) for an hour was unreasonable. A few others said that their company would be hard-pressed to give employees that much time off with pay. Most participants felt that the questionnaire should take no more than 30 minutes to complete. To this end, some also suggested that a series of questionnaires (e.g., one for each Essential Skill) could be developed to allow employees to complete them over time.


The most common initial reaction to the questionnaire made by participants was that it seemed “complicated”. Specifically, that some of the questions would be very difficult for their employees to answer correctly, even at Level 1. Upon reflection, however, most of these participants migrated to the view that it was not so much that the questions were overly complex, but rather that many were quite long and required a great deal of reading, thus creating the appearance of complexity. Related to this, some wondered how people with low literacy skills would fare on questions that were aimed at gauging Essential Skills other than literacy: “You have to be able to read to answer the math questions.” Participants suggested that the questions be simplified, or at least shortened. Many also felt that it would be easier for people to complete the questionnaire if they were able to indicate their answer to a question right next to it, as opposed to having to use a separate answer sheet.


Unlike their reaction to the Essential Skills Survey (discussed in the previous section) only a handful of participants said that they would want to adjust or customize the Essential Skills questionnaire. The vast majority said that they would be uninterested in adapting it for fear of jeopardizing its validity: “I’m not a psychologist, so I don’t think I’d want to start fooling around with a test like that.” While a few indicated that they would only be interested in a tool with industry-specific questions, most others thought that using a generic instrument was fine. 


Few participants said that they would use the Essential Skills Questionnaire unless it was shorter and more “user-friendly”. Assuming that such a version of the questionnaire was produced, many participants said that they would consider using it as part of the hiring process. Some said that they would possibly use the questionnaire on an “individual basis” to assist current employees who were open/seeking to discuss their skills needs and career development. Only a few people expressed confidence that they could administer the questionnaire organization-wide, with the ultimate aim of assisting employees in the development of one of more Essential Skills.

f) Essential Skills Hiring Checklist


Overall, this tool tested very well. It met a desire, expressed by participants earlier in the discussion, to have a tool that they could use to assess the Essential Skills levels of prospective employees. The tool itself was judged to be very clear and concise, as well as easy to use. People also commented positively on the Checklist’s design (e.g. spacing, font, colors, etcetera.).


A few participants did think that the Checklist was too general or superficial to be of much use to them. For example, some representatives of knowledge economy firms (e.g., software development, engineering, etc.) said that they had much more rigorous tools to assess candidates’ abilities. Others felt that a good oral interview would allow them to determine if someone had the required skills level for the job.


As with the Essential Skills Survey, participants noted that some of the questions on the Checklist were not relevant to their organization, and similarly, that a number of questions required that the employer have or do certain things (e.g., have a brochure, provide graphs and charts). In response, some said that they would simply skip questions that they deemed irrelevant, while others wondered if it might be possible to customize a checklist by drawing from a pool of potential indicators: “It’s like we were saying earlier. You could go to the website and look at a list of questions for each area and pick the two most appropriate ones for your company.” Many people liked this idea.


There was a significant amount of discussion concerning the answer categories (i.e., Fully Present, Somewhat Present, Not Applicable). Some people thought that a 5-point scale would provide greater precision over the current 3-point version. More significantly, however, many participants felt that the wording used was a little awkward: “It just sounds strange to say ‘fully present’.” Many felt that a satisfaction or excellence scale would be more intuitive, and thus easier to use.

g) Essential Skills
Training Strategies


Participant reaction to this tool was mixed. It is fair to say that it was the least well received of the materials tested in the focus groups. This tool’s main weakness appears to lie in the fact that it was very difficult for many participants to understand what it was and what they could use it for. This problem was particularly prevalent among representatives of smaller organizations and participants who appeared not to possess formal human resources training/expertise: “I don’t really know what this is. Is it training goals?” Perhaps given the emphasis placed in the discussion on assessment and assessment tools, quite a few participants assumed that the Training Strategies document constituted another way for employers to conduct Essential Skills assessments. 


Once all participants came to understand the purpose of the tool, reaction to it continued to vary between positive and negative. On the positive side, people thought it was very important to have access to a tool that would provide them with guidance/ideas for addressing Essential Skills weaknesses within their organization. And some felt that a number of the examples of training strategies were relevant and interesting: “I can see myself doing some of these.”


On the negative side, many participants first noted that the strategies were to be incorporated into existing training programs and not for developing dedicated Essential Skills training programs. This approach was different than what people generally expected, and likely contributed to making the tool difficult to understand: “I understand now that these are things that you can do as part of the training that you already provide to staff, but it’s not what I thought it would be.” Not surprisingly, the tool was thought to be of very limited use for organizations that do not provide much formal training to employees. Along this same line, quite a few people wondered whether implementing some of the strategies could have much of an impact on employees’ Essential Skills levels: “Most of the training we do is based on putting a new person with a more experienced one. The other kind of training, where you get employees together for an afternoon or something, might happen twice a year. I don’t see how someone could go from a Level 1 to a Level 2 by doing this.” In addition to the issue of opportunity/frequency, the effectiveness of the strategies was also questioned by some participants: “You can have people edit a short document with mistakes in it, but if they have poor spelling and grammar to begin with, I don’t see how doing this would help.” 


Participants’ suggestions for improvement were limited by the difficulty they had understanding the tool, as well as the inherent challenges involved in implementing Essential Skills training. Mainly, however, and consistent with the Phase I research, people want more information, details and examples about how to address the Essential Skills needs of employees. Participants said that they were very willing to access the Essential Skills website in order to learn much more about the issue. 

h) Overall Reaction to the
Essential Skills Toolkit 


Participants’ assessment of the Toolkit was very positive. They felt that the tools currently being developed were generally on the right track. While the individual tools held more or less appeal to various participants, almost everyone saw something in the Toolkit that was potentially useful to them and their organization.


The appropriateness of the federal government’s role in the area of Essential Skills, and, specifically, in raising awareness and developing tools, was not discussed in depth. When the issue was raised, however, participants felt that the Government’s current role, as they understood it from the discussion, was very appropriate: “Essential Skills isn’t just about business and training. It’s a societal issue. We have a responsibility as a society and as employers to ensure that Canadians have at least a basic skill level. Of course the Government has an important role to play in helping us meet that responsibility.”


In terms of potential additional elements for the Toolkit, participants often reiterated their desire to know more about how to implement Essential Skills training. Specifically, they wanted access to success stories, strategies, examples and tools. 

i) Design and Packaging


As noted earlier in this report, reaction to the design of the Hiring Checklist was very positive with respect to format, spacing/organization, color and font. It is important to note, however, that the background/watermark of an office building struck many people as either superfluous or inappropriate because it connoted knowledge economy jobs (i.e., Essential Skills Levels 4 and 5): “People that work in buildings like that don’t usually have problems with Essential Skills.” 


Participants agreed that this Checklist design, minus the watermark of an office building, should be used for all elements of the Essential Skills Toolkit. 


With few exceptions, participants indicated a preference for accessing Essential Skills-related information and tools via the Internet for the following reasons:

· Businesses have easy access to the Internet and people are used to downloading information and resources from it.

· Accessing electronic versions of the tools makes customization possible.

· The tools can be easily and continuously updated if they are located on the Internet.

· Housing the toolkit on the Internet will reduce program costs. 

2.3 Conclusions and Recommendations: Phase II


The Phase II research results served to confirm a number of key findings obtained from the first round of focus groups. First, the concept of Essential Skills is meaningful and resonates with employers. It is fairly easy for them to appreciate the benefits of Essential Skills upgrading at the macroeconomic, firm and individual levels. The Government is seen to have an important partnership role to play with businesses and individuals. There appears to be significant, genuine (though not universal) interest in addressing workplace Essential Skills issues. This round of focus groups also confirmed that the implementation of workplace-based strategies to address employee Essential Skills needs is, by far, the most daunting issue confronting organizations that are interested in Essential Skills. 


This second phase of research suggests that the idea of an Essential Skills Toolkit responds very well to the needs of employers who are interested in Essential Skills. It is also apparent that, among 1) assessment of Essential Skills levels, 2) implementation of strategies, and 3) re-assessment of Essential Skills levels (i.e. to measure progress), initial assessment is easiest for employers to both understand and accomplish. In fact, the research clearly shows that a significant number of employers see value in assessment alone, particularly for use in the hiring process. 


The implementation of effective Essential Skills workplace strategies is inherently difficult. The current Essential Skills Training Strategies tool, which is aimed at helping with implementation, is relatively inadequate. The biggest challenge going forward, therefore, continues to be assisting SMEs with the implementation of Essential Skills strategies. The salience of this is underlined by the desire expressed by quite a few employers to have a plan for implementing Essential Skills training before proceeding with the assessment of their employees’ Essential Skills level (s). 


The recommendations flowing from this second phase of research are presented below.

a) The Essential Skills Website’s Employer Homepage 

· Consider allowing visitors to obtain more information on the benefits of Essential Skills by turning the bullets in the first section into links. 

· Develop employee “success stories” in order to assist employers in “selling” Essential Skills assessment and training to staff.

· Clarify the difference between the Essential Skills Survey and Essential Skills Questionnaire.

b) The Essential Skills Survey

· Consider revising the Survey’s introductory page by enhancing its visual appeal and clarifying what is meant by “it is also important to gather input from a variety of employees and to respect confidentiality.” 

· Consider allowing employers to customize the survey (on-line) in order to enhance its relevance. This can be achieved by developing a pool of questions for each Essential Skill.

· Consider wording some questions in a positive manner (e.g., employees seem comfortable with written material).

· Consider replacing the current response choice with a 3- or 5-point scale in order to enhance the precision of the assessment.

· If the above recommendation is implemented, ensure that adequate information/instruction is provided on results interpretation. 

c) The Essential Skills Questionnaire

· Consider including an introductory or “instruction” page aimed at those who are completing the questionnaire. In addition to providing instruction, the page should strive to increase respondents’ comfort level.

· Consider ways of shortening the questionnaire completion time to 30 minutes, possibly by reducing the number of questions, simplifying/shortening the questions, and/or developing a modular approach (e.g., one questionnaire for each Essential Skill).

· Allow respondents to indicate their answer to a question under or next to it, as opposed to using a separate answer sheet.

· Consider ways of allowing people with access to the Internet the option of completing the questionnaire on-line, and enable real-time automated results tabulation (i.e., the score) and analysis (i.e., what the score means). 

d) Essential Skills Hiring Checklist

· Allow employers to customize the Checklist (on-line) in order to enhance its relevance. This can be achieved by developing a pool of questions for each Essential Skill.

· Consider changing the current scale (i.e., Fully Present, Somewhat Present, Not Applicable) to one based on degree of satisfaction or excellence.

e) Essential Skills
Training Strategies 

· Consider developing a new tool that provides employers with a much higher degree of guidance, advice, examples and materials for implementing workplace-based ES training.

f) Design and Packaging

· Consider using the draft Checklist design (e.g., format, spacing/organization, color and font) for all elements of the Essential Skills Toolkit. 

· Consider removing or changing the current design’s “building” background/watermark. 

· Focus on developing web-based tools that can be downloaded, as opposed to mass-producing kits composed of paper, cardboard and CD-ROMs
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Respondent Name:
_________________________________________________________





Home Phone #: _________________________________________________________________





Business Phone #: ______________________________________________________________





E-Mail:_________________________________________________________________________





Group #:_______________________ Recruiter:_______________________________________

Recruit 12 per group 

GROUP 1 

GROUP 2


GROUP 3

GROUP 4 

MONDAY

MONDAY


TUESDAY 

TUESDAY 


 

APRIL 10TH, 

APRIL 10TH, 


APRIL 11TH, 

APRIL 11TH,  

5:30 PM 

7:30 PM 


5:30 PM 

7:30 PM 

GEN POP

LARGE EMPLOYERS

GEN POP

SME

HALIFAX

HALIFAX


TORONTO

TORONTO

GROUP 5

GROUP 6


GROUP 7

GROUP 8

WEDNESDAY 

WEDNESDAY 


WEDNESDAY 

WEDNESDAY 

APRIL 12th, 

APRIL 12TH, 


APRIL 19TH, 

APRIL 19TH, 

5:30 PM


7:30 PM 


5:30 PM 

7:30 PM 

GEN POP

LARGE EMPLOYERS

GEN POP

SME 

MONTREAL 

MONTREAL 


CALGARY

CALGARY

FRENCH

FRENCH

GROUP 9

GROUP 10

THURSDAY 

THURSDAY 

APRIL 20TH, 

APRIL 20TH 


5:30 PM 

7:30 PM

GEN POP 

SME

VANCOUVER 

VANCOUVER 

Hello, I'm ________________ from Research House.  We are conducting research for the Government of Canada.  We are telephoning to invite individuals to attend a group discussion on issues in the news. The discussion will be held on See above date). Is there anyone in your household 18 years or older with whom I may speak? Are you yourself interested in attending the group discussion? (If “no”, thank and terminate)
We will be asking individuals like you to sit down with several others and give ideas and opinions.  We are having a few of these sessions, and would be interested in having you participate.

Your participation is completely voluntary and your decision to participate or not will not affect any dealings you may have with the federal Government.  The information is being collected under the authority of the Privacy Act and other applicable privacy laws.  The full names of participants will not be provided to the government or any other third party.  Also, the government will only receive the final results of the study in the form of a report, which will contain non-identifying aggregate information.  May I continue?  (If “no”, thank and terminate)

I would like to take 5 minutes of your time right now to ask you a few questions to see if you fit the profile of the type of people we are looking for in this research.




Yes…………………………………..1




No……………………………………2 – THANK AND TERMINATE 

INDICATE: 

Male………………………………..1 – (6) PER GROUP – GEN POP GROUPS ONLY



Female…………………………….2 – (6) PER GROUP  - GEN POP GROUPD ONLY
1.
Are you or is any member of your household or immediate family employed in, or ever been employed in:







1



Ever 






No 

Yes 

No 

Yes 

Market Research


(   )

(   )

(   )

(   )


Marketing


(   )

(   )

(   )

(   )


Public Relations


(   )

(   )

(   )

(   )


Any media (Print, Radio, TV)
(   )

(   )

(   )

(   )



A member of ACTRA

(   )

(   )

(   )

(   )


Advertising


(   )

(   )

(   )

(   )


Government 


(   )

(   )

(   )

(   )


Education 


(   )

(   )

(   )

(   )

IF YES TO ANY OF THE ABOVE – THANK AND TERMINATE

ASK GEN POP ONLY

2a.
So that we may group participants accurately, may I have your age in years please?  

_________________________ SPECIFY
[image: image8.png]“l research house




Under 25 years…………………………..1 


25 – 34 years…………………………….2


35 – 44 years…………………………….3      ENSURE A GOOD MIX IN EACH GROUP

45 – 54 years…………………………….4


Over 55 years……………………………5 
2b.
What is your marital status?


Married / Common – Law………………1


Single / Div. / Wid. / Sep………………..2

ASK ALL

3a.
What is your current employment status?


Full Time Employed

(      ) | ALL GROUPS 


Part Time Employed 

(      ) |


Homemaker 


(      ) – THANK AND TERMINATE FOR ALL GROUPS


Student 



(      ) – THANK AND TERMINATE FOR ALL GROUPS


Retired



(      ) – THANK AND TERMINATE FOR ALL GROUPS


Unemployed not looking for work     (      ) - THANK AND TERMINATE FOR ALL GROUPS 


Unemployed and looking for work
(      ) | - 6 PER GROUP S 1, 3, 5, 7 & 9 -- SKIP TO Q. 3c

Looking for work


(      ) |     TERMINATE FOR GROUPS 2, 4, 6, 8 & 10 

GROUPS 1, 3, 5, 7 & 9 – GEN POP 

ALL MUST BE EITHER EMPLOYED OR UNEMPLOYED / LOOKING FOR WORK 

(NO STUDENTS / RETIRED / HOMEMAKERS)

GROUPS  2, 4, 6, 8 & 10 – SME’S and LARGE EMPLOYERS REPS


ALL MUST BE EMPLOYED

3b.
What is your occupation?


GROUPS 4, 8 & 10 – ALL MUST BE OWNERS / HR MANAGERS

GROUPS 2 & 6 – ALL MUST BE RESPONSIBLE FOR MAKING EMPLOYEE TRAINING DESCISIONS FOR THEIR COMPANY 


____________________________________________
________________________________________________



 
JOB TITLE 





TYPE / NAME OF COMPANY 


IF MARRIED / COMMON – LAW ASK – WHAT IS YOUR SPOUSE’S OCCUPATION?


____________________________________________
________________________________________________



 
JOB TITLE 





TYPE / NAME OF COMPANY

IF ANY CONNECTION TO STANDARD OR PROJECT RELATED OCCUPATION – THANK AND TERMINATE

ASK UNEMPLOYED ONLY 

3c.
You mentioned that  you are currently unemployed for how long have you been unemployed?


_____________________ -  SPECIFY – MUST MENTION UNDER 1 YEAR

ASK ALL

4a.
Could you please tell me, what is the last level of education that you have completed?


Some High School………………………….1 


High School…………………………………2 


Some College / University…………………3 – THANK AND TERMINATE FOR GROUPS 1, 3, 5, 7 & 9 

Completed College / University…………...4– THANK AND TERMINATE FOR GROUPS 1, 3, 5, 7 & 9


4b.
Approximately, how many employees are there employed within your organization?


_____________________________ SPECIFY 


Under 4………………………………
1 – THANK AND TERMINATE

[image: image9.png]thlla





4 – 14 ………………………………..
2 


15 – 29 ……………………………….
3


30 – 44……………………………….
4       ALL IN GROUPS 1, 3, 4, 5, 7, 8, 9 & 10 MUST MENTION IF EMPLOYED 

 
45 – 59………………………………..5       ENSURE A GOOD MIX OF EMPLOYEE SIZES (SMALL / MEDIUM / LARGER)


60 – 74………………………………..
6


75 – 99 ……………………………….7



100 – 124 …………………………….8 

125 – 149…………………………….
9 


150 – 174 ……………………………10      ALL IN GROUPS 2 & 6 MUST MENTION 


175 – 199 ……………………………11


200 and over…………………………12
5.
In what industry is the company with which you are employed?


Manufacturing………………………..
1


Construction …………………………
2


Retail………………………………….
3


Automotive Repair…………………..
4


Transportation ………………………
5


Food Service…………………………
6


Janitorial / Maintenance ……………
7


Other_______________________
8 – CHECK WITH SUPERVISOR 

ASK GEN POP (GROUPS 1, 3, 5, 7 & 9) ONLY: OTHERS SKIP TO Q. 7

6a.
How satisfied would you say you are with your level of the following skills :

	
	VERY SATISIFIED
	SOMEWHAT SATISIFIED
	NOT VERY SATISIFIED
	NOT AT ALL SATISFIED

	Reading 
	
	
	
	

	Using documents
	
	
	
	

	Math 
	
	
	
	

	Writing
	
	
	
	

	Oral communication
	
	
	
	

	Teamwork
	
	
	
	

	Problem solving
	
	
	
	

	Using computers 
	
	
	
	

	
	
	
	
	



TERMINATE IF RESPONDENTS ANSWER “VERY SATISFIED” OR SOMEWHAT SATISFIED” TO ALL LISTED 

SKIP TO Q. 9

6b.
Could you please rate the following statement on a scale from 1 to 7, on this scale 1 would be disagree and 7 would be agree.


“I am interested in taking training or furthering my education in order to improve my work skills”



TERMINATE IF 1 – 4 MENTIONED                            MUST MENTION 5 - 7


               | 1                 2                  3                   4           ||     5                 6                    7 |
                      DISAGREE                                                                                             AGREE

ASK GROUPS 2, 4, 6, 8 & 10 ONLY – OTHER SKIP TO Q. 9 

7.
Does your company employ any individuals whom you feel lack various essential skills, such as reading text, document use, writing, oral communication, working with others, continuous learning, thinking skills, computer use etc?



Yes…………………………
1


No………………………….
2 – THANK AND TERMINATE 

8a.
How many employees would you rate in this category?



Under 5……………………..1 – THANK AND TERMINATE

6 – 10 ……………………..
2


11 – 15 ……………………
3



16 – 20 …………………….
4


21 – 25 …………………….5



26 – 30……………………..6 


Over 30 ……………………7

8b.
Could you please rate the following statement on a scale from 1 to 7, on this scale 1 would be disagree and 7 would be agree.

“My company would be interested in seeing employees take training or further their education in order to improve their work skills”



 TERMINATE IF 1 – 4 MENTIONED                            MUST MENTION 5 - 7


               | 1                 2                  3                   4           ||     5                 6                    7 |
                       DISAGREE                                                                                             AGREE

9.
What is your ethnic background?


____________________________________________________________________


ENSURE A GOOD MIX OF ETHNIC BACKGROUNDS IN GROUPS 1, 3, 5, 7 & 9 

The next couple of questions deal with your imagination.  Have a little fun with these questions and feel free to answer in any way, as there are no incorrect answers.

10. 
What would be the first thing you would do, if you were to win one million dollars?


______________________________________________________________________________________________


______________________________________________________________________________________________


______________________________________________________________________________________________

11.
If you were a book in a library, what book would you be and WHY?


______________________________________________________________________________________________


______________________________________________________________________________________________


_______________________________________________________________________________________________


____________ ANSWERS SPONTANEOUSLY 


____________ VERY ENTHUSICASTIC 


____________ VERY SURE OF HIMSLEF / HERSELF


____________ CARRIES ON A GOOD CONVERSATION 

___________________________________________________________________________________________________________

NOTE: PAY EXTRA ATTENTION TO RESPONDENT ANSWERS – LOOK FOR COMPLEX, CREATIVE ANSWERS AND NOT JUST MEANINGLESS ANSWERS.  LOOK FOR IMAGINATION AND A SENSE OF CREATIVITY / PARTICIPATION.

12.
Participants in group discussions are asked to voice their opinions and thoughts, how comfortable are you, in voicing your opinions in front of others?
 Are you….


Very Comfortable……………………………1 – MIN 50% PER GROUP

Comfortable………………………………….2

Fairly Comfortable…………………………..3


Not Very Comfortable……………………….4 – THANK AND TERMINATE 


Very Uncomfortable…………………………5 – THANK AND TERMINATE 

13a.
Have you ever attended a focus group or one to one discussion for which you have received a sum of money, here or elsewhere?


Yes…………………………………………….1 – MAX (50%) PER GROUP

No……………………………………………...2 – SKIP TO Q. 14a
13b.
When did you last attend one of these discussions?


___________________________________________________________


TERMINATE IF IN THE PAST 12 MONTHS 

13c.
How many focus group or one –to-one discussions have you attended in the past 5 years?



__________________________________


(SPECIFY) IF MORE THAN 5 – THANK AND TERMINATE 

13d.
Would you please tell me the topics discussed?


_____________________________________________________________________________________________


IF GOVERNMENT –  THANK AND TERMINATE 

14.
Have you been invited to another of these focus groups or interviews in the near future?


Yes……………………………………..1 – THANK AND TERMINATE 


No……………………………………....2

15.
Sometimes participants are asked to write out their answers on a questionnaire or watch a TV commercial during the discussion.  Is there any reason why you could not participate?


Yes……………………………………..1 – THANK AND TERMINATE 


No……………………………………....2

NOTE: IF RESPONDENT OFFERS ANY REASON SUCH AS SIGHT OR HEARING PROBLEM, A WRITTEN OR VERBAL LANGUAGE PROBLEM, A CONCERN WITH NOT BEING ABLE TO COMMUNICATE EFFECTIVELY – THANK AND TERMINATE 

IMPORTANT:
The session is 2 hours in length, but we are asking that all participants arrive 10 minutes prior to the start time of the session. Are you able to be at the research facility 10 minutes prior to the session time?  

Yes.......1              

               No........2 – TERMINATE

All participants in this study are asked to bring to the group PICTURE IDENTIFICATION.  If you do not bring your personal identification then you will not be able to participate in the session and you will not receive the incentive fee.  Will you be bringing along your ID?

Yes.......1              

               No........2 – TERMINATE

The group discussion will last approximately 2 hours and we offer each participant $SEE BELOW in cash to cover their travel and displacement expenses. I should also tell you that the groups will be audio - taped for research purposes and members of the research team will be observing the discussion from an adjoining room. Your responses will not affect your present of future involvement with the federal government.  Your responses will also be administered in accordance with the Privacy Act and other applicable privacy laws.  The report that will be written will provide aggregate results only and no comments will be linked back to you.  The information regarding this research may be requested from the department of  Human Resources and Social Development under the Access to Information Act.  The project name is: Essential Skills Messaging Focus Groups (Spring 2006).  Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local Service Canada centres or at the following Internet address: http://infosource.gc.ca/ 

[   ] CHECK TO INDICATE YOU HAVE READ THE STATEMENT TO THE RESPONDENT.

DATE AND TIME:

GROUP 1 

GROUP 2


GROUP 3

GROUP 4 

MONDAY

MONDAY


TUESDAY 

TUESDAY 


 

APRIL 10TH, 

APRIL 10TH, 


APRIL 11TH, 

APRIL 11TH,  

5:30 PM 

7:30 PM 


5:30 PM 

7:30 PM 

GEN POP

LARGE EMPLOYERS

GEN POP

SME

HALIFAX

HALIFAX


TORONTO

TORONTO

GROUP 5

GROUP 6


GROUP 7

GROUP 8

WEDNESDAY 

WEDNESDAY 


WEDNESDAY 

WEDNESDAY 

APRIL 12th, 

APRIL 12TH, 


APRIL 19TH, 

APRIL 19TH, 

5:30 PM


7:30 PM 


5:30 PM 

7:30 PM 

GEN POP

LARGE EMPLOYERS

GEN POP

SME 

MONTREAL 

MONTREAL 


CALGARY

CALGARY

GROUP 9

GROUP 10

THURSDAY 

THURSDAY 

APRIL 20TH, 

APRIL 20TH ,


5:30 PM 

7:30 PM

GEN POP 

SME

VANCOUVER 

VANCOUVER 

INCENTIVE: 

GROUPS 1, 3, 5, 7 & 9 = $50 

GROUPS 2, 4, 6, 8 & 10 = $125 

LENGTH OF GROUP: 2 hours 

LOCATION:

Halifax – April 10th 

Focal Research

7071 Bayers Road,

Suite 326,

902.454.8856

Fax: 455.0109

Toronto – April 11th 

Research House

1867 Yonge St. Suite 200

416.488.2328

Fax: 488.2368

Montreal – April 12th 

MBA (Mayer, Bourbonnais & Aube)

1470 Peel Street,

Suite 800,

514.284.9644

Fax: 284.0668

Calgary – April 19th 

E-Style Studios 

1011 1st Street SW
Suite 520

403.770.0296

Fax: 668.7307

Vancouver – April 20th 

Vancouver Focus

1177 Hornby Street,

Main Floor,

604.689.5511

Fax: 689.2013

14439– SME

                  


Nom du répondant : _________________________________________________________

# résidence: ________________________________________________________________

# affaire :___________________________________________________________________

Courriel : ___________________________________________________________________

Groupe #: _________________Recruteur:________________________________________

Recrutez 12 par groupe


GROUPE 5 


GROUPE 6


 

MERCREDI


MERCREDI



 

12 AVRIL


12 AVRIL

    


  

17 H 30  


19 H 30 



 

POPULATION GÉNÉRALE
GRANDS EMPLOYEURS

MONTRÉAL


MONTRÉAL



FRANÇAIS


FRANÇAIS

 

Bonjour/Bonsoir, mon nom est________________ de Québec Recherches.  Nous menons présentement une recherche pour le Gouvernement du Canada.  Nous vous appelons aujourd’hui pour vous inviter à un groupe de discussion sur les questions d’actualités dans les nouvelles.  La discussion aura lieu mercredi, le 12 avril prochain.  Puis-je parler à une personne de votre foyer de 18 ans ou plus ?  Êtes-vous, vous-même, intéressé à participer à un groupe de discussion ?  (Si ‘non’, remerciez et terminez)

Nous demanderons à des personnes de s’asseoir avec d’autres personnes pour donner ses idées et opinions.  Nous mènerons plusieurs de ces sessions, et aimerions que vous y participiez.

Votre participation à cette recherche est entièrement volontaire et votre décision d’y participer ou non n’affectera en rien les interactions que vous pourriez avoir avec le gouvernement fédéral.  Toute information recueillie, utilisée et/ou dévoilée ne sera utilisée qu’à des fins de recherche seulement et seront traités conformément aux exigences de la Loi sur la protection des renseignements personnels.  Les noms des participants ne seront pas divulgués au gouvernement ou toute autre tierce personne.  En outre, le gouvernement recevra les résultats finals de l’étude sous forme de rapport, qui ne contiendra que l’ensemble de l’information sans vous identifier.  Puis-je continuer ?  (Si ‘non’, remerciez et terminez)

Puis-je vous poser quelques questions afin de voir si vous vous qualifiez pour cette étude? 



Oui………………….1



Non…………………2 – REMERCIEZ ET TERMINEZ

INDIQUEZ:
Homme................... 1 –  (6) PAR GROUPE – GROUPE POPULATION GÉNÉRALE SEULEMENT 



Femme................... 2  – (6) PAR GROUPE – GROUPE POPULATION GÉNÉRALE SEULEMENT

1.
Est-ce que vous-même ou un membre de votre foyer ou famille immédiate travaillez ou avez déjà travaillé dans l’un des domaines suivants :       





                                   1
                                        Déjà 






Non 

Oui 

Non 

Oui 

Recherche en marketing

(   )

(   )

(   )

(   )


Marketing


(   )

(   )

(   )

(   )


Relations publiques

(   )

(   )

(   )

(   )


Les médias (Presse, radio,TV)
(   )

(   )

(   )

(   )



Membre de l’ACTRA / l’UDA
(   )

(   )

(   )

(   )


Publicité



(   )

(   )

(   )

(   )

Gouvernement


(   )

(   )

(   )

(   )

Éducation


(   )

(   )

(   )

(   )


            
              SI OUI À N’IMPORTE QUEL DOMAINE CI-HAUT – REMERCIEZ ET TERMINEZ

DEMANDEZ À LA POPULATION GÉNÉRAL SEULEMENT

2a.
Nous devons regrouper les participants par groupe d’âge. Pour ce faire, pourrais-je avoir  votre âge exact s.v.p.



______________________  PRÉCISEZ
Moins de 25 ans…………...................1 


25 à 34 ans…………………………….2


35 à 44 ans…………………………….3            BON PARTAGE DANS CHAQUE GROUPE


45 à 54 ans…………………………….4


Plus de 55 ans…………………………5 
2b.
Quel est votre état civil? 


Marié / conjoint de fait……………....
1


Célibataire / div. / veuf / sép………..
2

DEMANDEZ À TOUS

3a.
Quel est votre statut d’emploi actuel présent? 


Employé à temps plein


(      ) | TOUS LES GROUPES


Employé à temps partiel


(      ) |

Femme au foyer 



(      ) – REMERCIEZ ET TERMINEZ POUR TOUS LES GROUPES

Étudiant 




(      ) – REMERCIEZ ET TERMINEZ POUR TOUS LES GROUPES

Retraité




(      ) – REMERCIEZ ET TERMINEZ POUR TOUS LES GROUPES 

Sans emploi pas à la recherche d’emploi
(      ) – REMERCIES ET TERMINEZ POUR TOUS LES GROUPES

Sans emploi à la recherche d’emploi      
(      ) – 6 POUR GROUPE 5 – PASSEZ À LA Q.3c

À la recherche d’emploi


(      ) – TERMINEZ POUR GROUPE 6

GROUPE 5 – POPULATION GÉNÉRALE 

TOUS DOIVENT ÊTRE SOIT EMPLOYÉ OU SANS EMPLOI / À LA RECHERCHE D’EMPLOI 

(PAS D’ÉTUDIANTS / RETRAITÉS / FEMMES AU FOYER)

GROUPE 6 – REPRÉSENTANTS D’EMPLOYEURS DE GRANDE COMPAGNIE 


TOUS DOIVENT ÊTRE EMPLOYÉS 
3b.
Quelle est votre occupation?


GROUPE 6 – TOUS DOIVENT ÊTRE DES PROPRIÉTAIRES / DIRECTEURS DES RESSOURCES HUMAINES 

__________________________________
_________________________________


Titre d’emploi
Type / nom de la compagnie


SI MARIÉ(E) : DEMANDEZ L’OCCUPATION DU CONJOINT(E) ?

__________________________________
_________________________________

              Titre d’emploi
          Type / nom de compagnie




S’IL Y A UN LIEN AVEC LE SUJET DU PROJET À LA Q.1  - REMERCIEZ ET TERMINEZ

DEMANDEZ AUX SANS EMPLOI SEULEMENT

3c.
Vous avez mentionné être présentement sans emploi.  Depuis combien de temps êtes-vous sans emploi?


______________________________ - PRÉCIEZ – DOIT MENTIONNER MOINS D’UN AN

DEMANDEZ À TOUS

4a.
Pouvez-vous me dire votre niveau d’éducation le plus élevé que vous avez complété?

            
Secondaire en partie........................1
            
Secondaire complété..............……..2 
            
Cégep/Université en partie..............3 – REMERCIEZ ET TERMINEZ POUR LE GROUPE 5

            
Cégep/Université complété….……..4 – REMERCIEZ ET TERMINEZ POUR LE GROUPE 5

4b.
À peu près combien d’employés sont à l’emploi au sein de votre organisation? 


_____________________________ PRÉCISEZ 

Moins de 4………………………………
1 – THANK AND TERMINATE



4 à 14 ………………………………..
2 


15 à 29 ……………………………….
3


30 à 44……………………………….
4       TOUS DANS LES GROUPES 5 & 6 DOIVENT MENTIONNER SI EMPLOYÉ 

 
45 à 59………………………………..5       ASSUREZ UN BON PARTAGE DES NOMBRES D’EMPLOYÉS 


60 à 74………………………………..
6       (PETITES / MOYENNES / GRANDES)


75 à 99 ……………………………….7



100 à 124 …………………………….8 

125 à 149…………………………….
9 


150 à 174 ……………………………10      REMERCIEZ ET TERMINEZ

175 à 199 ……………………………11


200 et plus…...………………………12
5.
Dans quelle industrie est la compagnie pour laquelle vous êtes employés?


Manufacturier………………………...
..............
1


Construction …………………………..............
2


Détail………………………………….
...............3


Réparation automobile……………..................4


Transport ….........…………………..................5


Service alimentaire…………………................
6


Service de nettoyage et d’entretien................
7


Autre______________________________
8 – VÉRIFIEZ AVEC VOTRE SUPERVISEUR

DEMANDEZ À LA POPULATION GÉNÉRALE (GROUPE 5) SEULEMENT: AUTRES PASSEZ À LA Q. 7

6a.
À quel point êtes-vous satisfait avec le niveau de vos compétences suivantes? 
	

	TRÈS SATISFAIT
	ASSEZ  SATISFAIT
	PAS TRÈS  SATISFAIT
	PAS DU TOUT SATISFAIT

	Lire 
	
	
	
	

	Utiliser des documents
	
	
	
	

	 Mathématique
	
	
	
	

	Écrire
	
	
	
	

	Communication orale
	
	
	
	

	Travailler en équipe
	
	
	
	

	Régler des problèmes
	
	
	
	

	Utiliser un ordinateur
	
	
	
	

	
	
	
	
	



TERMINEZ SI LES RÉPONDANTS RÉPONDENT “TRÈS SATISFAIT” OU “ASSEZ SATISFAIT” À TOUS SUR LA LISTE 

6b.
Pourriez-vous me donner une note pour l’énoncé suivant, sur une échelle de 1 à 7, où 1 signifie que vous n’êtes pas d’accord et 7 signifie que vous êtes d’accord. 


”Je suis intéressé à prendre une formation ou une éducation continue afin d’améliorer mes compétences”



TERMINEZ SI 1 – 4 MENTIONNÉ                 DOIT MENTIONNER 5 À 7


               | 1                 2                  3                   4           ||     5                 6                    7 |

                              PAS D’ACCORD                                                                           D’ACCORD
DEMANDEZ AU GROUPE 6 SEULEMENT– AUTRES PASSEZ À LA Q. 9 

7.
Votre compagnie emploie-t-elle des individus dont vous avez l’impression qu’ils ont un manque de diverses compétences essentielles, telles que lire un texte, utiliser un document, écrire, communication orale, travailler avec les autres, apprendre continuellement, capacité de raisonnement, utiliser un ordinateur, etc? 


Oui…………………………
1


Non……………………….
2 – REMERCIEZ ET TERMINEZ 

8a.
Selon votre estimation combien y a-t-il d’employés dans cette catégorie?



Moins de 5…………….......
1 – REMERCIEZ ET TERMINEZ

6 à 10 ……………………...
2


11 à 15 ……………………
3



16 à 20 …………………….
4


21 à 25 …………………….
5



26 à 30……………………..
6 


Plus de 30 ………………...
7

8b.
Pourriez-vous me donner une note pour l’énoncé suivant, sur une échelle de 1 à 7, où 1 signifie que vous n’êtes pas d’accord et 7 signifie que vous êtes d’accord. 


“Ma compagnie serait intéressée à voir ces employés suivre une formation ou une éducation continue”


TERMINEZ SI 1 – 4 MENTIONNÉ                         DOIT MENTIONNER 5 À 7


| 1                 2                  3                   4           ||     5                 6                    7 |
              PAS D’ACCORD                                                                            D’ACCORD
9.
À quel groupe ethnique appartenez-vous? 


__________________________________________________________________


ASSUREZ UN BON PARTAGE DE GROUPE ETHNIQUE DANS LE GROUPE 5 

Les prochaines questions font appel à votre imagination. Les questions sont pour le plaisir seulement et sentez-vous libre de répondre comme vous voulez étant donné qu’il n’y a pas de bonne ou mauvaise réponse. 

10. 
 Quel serait la première chose que vous feriez, si vous gagniez un million de dollars? 


__________________________________________________________________________________


__________________________________________________________________________________

11.
Si vous étiez un livre dans une bibliothèque, quel livre seriez-vous et POURQUOI?


__________________________________________________________________________________


__________________________________________________________________________________

         RÉPOND INSTANTANÉMENT

         TRÈS SÛRE DE LUI/D’ELLE-MÊME

         ENTHOUSIASTE

         ENTREPREND UNE BONNE CONVERSATION

NOTE:  PAYEZ UNE ATTENTION PARTICULIÈRE AUX RÉPONSES DES RÉPONDANTS – RECHERCHEZ UNE RÉPONSE ÉLABORÉE. LES RÉPONSES DOIVENT ÊTRE CRÉATIVES. CHERCHEZ UN SENS DE L’IMAGINATION ET UN SENS DE LA CRÉATIVITÉ/PARTICIPATION.

12.
Nous demandons aux participants du groupe de discussion d’émettre leurs opinions et leurs idées devant d’autres personnes.  Jusqu’à quel point êtes-vous confortable de le faire?  Êtes-vous... 

 
 Très confortable.......…….…...1 – MIN 50% PAR GROUPE

    
 Confortable...............….....…..2


 Plutôt confortable....................3


 Pas très confortable...............4|- REMERCIEZ ET TERMINEZ

     
 Très inconfortable…...……....5|- REMERCIEZ ET TERMINEZ

13a. 
Avez-vous déjà participé à un groupe de discussion ou une entrevue face-à-face pour lequel vous avez reçu une somme d’argent, ici ou tout autre endroit?


Oui.......................................... 1 – MAX (50%) PAR GROUPE

               Non.........................................2 – PASSEZ À LA Q.14a

13b.
À quand remonte votre dernière participation?

  
____________________________________________________

TERMINEZ SI AU COURS DES 6 DERNIERS MOIS 

13c.
À combien de groupe de discussions ou d’entrevue face-à-face avez-vous participé au cours des 5 dernières années?  

_______________________________________________  

(PRÉCISEZ) SI PLUS DE 5 – REMERCIEZ ET TERMINEZ
13d.
Pouvez-vous me dire le(s) sujet(s) discuté(s)? 

 ________________________________________________________________                    

             
SI GOUVERNEMENT -  REMERCIEZ ET TERMINEZ

14.
Avez-vous été invité à un autre groupe de discussion ou entrevue face-à-face prochainement? 


Oui………………………………….....
1 – REMERCIEZ ET TERMINEZ


Non…………………………………....
2

15.
Parfois, nous demandons aux participants de répondre à un questionnaire par écrit ou de regarder une publicité à la télévision.  Y a-t-il une raison pour laquelle vous ne pourriez pas y participer?


Oui………………………………….....
1 – REMERCIEZ ET TERMINEZ


Non…………………………………....
2

NOTE : TERMINEZ SI LE RÉPONDANT OFFRE UNE RAISON TEL QU’UN PROBLÈME VISUEL OU AUDITIF, UN PROBLÈME DE LANGUE PARLÉE OU ÉCRITE, UNE PRÉOCCUPATION QUANT À SA CAPACITÉ DE COMMUNIQUER ÉFFICACEMENT – REMERCIEZ ET TERMINEZ 

IMPORTANT :

La session durera 2 heures, cependant nous vous demandons d’arriver 10 minutes à l’avance.  Seriez vous en mesure de vous 

présenter à la salle de recherche 10 minutes avant la session?
Oui.........1              

            
Non....... 2 – TERMINEZ
Tous les participants sont demandés d’apporter une piÈce d’identitÉ au groupe. Si vous n’apportez pas une pièce d’identité, vous ne pourrez pas participer au groupe et ne recevrez pas d’incitatif. Allez-vous pouvoir amener une pièce d’identité ?

Oui.........1              

            
Non....... 2 – TERMINEZ

Le groupe de discussion durera à peu près 2 heures et en guise de remerciement pour votre participation, vous recevrez la somme de VOIR CI-DESSOUS pour couvrir vos frais de voyagement et déplacement.  Je dois aussi vous dire que les groupes seront enregistrés sur support audio pour les besoins de la recherche et que des membres de l’équipe de recherche observeront la discussion d’une salle voisine.  Tout ce que vous direz n’affectera en aucun cas votre intéraction présente ou futur avec le gouvernement fédéral.  Vos réponses seront traitées conformément aux exigences de la Loi sur la protection des renseignements personnels.  Le rapport qui sera émis ne contiendra que l’ensemble de l’information et aucun commentaire ne sera lié à vous.  L’information par rapport à cette étude peut être demandé par le département des Ressources Humaines et Développement social Canada sous la Loi sur l’accès à l’information.  Le nom du projet est :  groupes de discussion ‘Essential Skills Messaging’  (printemps 2006).  Les instructions pour faire une demande formelle vous sont procurées dans la publication d’Info Source, dont des copies sont retrouvées dans des centres locaux de Service Canada ou à l’adresse internet suivante: http://infosource.gc.ca/ 

[   ] COCHEZ POUR INDIQUER QUE VOUS AVEZ LU L’ÉNONCÉ AU RÉPONDANT.

GROUPE 5 


GROUPE 6


 

MERCREDI


MERCREDI



 

12 AVRIL


12 AVRIL

    


  

17 H 30  


19 H 30 



 

POPULATION GÉNÉRALE
GRANDS EMPLOYEURS

MONTRÉAL


MONTRÉAL



FRANÇAIS


FRANÇAIS

 

INCITATIF : 

GROUPE 5 =  50.00$

GROUPE 6 = 125.00$

DURÉE DU GROUPE :  2 HEURES

LIEU :

Montréal 

AdHoc

1250, rue Guy

Bureau 900

Montréal

514.937.4040

Télécopieur : 514.935.7700

14648 - NOC






Respondent Name:
_________________________________________________________





Home Phone #: _________________________________________________________________





Business Phone #: ______________________________________________________________





E-Mail:_________________________________________________________________________





Group #:_______________________ Recruiter:_______________________________________

Recruit 12 per group 

GROUP 1 

GROUP 2


GROUP 3

GROUP 4 

THURSDAY 

THURSDAY


WEDNESDAY 

WEDNESDAY 


 

JUNE 22, 

JUNE 22, 


JUNE 21, 

JUNE 21  

5:30 PM 

7:30 PM 


5:30 PM 

7:30 PM 

SM/MED. EMPLS.
SM/MED. EMPLS.

SM/MED. EMPLS.
SM/MED.EMPLS.

OTTAWA

OTTAWA


HALIFAX

HALIFAX

(ENGLISH)

(FRENCH)

GROUP 5

GROUP 6




MONDAY

MONDAY 


 

JUNE 19, 

JUNE 19TH, 


 

5:30 PM


7:30 PM 


 

SM/MED EMPLS.
SM/MED. EMPLS.


 

VANCOUVER 

VANCOUVER 



Hello, I'm ________________ from Research House.  We are conducting research for the Government of Canada.  We are telephoning to invite medium-seized business owners and human resource managers to attend a group discussion on human resources TRAINING issues. The discussion will be held on (See above date).  May I speak to the Owner or HR manager please? (If “no”, thank and terminate)
We will be asking a small number of business owners and HR managers like you to sit down and give ideas and opinions about human resource management issues. We are having a number of these sessions across Canada, including in your city and we would be delighted to having your participation.

Your participation is completely voluntary and your decision to participate or not will not affect any dealings you may have with the federal Government.  The information is being collected under the authority of the Privacy Act and other applicable privacy laws.  The full names of participants will not be provided to the government or any other third party.  Also, the government will only receive the final results of the study in the form of a report, which will contain non-identifying aggregate information.  May I continue?  (If “no”, thank and terminate)

I would like to take 5 minutes of your time right now to ask you a few questions to see if you fit the profile of the type of people we are looking for in this research.




Yes…………………………………..1




No……………………………………2 – THANK AND TERMINATE 

INDICATE: 

Male………………………………..1 – AS IT FALLS 




Female…………………………….2 – AS IT FALLS 
1.
Are you or is any member of your household or immediate family employed in, or ever been employed in:







1



Ever 






No 

Yes 

No 

Yes 

Market Research


(   )

(   )

(   )

(   )


Marketing


(   )

(   )

(   )

(   )


Public Relations


(   )

(   )

(   )

(   )


Any media (Print, Radio, TV)
(   )

(   )

(   )

(   )



A member of ACTRA

(   )

(   )

(   )

(   )


Advertising


(   )

(   )

(   )

(   )


Government 


(   )

(   )

(   )

(   )


Education 


(   )

(   )

(   )

(   )

IF YES TO ANY OF THE ABOVE – THANK AND TERMINATE

2a. 
Could you please tell me how comfortable you are using the internet?


Very comfortable………………………….1


Comfortable ……………………………….2 


Not very comfortable……………………..3 – THANK AND TERMINATE 


Not at all comfortable……………………..4 – THANK AND TERMINATE 

2b.
As I mentioned, we are looking to invite owners and HR managers to a discussion about human resource training issues. Can you please tell me which of the following six choices best describes your role in the organization with respect to decision-making around human resource training issues? 

Owner, with responsibility for making all HR training decisions (   )

Owner with responsibility for making most HR training decisions (   )

Owner with little or no responsibilities for making HR training decisions (   ) – THANK AND TERMINATE AND ASK TO SPEAK WITH THE HR MANAGER  

HR manager with responsibility for making all HR training decisions (   )

HR manager with responsibility for making most HR training decisions (   )

HR manager with no responsibility for making most HR training decisions (   ) --  THANK AND TERMINATE AND ASK TO SPEAK WITH OWNER

Not an owner and have no HR responsibilities (   ) – THANK AND TERMINATE AND ASK TO SPEAK WITH OWNER OR HR MANAGER

3.
Approximately, how many employees are there employed within your organization FULL-TIME?


_____________________________ SPECIFY 


Under 10………………………………1 – THANK AND TERMINATE


10 – 24 ……………………………….2


25 – 35 ……………………………..
2 


36 – 50 ……………………………….
3
ENSURE A GOOD MIX OF EMPLOYEE SIZES

 51– 75……………………………….
4       
SEE NOTE BELOW 


76 – 100…………………………..…..5       

101 – 150…………………………..
6       


Over 150………………………………7 – THANK AND TERMINATE


ALL MUST HAVE 10 – 150 EMPLOYEES



MAJORITY TO HAVE FROM 25 – 75 EMPLOYEES


WITH EQUAL REPRESENTATION FROM 10 – 24 and 76 – 150 

4.
Does your company employ any individuals whom you feel lack various essential skills, such as reading text, document use, writing, oral communication, working with others, continuous learning, thinking skills, computer use etc?



Yes…………………………
1


No………………………….
2 – THANK AND TERMINATE 

5.
Approximately what percent of your employees would say lack some essential skills?



Under 5%……………………1 – THANK AND TERMINATE

6 – 15% …………………….2


16 – 25%……………………3



26 – 35% …………………..4


36 – 50% …………………..5



Over 50% ………………… 6

6.
Could you please rate the following statement on a scale from 1 to 7, on this scale 1 would be disagree and 7 would be agree.


“My company would be interested in assisting employees to take training or further their education in order to improve their essential skills”



 TERMINATE IF 1 – 4 MENTIONED                          MUST MENTION 5 - 7


               | 1                 2                  3                   4           ||     5                 6                    7 |

                              DISAGREE                                                                                              AGREE

7.
In what industry is your company/organization with which you are employed? ENSURE A GOOD MIX


Manufacturing………………………..
1


Construction …………………………
2


Retail………………………………….
3


Hotel/hospitality………………………4

Automotive Repair…………………..
5


Transportation ………………………
6


Food Service…………………………
7


Other (specify)__________________9 

8.
May I please have the company/organization’s name?


______________________________________ - SPECIFY
9.
Participants in group discussions are asked to voice their opinions and thoughts, how comfortable are you, in voicing your opinions in front of others?
 Are you….


Very Comfortable……………………………1 – MIN 50% PER GROUP

Comfortable………………………………….2

Fairly Comfortable…………………………..3


Not Very Comfortable……………………….4 – THANK AND TERMINATE 


Very Uncomfortable…………………………5 – THANK AND TERMINATE 

10.
Have you ever attended a focus group or one to one discussion for which you have received a sum of money, here or elsewhere?


Yes…………………………………………….1 – MAX (50%) PER GROUP

No……………………………………………...2 – SKIP TO Q. 14a
11.
When did you last attend one of these discussions?


___________________________________________________________


TERMINATE IF IN THE PAST 12 MONTHS 

12.
How many focus group or one –to-one discussions have you attended in the past 5 years?



__________________________________


(SPECIFY) IF MORE THAN 5 – THANK AND TERMINATE 

13.
Would you please tell me the topics discussed?


_____________________________________________________________________________________________


IF GOVERNMENT –  THANK AND TERMINATE 

14.
Have you been invited to another of these focus groups or interviews in the near future?


Yes……………………………………..1 – THANK AND TERMINATE 


No……………………………………....2

15.
Sometimes participants are asked to write out their answers on a questionnaire or watch a TV commercial during the discussion.  Is there any reason why you could not participate?


Yes……………………………………..1 – THANK AND TERMINATE 


No……………………………………....2

NOTE: IF RESPONDENT OFFERS ANY REASON SUCH AS SIGHT OR HEARING PROBLEM, A WRITTEN OR VERBAL LANGUAGE PROBLEM, A CONCERN WITH NOT BEING ABLE TO COMMUNICATE EFFECTIVELY – THANK AND TERMINATE 

IMPORTANT:
The session is 2 hours in length, but we are asking that all participants arrive 10 minutes prior to the start time of the session. Are you able to be at the research facility 10 minutes prior to the session time?  

 Yes.......1              

               No........2 – TERMINATE

All participants in this study are asked to bring to the group PICTURE IDENTIFICATION.  If you do not bring your personal identification then you will not be able to participate in the session and you will not receive the incentive fee.  Will you be bringing along your ID?

Yes.......1              

               No........2 – TERMINATE

The group discussion will last approximately 2 hours and we offer each participant a $125.00 in cash to cover their travel and displacement expenses. I should also tell you that the groups will be audio - taped for research purposes and members of the research team will be observing the discussion from an adjoining room. Your responses will not affect your present of future involvement with the federal government.  Your responses will also be administered in accordance with the Privacy Act and other applicable privacy laws.  The report that will be written will provide aggregate results only and no comments will be linked back to you.  The information regarding this research may be requested from the department of Human Resources and Social Development under the Access to Information Act.  The project name is: Essential Skills Messaging Focus Groups (Spring 2006).  Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local Service Canada centres or at the following Internet address: http://infosource.gc.ca/ 

[   ] CHECK TO INDICATE YOU HAVE READ THE STATEMENT TO THE RESPONDENT.
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               GROUP 4 
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WEDNESDAY 
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7:30 PM 


5:30 PM 

7:30 PM 

SM/MED. EMPLS.
SM/MED. EMPLS.

SM/MED. EMPLS.
SM/MED.EMPLS.

OTTAWA

OTTAWA


HALIFAX

HALIFAX

(ENGLISH)

(FRENCH)
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MONDAY

MONDAY 


 

JUNE 19, 

JUNE 19TH, 


 

5:30 PM


7:30 PM 


 

SM/MED EMPLS.
SM/MED. EMPLS.


 

VANCOUVER 

VANCOUVER 



INCENTIVE: $125 

LENGTH OF GROUP:  2 hours 

LOCATIONS:

Ottawa - June 22ND  

EKOS Research 

99 Metcalfe Street,

Suite 1100,

613.235.7215

Fax: 235.8498

Halifax - June 21ST  

Focal Research

7071 Bayers Road,

Suite 326,

902.454.8856

Fax: 455.0109

Vancouver - June 19TH    

Vancouver Focus

1177 Hornby Street,

Main Floor,

604.689.5511

Fax: 689.2013

14670 – ESII

Nom du répondant : _________________________________________________________

# résidence : ________________________________________________________________

# affaire :___________________________________________________________________

Courriel : ___________________________________________________________________

Groupe # : _________________Recruteur :________________________________________

Recruter 12 participants par groupe

GROUPE 2




JEUDI





22 JUIN
 




19H30 





EMPL. PETITS/MOYENS



OTTAWA




(FRANÇAIS)

Bonjour/Bonsoir, mon nom est________________ de Québec Recherches.  Nous menons présentement une recherche pour le Gouvernement du Canada.  Nous vous appelons aujourd’hui pour inviter des propriétaires de PME et des gestionnaires de ressources humaines à un groupe de discussion au sujet de questions qui touchent la FORMATION des ressources humaines.  La discussion aura lieu le 22 juin prochain.  Puis-je parler au propriétaire ou au gestionnaire des ressources humaines?  (Si ‘non’, remerciez et terminez)

Nous demanderons à un nombre restreint de propriétaires et de gestionnaires des ressources humaines de s’asseoir avec d’autres personnes pour donner leurs idées et opinions au sujet de questions qui touchent la formation des ressources humaines.  Nous mènerons plusieurs de ces séances à travers le Canada, et aimerions que vous participiez à une de celles qui se déroulera à Ottawa.

Votre participation à cette recherche est entièrement volontaire et votre décision d’y participer ou non n’affectera en rien les interactions que vous pourriez avoir avec le gouvernement fédéral. Toute information recueillie, utilisée et/ou dévoilée ne sera utilisée qu’à des fins de recherche seulement et sera traitée conformément aux exigences de la Loi sur la protection des renseignements personnels et toutes autres lois applicables.  Les noms des participants ne seront pas divulgués au gouvernement ni à toute autre tierce personne.  En outre, le gouvernement recevra les résultats finals de l’étude sous forme de rapport, qui ne contiendra que l’ensemble des informations sans vous identifier.  Puis-je continuer?  (Si ‘non’, remerciez et terminez)

J'aimerais prendre 5 minutes de votre temps pour vous poser quelques questions afin de voir si vous vous qualifiez pour cette étude? 



Oui………………….1



Non…………………2 – REMERCIEZ ET TERMINEZ

PRÉCISEZ:
Homme................... 1 –  SELON LE SORT 



Femme................... 2  – SELON LE SORT

1.
Est-ce que vous-même ou un membre de votre foyer ou famille immédiate travaillez ou avez déjà travaillé dans l’un des domaines suivants :       





                                   1
                                        Déjà 






Non 

Oui 

Non 

Oui 


Recherche en marketing

(   )

(   )

(   )

(   )


Marketing


(   )

(   )

(   )

(   )


Relations publiques

(   )

(   )

(   )

(   )


Les médias (Presse, radio,TV)
(   )

(   )

(   )

(   )



Membre de l’ACTRA / l’UDA
(   )

(   )

(   )

(   )


Publicité



(   )

(   )

(   )

(   )

Gouvernement


(   )

(   )

(   )

(   )

Éducation


(   )

(   )

(   )

(   )

SI OUI À N’IMPORTE QUEL DOMAINE CI-DESSUS – REMERCIEZ ET TERMINEZ

2a. 
Pourriez-vous me dire à quel point vous êtes confortable à utiliser l'internet?  


Très confortable………………………..............1


Confortable ……………………………….........
2 


Pas très confortable……………………...........
3 – REMERCIEZ ET TERMINEZ


Pas du tout confortable……………………....
4 – REMERCIEZ ET TERMINEZ

2b.
Comme je vous le disais, nous voulons inviter des propriétaires de PME et des gestionnaires de ressources humaines à une discussion au sujet de questions qui touchent la formation des ressources humaines. Pouvez-vous me dire lequel parmi les six choix suivants décrit le mieux votre rôle dans votre organisation en ce qui à trait à la formation des ressources humaines? 

Propriétaire responsable de prendre toutes les décisions en ce qui à trait à la formation des RH 


(   )

Propriétaire responsable de prendre la plupart des décisions en ce qui à trait à la formation des RH


(   )


Propriétaire avec peu ou aucune responsabilité de prendre des décisions en ce qui à trait à la formation des RH 
(   ) – 
TERMINEZ ET DEMANDEZ À ÊTRE TRANSFÉRÉ AU GESTIONNAIRE DES RH  

Gestionnaire des RH responsable de prendre toutes les décisions en ce qui à trait à la formation des RH  
  
(   )

Gestionnaire des RH responsable de la plupart des décisions en ce qui à trait à la formation des RH

(   )

Gestionnaire des RH avec aucune responsabilité de prendre des décisions en ce qui à trait à la formation des RH 
(   ) – TERMINEZ ET DEMANDEZ À ÊTRE TRANSFÉRÉ AU GESTIONNAIRE DES RH

N'est pas propriétaire et n'a aucune responsabilité en ce qui à trait aux RH 
(   ) – TERMINEZ ET DEMANDEZ À ÊTRE TRANSFÉRÉ AU GESTIONNAIRE DES RH OU AU PROPRIÉTAIRE

3.
Environ combien d’employés à TEMPS PLEIN votre entreprise emploie-t-elle?


_____________________________ PRÉCISEZ 


Moins de 25…………………………
1 – REMERCIEZ ET TERMINEZ



25 – 35 ………………………………..2 


36 – 50 ……………………………….
3      


51 – 75………………………………..
4      TOUS DOIVENT ASSURER D’UN BON MÉLANGE DE NOMBRE D’EMPLOYÉS


76 – 100…………………………..…..5       


101– 150……………………………..
6      


Plus de 150…………………………...7 – REMERCIEZ ET TERMINEZ

4.
Est-ce que votre entreprise emploie des individus dont vous pensez ont un certain manque de compétences essentielles, telles que la lecture des textes, utilisation de documents, rédaction, communication verbale, travail d'équipe, formation continue, capacité de raisonnement, utilisation d'un ordinateur, etc? 



Oui…………………………
1


Non……………………..….
2 – REMERCIEZ ET TERMINEZ

5.
À peu près quel pourcentage de vos employés diriez-vous ont un certain manque de compétences essentielles?  



Moins de 5%………....……
1 – REMERCIEZ ET TERMINEZ


6 – 15% …………...........…2


16 – 25%…………......……
3



26 – 35% ……………..…...
4


36 – 50% ………………….
5



Plus de 50% ……………....6

6.
Pour l'énoncé suivante, veuillez me donner une note sur une échelle de 1 à 7, dont 1 signifie en désaccord et 7 signifie en accord.  


“ Mon entreprise serait intéressé à assister ses employés à prendre une formation ou de continuer leur éducation en sorte d'améliorer leurs compétences essentielles”



 TERMINEZ SI 1 – 4 MENTIONNÉ                           DOIT MENTIONNER 5 - 7


               | 1                 2                  3                   4           ||     5                 6                    7 |

                              EN DÉSACCORD                                                                           EN ACCORD

7.
Dans quelle industrie œuvre l’entreprise ou l’organisation pour laquelle vous travaillez? S’ASSURER D’UN BON ÉQUILIBRE


Fabrication….……………………………………………..
1


Construction …………………………
……………………2


Détail………………………………….
……………………3


Hôtel/hébergement…..……………………………………4

Réparations automobiles…………..……………………..5


Transport……. ………………………
…………………….6


Services alimentaires.………………
…………………….7


Autre (préciser)_______________________________8       

8.
Pourriez-vous me donner le nom de votre entreprise ou organisation?


______________________________________ - PRÉCISEZ

9.
Nous demandons aux participants du groupe de discussion d’émettre leurs opinions et leurs idées devant d’autres personnes.  Jusqu’à quel point êtes-vous confortable de le faire?  Êtes-vous... 


 Très confortable.......…….…...1 – MIN 50 % PAR GROUPE

    
 Confortable...............….....…..2


 Plutôt confortable....................3


 Pas très confortable...............4|- REMERCIEZ ET TERMINEZ

     
 Très inconfortable…...……....5|- REMERCIEZ ET TERMINEZ

10. 
Avez-vous déjà participé à un groupe de discussion ou une entrevue face-à-face pour lequel vous avez reçu une somme d’argent, ici ou tout autre endroit?


Oui.......................................... 1 – MAX (50 %) PAR GROUPE

               Non.........................................2 – PASSEZ À LA Q.14

11.
À quand remonte votre dernière participation?

  
____________________________________________________

TERMINEZ SI AU COURS DES 12 DERNIERS MOIS 

12.
À combien de groupe de discussions ou d’entrevue face-à-face avez-vous participé au cours des 5 dernières années?  

_______________________________________________  

(PRÉCISEZ) SI PLUS DE 5 – REMERCIEZ ET TERMINEZ

13.
Pouvez-vous me donner le(s) sujet(s) discuté(s)? 

 ________________________________________________________________                    

             
SI GOUVERNEMENT -  REMERCIEZ ET TERMINEZ

14.
Avez-vous été invité à un autre groupe de discussion ou entrevue face-à-face prochainement? 


Oui………………………………….....
1 – REMERCIEZ ET TERMINEZ


Non…………………………………....
2

15.
Parfois, nous demandons aux participants de répondre à un questionnaire par écrit ou de regarder une publicité à la télévision.  Y a-t-il une raison pour laquelle vous ne pourriez pas y participer?


Oui………………………………….....
1 – REMERCIEZ ET TERMINEZ


Non…………………………………....
2

REMARQUE : TERMINEZ SI LE RÉPONDANT OFFRE UNE RAISON TELLE QU’UN PROBLÈME VISUEL OU AUDITIF, UN PROBLÈME DE LANGUE PARLÉE OU ÉCRITE, UNE PRÉOCCUPATION QUANT À SA CAPACITÉ DE COMMUNIQUER EFFICACEMENT – REMERCIEZ ET TERMINEZ 

IMPORTANT :

La séance durera 2 heures et demie, cependant nous vous demandons d’arriver 10 minutes à l’avance.  Serez vous en mesure de vous présenter à la salle de recherche 10 minutes avant la séance?

Oui.........1              

            
Non....... 2 – TERMINEZ

Tous les participants sont demandés d’apporter une piÈce d’identitÉ AVEC PHOTO au groupe. Si vous n’apportez pas une pièce d’identité, vous ne pourrez pas participer au groupe et ne recevrez pas d’incitatif. Allez-vous pouvoir amener une pièce d’identité ?

Oui.........1              

            
Non....... 2 – TERMINEZ

Le groupe de discussion durera environ 2 heures et en guise de remerciement pour votre participation, vous recevrez la somme de  125.00 $ pour couvrir vos frais de déplacement. Je dois aussi vous dire que les groupes seront enregistrés sur support audio pour les besoins de la recherche et que des membres de l’équipe de recherche observeront la discussion d’une salle voisine. Tout ce que vous direz n’affectera en aucun cas votre interaction présente ou future avec le gouvernement fédéral. Vos réponses seront traitées conformément aux exigences de la Loi sur la protection des renseignements personnels et toutes autres lois applicables. Le rapport qui sera émis ne contiendra que l’ensemble de l’information et aucun commentaire ne sera lié à vous. L’information par rapport à cette étude peut être demandée par le département des Ressources Humaines et Développement social Canada sous la Loi sur l’accès à l’information. Le nom du projet est : Groupe de discussion sur la transmission de messages des compétences essentielles (Printemps 2006). Les instructions pour faire une demande formelle vous sont procurées dans la publication d’Info Source, dont des copies sont retrouvées dans des centres locaux de Service Canada ou à l’adresse suivante : http://infosource.gc.ca/ 

[   ] COCHEZ POUR INDIQUER QUE VOUS AVEZ LU L’ÉNONCÉ AU RÉPONDANT.
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INCITATIF : 125.00 $ 

DURÉE DE LA SÉANCE :  2 heures

LIEU :

Ottawa – 22 juin  

EKOS Research 

99 rue Metcalfe,

Bureau 1100,

613.235.7215

Télécopieur: 235.8498


Essential skills Focus groups

final guide — employers 

March 21, 2006

1.
Introduction (5 minutes)

Hello, my name is Pat from Ekos [briefly describe the contractor]. We have been contracted by the government of Canada to conduct a discussion group for message testing. Participation in this focus group is voluntary. Your responses will not affect your present of future involvement with the federal government. Your responses will also be administered in accordance with the privacy act and other applicable privacy laws. The report that will be written will provide aggregate results only and no comments will be linked back to you. 
· Purpose of the discussion.

· Explanation of format and “ground rules”:

· Discussions are being audio taped and observed by members of the research team. Your comments will remain confidential.

· Please try to speak one at a time.

· There aren’t any right or wrong answers to the things we’ll be talking about — we’re just looking for your honest opinions.

· It’s okay to disagree. Please speak up even if you think you’re the only one who feels a certain way about an issue. It’s also okay, though, if you change your mind based on things you hear or new information.

· Moderator’s role: raise issues for discussion, watch for time and make sure everyone has a chance to participate.
· Participant introductions: First name; nature of business and role within company.

2.
Ice-Breaker & Current Approach to Learning/Training (10 minutes)
1.
What would you say is the biggest challenge facing companies like yours today?

· How much of a challenge is finding and keeping skilled employees? 

· What approach/strategy do you have for dealing with this challenge?

2.
How do you approach employee training and learning? What is your philosophy?

· How important is employee training/learning to your company?

· Do you have a mainly formal or informal approach?

· How do you determine employee-training needs?

· What type of training/learning do you provide (e.g., on-the-job vs. classroom training, in-house vs. off-site training)?

· How is the responsibility for training/learning shared between the company and the employees? 

3.
Corporate Learning Goals 
(10 minutes) 

3.
I’m wondering if your company has any medium to long-term learning or training goals?

· Certification of a certain percentage of employees

· ISO 

· Everyone will have at least a high school diploma

· Everyone will learn to operate at least two pieces of equipment

· Improvement of essential skills

· Other? 

4.
What are some of the key challenges you face with respect to employee training and learning?

· Lack of financial resources

· Inability to give employees time off to train/learn

· Fear of poaching/employees getting other jobs

· Uncertainty about benefits/pay-off of training/learning

· Do not have in-house knowledge/expertise to develop a plan/approach to training/leaning

· Not sure how to assess training/leaning needs

· Lack of information/not sure how to proceed

· Other? 

4.
Role and Credibility of Government (5 minutes) 

5.
Have you ever contacted a government agency or department to deal with your training/learning needs, read government publications, visited a government training/learning-related web site, obtained government advice or funding, or used government-developed tools related to training and learning? 

· [If yes:] Which ones? How satisfied were you with these?

· [If not:] Why not?

6.
How good or credible of a source would say the Government of Canada is to advise/help businesses with HR issues such as training and learning? Why do you say that? 

5.
Intuitiveness of the Essential Skills Concept (25 minutes)

7.
Had you ever heard the term “essential skills” prior to being invited to participate in this group discussion?

· If yes: From where?

8.
What is your understanding of essential skills when it’s talked about in relation to employees, training/learning, productivity, competitiveness, etc. (e.g., compared to a high school or college diploma, trade certification or learning to operate a specific computer program or piece of equipment)? 

· What do these other terms mean to you (e.g., familiarity, meaning, connotation)

· Literacy

· Basic skills

· Soft skills

· Transferable skills.

Essential Skills are the skills needed for work, learning and life. They provide the foundation for learning all other skills and enable people to grow with their jobs and adapt to workplace change. There are nine essential skills: Reading Text, Document Use, Numeracy, Writing, Oral Communication, Working with Others, Thinking Skills, Computer Use and Continuous learning. I should also tell you that essential skills levels range from 1 to 5 and that most jobs require level 3 in a majority of the skills categories (e.g., a writing level for a bike courier might be 2, it might be 3 for a sales person and 5 for a journalist). Also, jobs require different levels of the nine essential skills. So for example, a car salesperson might need level 2 writing, level 3 computer use, and level 5 for oral communication. 

9.
Before we go any further, let’s generate a few examples of what the nine essential skills could mean in your company. Can you give us one simple and one more complicated example of how your employees have to use some of the nine essential skills in a job (e.g., Writing: filling out weigh bills, writing employee evaluations, Numeracy: filling out a time sheet, and calculating sales commission)? PROBE UNDERSTANDING OF THE 9 ESSENTIAL SKILLS

· What do you think of the concept of essential skills? 

· How is it different than some of the other types of learning and training we’ve been discussing (e.g., trade certification, diploma/degree, operating a specific piece of equipment, etc.)?

· How useful is it to talk specifically about essential skills? Might it help you to think about and plan employee skills development? 

6.
Interest in Essential Skills (30 minutes)

10.
How important or relevant is improving the essential skills of your employees? 

· How, if at all, might improving essential skills fit into your current training/leaning plans for the future? 

11.
Please write down up to five potential advantages/benefits you would see for your company in improving the essential skills level of employees? PROBE FOR RESONANCE

· Improved productivity

· Improved efficiency

· Improved ability to innovate

· More opportunities to promote from within

· Better employee morale

· Safer workplace

· Improved ability to evolve with job and deal with change 

· Other

· Let’s go around the table to see what we have.

12.
Now, please write down up to five potential advantages/benefits you could see for your employees in improving some of your essential skills? PROBE FOR RESONANCE:

· Improve performance in current job

· Higher rates of employment

· As a steppingstone to obtain further training/certification

· Improved possibility of being promoted

· Facilitate job/career change

· Greater employee initiative

· Improved ability to evolve with job and deal with change

· Improved confidence/esteem

· Improved ability to communicate and cooperate with others 

· A more positive attitude

· Improved marketability

· Improvements in other aspects of life (e.g., hobbies, interacting with friends/family, community involvement) 

· Other (please specify)

· Let’s go around the table to see what we have.

13.
Now, please write down some of the main reasons why your company might either decide not to try to improve the essential skills level of employee or find it difficult to do so? 

· Not interested

· Can’t afford the money

· Employees won’t be interested enough

· Can’t afford the time

· More interested in other forms of training/learning

· Pay-off not worth the time and effort

· Have no idea about how to get started (e.g., assessment, communicating with employees, obtaining advice/assistance, etc.)

· Fear of poaching

· Other? 

7.
Outreach and Messaging 
(40 minutes)

14.
Let’s say that you wanted to look into improving the essential skills of the employees. What would your course of action be? 

· Where would you turn to for information and advice (e.g., 1-800-O-Canada, web site, MP, HRSDC, EI/Service Canada office)?

· National industry association/group (e.g., Chamber of Commerce, Sector Council, etc.)

· Provincial government

· Union

· HR/training expert/consultant

· Community group (e.g., adult high school, literacy groups, etc.)

· Other? 

15.
What type of information, advice or assistance would you want?

· Case studies/examples of how other companies have improved essential skills

· Trainers/consultants who can provide essential skills upgrading

· A tool kit to allow employers to develop an essential skills upgrading plan (e.g., assessment grid, curriculum, etc.)

· Other?

16.
I would like to obtain your reaction to some material related to essential skills. Please take a few minutes to read this handout. [Moderator distributes the Storyline and Fast Facts handout]. 

· What did you think of it overall? 

· Does it make sense?

· Does it make you more interested in learning more about improving the essential skills of your employees?

· Is there anything in here that you didn’t like or found confusing?

· Was there anything in the storyline or fast facts that captured your attention?

· Would you add anything?

· Other

The handout makes reference to case studies. We also spoke about the potential usefulness of case studies a little earlier in the discussion. In the time that we have left, I would like to show you a few brief case studies of companies that have addressed essential skills issues. [Moderator distributes booklet on case studies and give participants 10 minutes to review it]. Please read at least one case study in its entirety and have a look at Table 1 and 2: Hard and Soft Returns on ES Investments”, as well the section entitled “Step-by-Step Process for Developing ES.” 

· Would this be helpful to you? Why? What was helpful?

· Do you care what other employers are doing? 

· Is it necessary that the case study be from your sector/industry?

· Do you prefer to hear more about the costs of investing in essential skills training or the benefits? 

· What format would you prefer and how much detail?

· What other useful information could be included in a case study? 

· Do you care what other countries are doing in relation to skills investments?

17.
We have spoken a great deal about essential skills, the role of employees, employers and government. Please write down one or two questions you have about essential skills. 



THANK YOU VERY MUCH FOR YOUR PARTICIPATION! 

The information regarding this research may be requested from Human Resources and Social Development under the Access to Information Act. The project name is: Essential Skills Messaging Focus Groups (Spring 2006). Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local Service Canada centres or at the following Internet address: http://infosource.gc.ca/.


Discussions de groupe sur les compétences Essentielles

guide final – employeurs 

21 Mars 2006

1.
Introduction (5 minutes)

Bonjour. Je m’appelle Pat et je travaille chez Ekos [décrire brièvement l’entreprise]. Le gouvernement du Canada nous a chargés de mener une discussion de groupe pour mettre un message à l’essai. La participation à cette discussion de groupe est volontaire. Vos réponses n’auront aucun effet sur vos relations actuelles ou futures avec le gouvernement fédéral. Elles seront traitées conformément aux dispositions de la Loi sur la protection des renseignements personnels et des autres lois de même nature. Le rapport qui sera rédigé ne renfermera que des résultats globaux et aucune observation ne pourra vous être attribuée.  
· But de la discussion.

· Explication du format et « règles de base » :

· Les discussions sont enregistrées sur bande sonore et observées par des membres de l’équipe de recherche. Vos propos vont demeurer confidentiels.

· Efforcez-vous d’intervenir à tour de rôle.

· Il n’y a pas de bonne ou de mauvaise réponse aux questions que nous allons aborder — nous cherchons simplement à connaître le fond de votre pensée.

· Il est permis d’être en désaccord. Exprimez-vous-même si vous vous croyez la seule personne à être d’un certain avis. Il est aussi permis de changer d’opinion après avoir entendu celle des autres ou obtenu des éclaircissements.

· Rôle du modérateur : poser des questions, surveiller l’heure et voir à ce que chacun ait la chance de s’exprimer.
· Présentation des participants : prénom, nature de l’entreprise et rôle au sein de la compagnie.

2.
Entrée en matière et approche actuelle pour l’apprentissage/la formation (10 minutes)

1.
Selon vous, quel est le plus grand défi des entreprises comme la vôtre de nos jours?

· Quelle sorte de défi représentent la recherche et le maintien en poste d’employés qualifiés? 

· Quelle approche/stratégie employez-vous pour faire face à ce défi?

2.
Comment envisagez-vous la formation et l’apprentissage? Quelle est votre philosophie?

· Quelle est pour votre compagnie l’importance de la formation ou de l’apprentissage des employés?

· Votre approche est-elle officielle ou plutôt informelle?

· Comment établissez-vous les besoins des employés en matière de formation?

· Quelle sorte de formation/d’apprentissage offrez-vous (p. ex., en cours d’emploi plutôt qu’en classe, à l’interne plutôt qu’à l’externe)?

· Comment la responsabilité de la formation/de l’apprentissage est-elle partagée entre la compagnie et les employés? 

3.
Objectifs de l’entreprise en matière d’apprentissage (10 minutes) 

3.
Je me demande si votre compagnie a des objectifs allant de moyen à long terme en matière d’apprentissage ou de formation?

· Accréditation d’un certain pourcentage d’employés

· ISO 

· Que chacun ait au moins son diplôme d’école secondaire

· Que chacun puisse faire fonctionner au moins deux appareils

· Amélioration des compétences essentielles

· Autre?  

4.
Quels sont quelques-uns de vos grands défis en matière de formation et d’apprentissage des employés?

· Manque de ressources financières

· Impossibilité d’accorder un congé aux employés pour qu’ils puissent se former/étudier

· Peur du maraudage/que les employés se trouvent un autre emploi

· Incertitude quant aux bienfaits/avantages de la formation ou de l’apprentissage

· Manque de connaissances/expertise à l’interne pour établir un plan/une approche en matière de formation/d’apprentissage

· Incertain quant à la façon d’établir les besoins de formation/d’apprentissage

· Manque d’information/incertitude quant à la façon de procéder

· Autre?   

4.
Rôle et crédibilité du gouvernement (5 minutes) 

5.
En ce qui concerne vos besoins de formation/d’apprentissage, avez-vous déjà communiqué avec une agence ou un ministère du gouvernement, lu des publications du gouvernement, consulté un site Web du gouvernement touchant la formation/l’apprentissage, obtenu des conseils ou du financement du gouvernement ou utilisé des outils de formation et d’apprentissage mis au point par le gouvernement?  

· [Si c’est oui :] Lesquels? Dans quelle mesure avez-vous été satisfait?

· [Si c’est non :] Pourquoi pas?

6.
Diriez-vous que le gouvernement du Canada est une bonne source ou qu’il est crédible pour ce qui est de conseiller/d’aider les entreprises touchant des questions de RH comme la formation et l’apprentissage? Pourquoi êtes-vous de cet avis?  

5.
Intuitivité du concept de compétences essentielles
(25 minutes)

7.
Aviez-vous déjà entendu l’expression « compétences essentielles » avant d’être invité à participer à cette discussion de groupe?

· Si c’est oui : où l’aviez-vous entendue?

8.
Que signifient pour vous les compétences essentielles lorsqu’il s’agit de formation/ apprentissage, productivité, compétitivité des employés, etc. (p. ex., à comparer à un diplôme d’études secondaires ou collégiales, d’un certificat de métier ou d’un apprentissage en vue de faire fonctionner un programme d’ordinateur particulier ou un certain appareil)? 

· Que signifient pour vous ces autres expressions (p. ex., leur connaissance, leur sens, leurs connotations)?

· Degré d’alphabétisme

· Compétences de base

· Compétences générales

· Compétences transférables.

Les compétences essentielles sont les compétences nécessaires pour vivre, apprendre et travailler. Elles sont à la base de l’apprentissage de toutes les autres compétences et permettent aux gens d’évoluer avec leur emploi et de s’adapter aux changements du milieu de travail. Il y a neuf compétences essentielles : lecture des textes, utilisation des documents, calcul, rédaction, communication verbale, travail d’équipe, capacité de raisonnement, informatique et formation continue. Je dois préciser qu’il y a cinq niveaux de compétences essentielles et que la plupart des emplois exigent le niveau 3 dans la majorité des catégories de compétences (p. ex., en matière de rédaction, le niveau exigé pour un messager à vélo pourrait être de 2, tandis qu’il pourrait être de 3 pour un vendeur et de 5 pour un journaliste). De même, les niveaux des neuf compétences essentielles peuvent différer selon la profession. Par exemple, un vendeur d’automobiles pourrait avoir besoin du niveau 2 en rédaction, du niveau 3 en informatique et du niveau 5 en communication verbale.  

9.
Avant d’aller plus loin, cherchons des exemples de ce que les neuf compétences essentielles peuvent signifier pour votre compagnie. Pouvez-vous nous donner un exemple simple et un exemple plus complexe de la façon dont vos employés doivent utiliser certaines des neuf compétences essentielles dans leurs tâches (p. ex., rédaction : remplir une feuille de route, rédiger des évaluations d’employés; calcul : remplir une feuille de temps, calculer la commission sur les ventes)? APPROFONDIR LA COMPRÉHENSION DES 9 COMPÉTENCES ESSENTIELLES

· Que pensez-vous du concept des compétences essentielles? 

· En quoi est-ce différent des autres genres d’apprentissage et de formation dont nous avez discuté (p. ex., certificat de métier, diplôme, fonctionnement d’un appareil particulier, etc.)?

· Quelle est l’utilité de parler précisément de compétences essentielles? Est-ce que ça pourrait vous aider à réfléchir au développement des compétences de vos employés et à le planifier? 

6.
Intérêt pour les compétences essentielles (30 minutes)

10.
Dans quelle mesure est-il important ou pertinent d’améliorer les compétences essentielles de vos employés? 

· Comment l’amélioration des compétences essentielles peut-elle, le cas échéant, s’inscrire dans vos plans de formation/d’apprentissage en vue de l’avenir? 

11.
Je vais vous demander d’écrire jusqu’à cinq avantages/bienfaits que pourrait avoir pour votre compagnie l’amélioration du niveau de compétences essentielles de vos employés? APPROFONDIR LE DEGRÉ D’IMPORTANCE

· Amélioration de la productivité

· Amélioration de l’efficacité

· Amélioration de l’aptitude à innover

· Occasions de promotion plus nombreuses à l’interne

· Amélioration du moral des employés

· Milieu de travail plus sécuritaire

· Amélioration de l’aptitude à évoluer avec l’emploi et à s’adapter aux changements 

· Autre

· Faisons un tour de table pour voir ce que vous avez écrit.

12.
Et maintenant, écrivez jusqu’à cinq avantages/bienfaits que pourrait avoir pour vos employés l’amélioration de certaines compétences essentielles. APPROFONDIR LE DEGRÉ D’IMPORTANCE :

· Amélioration du rendement dans l’emploi actuel

· Taux d’emploi plus élevé

· Tremplin pour obtenir plus de formation/d’accréditation

· Amélioration des possibilités de promotion

· Plus de facilité à changer d’emploi/de carrière

· Amélioration de l’esprit d’initiative des employés

· Amélioration de l’aptitude à évoluer avec l’emploi et à s’adapter aux changements 

· Amélioration de la confiance en soi/l’estime de soi

· Amélioration de l’aptitude à communiquer et à travailler en équipe 

· Attitude plus positive

· Amélioration de la possibilité de se faire valoir

· Amélioration d’autres aspects de la vie (p. ex., loisirs, interaction avec les amis/la famille, engagement communautaire)  

· Autre (veuillez préciser)

· Faisons un tour de table pour voir ce que vous avez écrit.

13.
Je vais maintenant vous demander d’écrire les principales raisons pour lesquelles votre compagnie pourrait soit décider de ne pas tenter d’améliorer le niveau des compétences essentielles de ses employés, soit trouver difficile de les améliorer?  

· N’est pas intéressée

· N’a pas les moyens financiers

· Les employés ne seront pas assez intéressés

· N’a pas le temps voulu

· S’intéresse plus à d’autres genres de formation/d’apprentissage

· Ça ne vaut pas le temps ni les efforts nécessaires

· Ne sait pas du tout comment s’y prendre (p. ex., évaluer les besoins, communiquer avec les employés, obtenir des conseils/de l’aide, etc.)

· Peur du maraudage

· Autre? 

7.
Obtention de l’information
(40 minutes)

14.
Si vous cherchiez à améliorer les compétences essentielles de vos employés, comment procèderiez-vous? 

· Où iriez-vous chercher des renseignements et des conseils (p. ex., 1-800-O-Canada, site Web, député, RHDSC, bureau d’AE/Service Canada)?

· Association/groupe industriel national (p. ex., Chambre de commerce, Conseil sectoriel, etc.)

· Gouvernement provincial

· Syndicat

· Spécialiste/conseiller en RH/formation

· Groupe communautaire (p. ex., enseignement aux adultes, groupe d’alphabétisation, etc.)

· Autre? 

15.
Quel genre de renseignements, de conseils ou d’aide rechercheriez-vous?

· Études de cas/exemples de la façon avec laquelle d’autres entreprises ont amélioré les compétences essentielles

· Formateurs/conseillers capables de mettre à niveau les compétences essentielles

· Outils pour aider les employeurs à établir un plan de mise à niveau des compétences essentielles (p. ex., grille d’évaluation, programme d’études, etc.)

· Autre?

16.
J’aimerais connaître votre réaction à de la documentation touchant les compétences essentielles. Prenez quelques instants pour lire ces deux textes. [Le modérateur distribue l’exposé et les faits saillants.] 

· Qu’en avez-vous pensé, dans l’ensemble? 

· Est-ce logique?

· Cela vous rend-il plus intéressé à en savoir davantage sur l’amélioration des compétences essentielles de vos employés?

· Y a-t-il quoi que ce soit qui vous a déplu ou qui vous a semblé confus?

· Y a-t-il quoi que ce soit dans l’exposé ou les faits saillants qui a attiré votre attention?

· Auriez-vous quelque chose à ajouter?

· Autre

Dans cette documentation, il est question d’études de cas. Nous avons aussi parlé tout à l’heure de l’utilité éventuelle des études de cas. Dans le temps qu’il nous reste, je vais montrer quelques brèves études de cas de compagnies qui ont fait quelque chose touchant les compétences essentielles. [Le modérateur distribue la brochure sur les études de cas et donne 10 minutes aux participants pour en prendre connaissance.] Veuillez lire au complet au moins une étude de cas et jeter un coup d’œil au tableau 1, « Résultats directs de l’investissement dans les compétences essentielles » et au tableau 2, « Résultats économiques indirects des investissements dans les compétences essentielles », de même qu’à la section intitulée « Processus étape par étape pour l’acquisition des compétences essentielles ».  

· Est-ce que cette brochure vous serait utile? Pourquoi? Qu’est-ce que vous avez trouvé utile?

· Vous intéressez-vous à ce que font d’autres employeurs? 

· Est-il nécessaire qu’une étude de cas soit de votre secteur ou industrie?

· Préférez-vous des renseignements sur le coût de la formation dans les compétences essentielles ou sur ses avantages? 

· Quel format préféreriez-vous et jusqu’à quel point faudrait-il entrer dans les détails?

· Quels autres renseignements serait-il utile de mettre dans une étude de cas? 

· Vous intéressez-vous à ce que font d’autres pays en matière d’investissement dans les compétences?

17.
Nous avons beaucoup parlé de compétences essentielles, du rôle des employés, des employeurs et du gouvernement. Veuillez maintenant écrire une ou deux questions que vous vous posez au sujet des compétences essentielles.      



 MERCI BEAUCOUP DE VOTRE PARTICIPATION! 

On peut se renseigner sur la présente recherche auprès de Ressources humaines et Développement social en vertu de la Loi sur l’accès à l’information. Le projet s’intitule Discussions de groupe sur le message touchant les compétences essentielles (printemps 2006). La marche à suivre pour la présentation d’une demande officielle figure dans la publication Info Source dont on peut se procurer un exemplaire au Centre Service Canada le plus près de chez vous ou à l’adresse Internet suivante : http ://infosource.gc.ca/.


Essential skills Focus groups

FINAL guide — labour force participants 

March 21, 2006

1.
Introduction (5 minutes)

Hello, my name is Pat from Ekos [briefly describe the contractor]. We have been contracted by the government of Canada to conduct a discussion group for message testing. Participation in this focus group is voluntary. Your responses will not affect your present of future involvement with the federal government. Your responses will also be administered in accordance with the privacy act and other applicable privacy laws. The report that will be written will provide aggregate results only and no comments will be linked back to you. 
· Purpose of the discussion.

· Explanation of format and “ground rules”:

· Discussions are being audio taped and observed by members of the research team. Your comments will remain confidential.

· Please try to speak one at a time. There aren’t any right or wrong answers to the things we’ll be talking about — we’re just looking for your honest opinions.

· It’s okay to disagree. Please speak up even if you think you’re the only one who feels a certain way about an issue. It’s also okay, though, if you change your mind based on things you hear or new information.

· Moderator’s role.
· Participant introductions: First name; if working: nature of work. If looking for work, type of work interested in. etc.

2.
Ice-Breaker & Current Learning Opportunities (10 minutes)

1.
How do you like your current job {If looking for work: How did you like your last job}?

· What is one of the things you like(d) best about it?

· What is one of the things you like(d) least?

2.
How much training, education or learning opportunities do/did you have at work? PROBE:

· Concrete examples (e.g., on-the-job, classroom, off-site, formal, informal, essential skills, etc.)

· Role of employer

· Role of union

· Role of individual

· Rationale/purpose

· Impact (e.g., on employee, organization, etc.) 

3.
Learning and Career Goals
(20 minutes) 

3.
I’d like you to think about your job/career/life 2 to 5 years into the future. What would you like to be doing in 2 to 5 years from now? Think of something that is ideal, but also realistic. Using your pen and paper try to sketch out as much detail as possible about the type of job/career you’d like to have in 2 to 5 years and how it might be different form what you are dong now.

· Let’s go around the table to see what we have…

· What are some of the main reasons why you might see yourself doing something different in 2 to 5 years? 

· Just want a change

· Job won’t exist/job insecurity

· Job content might change/evolve (e.g., new processes, technology, etc.)

· Will be promoted

· Company/organization won’t exist

· Other

4.
Think of where you are right now with respect to employment/career/job in comparison to where you’d like to be in 2 to 5 years. Please write down what you consider to be the main barriers that stand between where you are now, and where you want to be. In other words, what would you need to do or have to have to get to where you want to go?

· Lack of education/skills

· Lack of certification/diploma

· Lack of opportunity/profile within the organization

· Lack of experience

· Lack of contacts

· Lack of start-up capital for a business

· Lack of business know how

· Other
Some of you mentioned needing education, skills, certification or a diploma to get where you like to be in 2 to 5 years. Let’s talk a little more about that.

5.
Regardless of what your career goals are, how interested are you in improving your skills?

· Can you be specific about the type of skills you would like to improve/obtain?

6.
What about the type of skills that are not specific to a particular job, but apply to almost any job, such as writing, working with numbers, using a computer and communicating orally? Do you ever think about improving those?

· Why/why not?

4.
Intuitiveness of the Essential Skills Concept (25 minutes)

7.
Had you ever heard the term “Essential Skills” prior to being invited to participate in this group discussion?

· If yes: From where?

8.
What is your understanding of essential skills when it’s talked about in relation to employment, jobs, careers, etc. (e.g., compared to a high school or college diploma, trade certification or leaning to operate a specific computer program or piece of equipment)? 

· What do these other terms mean to you (e.g., familiarity, meaning, connotation)

· Literacy

· Basic skills

· Soft skills

· Transferable skills.

9.
Essential Skills are the skills needed for work, learning and life. They provide the foundation for learning all other skills and enable people to grow with their jobs and adapt to workplace change. There are nine essential skills:

· Reading Text

· Document Use

· Numeracy

· Writing

· Oral Communication

· Working with Others

· Thinking Skills

· Computer Use

· Continuous learning

· Can you think of another term or words to describe your understanding of essential skills? Can you give us a practical example?

10.
Before we go any further, let’s generate a few examples of what the nine essential skills could mean. Can you give us one simple and one more complicated example of how you have had to use the nine essential skills in a job (e.g., Writing: filling out weigh bills, writing employee evaluations, Numeracy: filling out a time sheet, and calculating sales commission)? PROBE UNDERSTANDING OF THE 9 ESSENTIAL SKILLS

5.
Interest in Essential Skills
(40 minutes)

11.
How interested are you in learning more about improving your essential skills? How, if at all, does improving essential skills fit into your current job and plans for the future? 

· What if I told you that all jobs require essential skills, ranging from level 1 to 5 and that most jobs require level 3 in a majority of the skills categories? So for example, a writing level for a baker might be a 2, it could be a 3 for a firefighter and 5 for a journalist. What does that make you think about the concept of essential skills (e.g., does it make sense as a stand-alone concept, does it fit with specific job-related training and formal education, etc.)?

· What if I were to tell you that any job requires different levels of the nine essential skills. So for example, a car salesperson might need level 2 writing, level 3 computer use, and level 5 for oral communication. A firefighter might need level 5 working with others, level 2 computer use and numeracy, and level 4 thinking skills. What does that make you think about the concept of essential skills (e.g., does it make sense as a stand-alone concept, does it fit with specific job-related training and formal education, etc.)?

12.
Now that you know a little more about essential skills, I’d like to ask you again about your level of interest in learning more about improving your essential skills? 

· Why/Why not?

· Which ones might you want to improve?

13.
Regardless of whether or not you are interested in improving your essential skills, please write down up to five potential advantages/benefits you could see for yourself in improving some of your essential skills? PROBE FOR RESONANCE:

· Improve performance in current job

· Higher rates of employment

· As a steppingstone to obtain further training/certification

· Improved possibility of being promoted

· Facilitate job/career change

· Improved ability to evolve with job and deal with change

· Improved confidence/esteem

· Improved ability to communicate and work with others 

· A more positive attitude

· Improved marketability

· Improvements in other aspects of life (e.g., hobbies, interacting with friends/family, community involvement) 

· Other (please specify)

· Let’s go around the table to see what we have.

14.
Now please write down up to five potential advantages/benefits you would see for your employer in improving the essential skills level of employees? PROBE FOR RESONANCE

· Improved productivity

· More opportunities to promote from within

· Better employee morale

· Safer workplace

· Improved ability to evolve with job and deal with change 

· Other

15.
Now, thinking of your personal situation and goals, as well as your experiences with employers, please write down some of the main reasons why you might not be interested in improving your essential skills, or might not want to take the time and effort to find out more about how to improve your essential skills. 

· Already have a high level of essential skills

· More interested in obtaining specific training/certification/diploma

· Pay-off not worth the time and effort

· Have no idea about how to get started

· Don’t like school

· Employer will react negatively

· Potential stigma attached to essential skills (e.g., embarrassing, don’t want to admit shortcomings to employer)

· Don’t want to go to night school

· Other? 

6.
Outreach and Messaging
(20 minutes)

16.
Let’s say that you knew that the Government of Canada was encouraging Canadian workers and employers to improve essential skills levels, where would you go to find out more about improving your essential skills?

· Employer

· Co-worker

· Union/union representative

· Community organization or school (e.g., adult learning, YMCA, Frontier College, etc.)

· Provincial government

· Federal government (e.g., 1-800-O-Canada, web site, MP, HRSDC, EI/Service Canada office)

· Other 

17.
In the time that we have left, I would like to obtain your reaction to some material related to essential skills. Please take a minute to read this handout. [Moderator distributes the Storyline handout]. 

· What did you think of it overall? 

· Does it make sense?

· Does it make you more interested in learning more about improving your essential skills?

· Is there anything in here that you didn’t like or found confusing?

· Was there anything in the storyline that captured your attention?

· Would you add anything?

· Other

18.
We have spoken a great deal about essential skills, the role of employees, employers and government. Please write down one or two questions you have about essential skills. 



THANK YOU VERY MUCH FOR YOUR PARTICIPATION! 

The information regarding this research may be requested from Human Resources and Social Development under the Access to Information Act. The project name is: Essential Skills Messaging Focus Groups (Spring 2006). Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local Service Canada centres or at the following Internet address: http://infosource.gc.ca/.


Discussions de groupe sur les compétences Essentielles 

guide FINAL – participants du marché du travail

21 Mars 2006

1.
Introduction (5 minutes)

Bonjour. Je m’appelle Pat et je travaille chez Ekos [décrire brièvement l’entreprise]. Le gouvernement du Canada nous a chargés de mener une discussion de groupe pour mettre un message à l’essai. La participation à cette discussion de groupe est volontaire. Vos réponses n’auront aucun effet sur vos relations actuelles ou futures avec le gouvernement fédéral. Elles seront traitées conformément aux dispositions de la Loi sur la protection des renseignements personnels et des autres lois de même nature. Le rapport qui sera rédigé ne renfermera que des résultats globaux et aucune observation ne pourra vous être attribuée.  
· But de la discussion.

· Explication du format et « règles de base » :

· Les discussions sont enregistrées sur bande sonore et observées par des membres de l’équipe de recherche. Vos propos vont demeurer confidentiels.

· Efforcez-vous d’intervenir à tour de rôle. Il n’y a pas de bonne ou de mauvaise réponse aux questions que nous allons aborder — nous cherchons simplement à connaître le fond de votre pensée.

· Il est permis d’être en désaccord. Exprimez-vous-même si vous vous croyez la seule personne à être d’un certain avis. Il est aussi permis de changer d’opinion après avoir entendu celle des autres ou obtenu des éclaircissements.

· Rôle du modérateur.
· Présentation des participants : prénom; si la personne a un emploi : nature du travail; si elle est à la recherche d’un emploi : quel genre de travail voudrait-elle, etc.

2.
Entrée en matière et occasions d’apprendre actuelles (10 minutes)

1.
Aimez-vous votre emploi {si la personne se cherche du travail : aimiez-vous votre dernier emploi}?

· Quelle est l’une des choses que vous aimez/aimiez le plus au sujet de votre emploi?

· Quelle est l’une des choses que vous aimez/aimiez le moins à son sujet?

2.
Quelles sont/étaient vos occasions de formation, d’études ou d’apprentissage dans le cadre de cet emploi? APPROFONDIR :

· Exemples concrets (p. ex., en cours d’emploi, en classe, à l’extérieur, officielles, informelles, compétences essentielles, etc.)

· Rôle de l’employeur

· Rôle du syndicat

· Rôle de l’individu

· Raison d’être/objectif

· Effets (p. ex., sur l’employé, l’organisation, etc.)   

3.
Objectifs d’apprentissage et de carrière (20 minutes) 

3.
Pensez à ce que sera votre emploi/carrière/vie d’ici 2 à 5 ans. Qu’est-ce que vous vous voyez faire dans de 2 à 5 ans? Pensez à quelque chose d’idéal mais aussi de réaliste. Prenez une feuille et un stylo et tâchez d’écrire de façon aussi détaillée que possible au sujet du genre d’emploi/de carrière que vous aimeriez avoir d’ici 2 à 5 ans et des différences qu’il pourrait y avoir avec ce que vous faites maintenant.

· Faisons un tour de table pour voir ce que vous avez écrit…

· Quelles sont quelques-unes des principales raisons pour lesquelles vous vous voyez faire quelque chose de différent d’ici 2 à 5 ans?   

· Simplement pour le changement

· Mon emploi n’existera plus/pas de sécurité d’emploi

· Mes tâches pourraient changer/évoluer (p. ex., nouveaux procédés, nouvelle technologie, etc.)

· Je serai promu

· Ma compagnie/mon organisation n’existera plus

· Autre

4.
Pensez à là où vous en êtes maintenant en ce qui concerne votre situation d’emploi/carrière/travail comparativement à là où vous aimeriez être d’ici 2 à 5 ans. Écrivez ce qui vous semble être les principaux obstacles pour en arriver à là où vous aimeriez être. Autrement dit, qu’est-ce que vous devriez faire ou avoir pour en arriver là où vous voudriez aller?

· Manque de scolarité/compétences

· Manque de certificat/diplôme

· Manque de possibilités/profil au sein de l’organisation

· Manque d’expérience

· Manque de contacts

· Manque de capitaux pour lancer une entreprise

· Manque de savoir-faire commercial

· Autre
Certains ont dit avoir besoin de plus de scolarité ou de compétences, d’un certificat ou d’un diplôme pour en arriver là où ils aimeraient être d’ici 2 à 5 ans. Parlons-en un peu plus.

5.
Quels que soient vos objectifs de carrière, dans quelle mesure êtes-vous intéressé à améliorer vos compétences?

· Pouvez-vous préciser le genre de compétences que vous aimeriez améliorer/acquérir?

6.
Que dites-vous des compétences qui ne sont pas particulières à un emploi mais s’appliquent à presque tout emploi, comme pouvoir rédiger, travailler avec les chiffres, utiliser un ordinateur et communiquer verbalement? Avez-vous déjà songé à les améliorer?

· Pourquoi/pourquoi pas?

4.
Intuitivité du concept des compétences essentielles
(25 minutes)

7.
Aviez-vous déjà entendu l’expression « compétences essentielles » avant d’être invité à participer à cette discussion de groupe?

· Si c’est oui : où l’aviez-vous entendue?

8.
Que signifient pour vous les compétences essentielles lorsqu’il s’agit de travail, d’emploi, de carrière, etc. (p. ex., à comparer à un diplôme d’études secondaires ou collégiales, d’un certificat de métier ou d’un apprentissage en vue de faire fonctionner un programme d’ordinateur particulier ou un certain appareil)? 

· Que signifient pour vous ces autres expressions (p. ex., leur connaissance, leur sens, leurs connotations)

· Degré d’alphabétisme

· Compétences de base

· Compétences générales

· Compétences transférables.

9.
Les compétences essentielles sont les compétences nécessaires pour vivre, apprendre et travailler. Elles sont à la base de l’apprentissage de toutes les autres compétences et permettent aux gens d’évoluer avec leur emploi et de s’adapter aux changements du milieu de travail. Il y a neuf compétences essentielles :

· Lecture des textes

· Utilisation des documents

· Calcul

· Rédaction

· Communication verbale

· Travail d’équipe

· Capacité de raisonnement

· Informatique

· Formation continue

· Y a-t-il d’autres mots ou expressions pour décrire ce que vous comprenez au sujet des compétences essentielles? Pouvez-vous nous donner un exemple concret?

10.
Avant d’aller plus loin, cherchons des exemples de ce que pourraient signifier les neuf compétences essentielles. Pouvez-vous nous donner un exemple simple et un exemple plus complexe de la façon dont vous avez dû utiliser les neuf compétences essentielles dans le cadre de votre travail (p. ex., rédaction : remplir une feuille de route, rédiger des évaluations d’employés; calcul : remplir une feuille de temps, calculer la commission sur les ventes)? APPROFONDIR LA COMPRÉHENSION DES 9 COMPÉTENCES ESSENTIELLES

5.
Intérêt pour les compétences essentielles (40 minutes)

11.
Dans quelle mesure êtes-vous intéressé à en savoir davantage sur l’amélioration de vos compétences essentielles? Le cas échéant, comment l’amélioration de vos compétences essentielles s’insère-t-elle dans votre emploi actuel et vos projets d’avenir? 

· Que diriez-vous si je vous disais que tous les emplois exigent des compétences essentielles à divers niveaux, allant de 1 à 5, et que la plupart des emplois exigent le niveau 3 dans la majorité des catégories de compétences. Par exemple, en matière de rédaction, le niveau exigé pour un boulanger pourrait être de 2, tandis qu’il pourrait être de 3 pour un pompier et de 5 pour un journaliste. Cela change-t-il votre impression du concept des compétences essentielles (p. ex., ce concept a-t-il une valeur en soi, convient-il à la formation liée à un emploi particulier et aux études en bonne et due forme, etc.)?

· Que diriez-vous si je vous disais que tout emploi exige à divers niveaux les neuf compétences essentielles? Par exemple, un vendeur de voiture peut avoir besoin du niveau 2 en rédaction, du niveau 3 en informatique et du niveau 5 en communication verbale. Un pompier peut avoir besoin du niveau 5 en travail d’équipe, du niveau 2 en informatique et en calcul et du niveau 4 en capacité de raisonnement. Cela change-t-il votre impression du concept des compétences essentielles (p. ex., ce concept a-t-il une valeur en soi, convient-il à la formation liée à un emploi particulier et aux études en bonne et due forme, etc.)?

12.
Maintenant que vous en savez un peu plus sur les compétences essentielles, je vais vous redemander dans quelle mesure vous seriez intéressé à en savoir davantage sur l’amélioration de vos compétences essentielles. 

· Pourquoi/Pourquoi pas?

· Lesquelles aimeriez-vous améliorer?

13.
Que vous soyez intéressé ou non à améliorer vos compétences essentielles, je vais vous demander d’écrire jusqu’à cinq avantages/bienfaits que pourrait représenter pour vous-même l’amélioration de certaines de vos compétences essentielles. APPROFONDIR LE DEGRÉ D’IMPORTANCE :

· Amélioration du rendement dans l’emploi actuel

· Taux d’emploi plus élevé

· Tremplin pour obtenir plus de formation/d’accréditation

· Amélioration des possibilités de promotion

· Plus de facilité à changer d’emploi/de carrière

· Amélioration de l’aptitude à évoluer avec l’emploi et à s’adapter aux changements 

· Amélioration de la confiance en soi/l’estime de soi

· Amélioration de l’aptitude à communiquer et à travailler en équipe 

· Attitude plus positive

· Amélioration de la possibilité de se faire valoir

· Amélioration d’autres aspects de la vie (p. ex., loisirs, interaction avec les amis/la famille, engagement communautaire)  

· Autre (veuillez préciser)

· Faisons un tour de table pour voir ce que vous avez écrit.

14.
Maintenant, écrivez s’il vous plaît jusqu’à cinq avantages/bienfaits que pourrait avoir pour votre employeur l’amélioration du niveau des compétences essentielles de ses employés? APPROFONDIR LE DEGRÉ D’IMPORTANCE

· Amélioration de la productivité

· Occasions de promotion plus nombreuses à l’interne

· Amélioration du moral des employés

· Milieu de travail plus sécuritaire

· Amélioration de l’aptitude à évoluer avec l’emploi et à s’adapter aux changements 

· Autre

15.
Maintenant, en réfléchissant à votre situation personnelle, à vos objectifs ainsi qu’à votre expérience avec des employeurs, veuillez écrire quelques-unes des principales raisons pour lesquelles vous ne seriez pas intéressé à améliorer vos compétences essentielles ou ne seriez pas prêt à consacrer plus de temps et d’efforts afin d’en savoir davantage sur la façon d’améliorer vos compétences essentielles. 

· Je possède déjà un niveau élevé de compétences essentielles

· Plus intéressé à obtenir une formation/un certificat/un diplôme particuliers

· Ça ne vaut pas le temps et les efforts nécessaires

· Je ne sais pas du tout comment m’y prendre

· Je n’aime pas l’école

· Mon employeur réagirait mal

· Les compétences essentielles peuvent causer un stigmate (p. ex., embarrassant, ne pas admettre mes lacunes devant mon employeur)

· Je ne veux pas suivre de cours du soir

· Autre? 

6.
Obtention de l’information
(20 minutes)

16.
Sachant que le gouvernement du Canada encourage les travailleurs et employeurs canadiens à améliorer le niveau des compétences essentielles, où iriez-vous chercher de l’information sur l’amélioration de vos compétences essentielles?

· Employeur

· Collègue

· Syndicat/délégué syndical

· Organisation communautaire ou école (p. ex., enseignement aux adultes, YMCA, Collège Frontière, etc.)

· Gouvernement provincial

· Gouvernement fédéral (p. ex., 1-800-O-Canada, site Web, député, RHDSC, bureau d’AE/Service Canada)

· Autre  

17.
Dans le temps qu’il nous reste, j’aimerais connaître votre réaction à de la documentation touchant les compétences essentielles. Prenez quelques instants pour lire ce texte. [Le modérateur distribue l’exposé.] 

· Qu’en avez-vous pensé, dans l’ensemble? 

· Est-ce logique?

· Cela vous rend-il plus intéressé à en savoir davantage sur l’amélioration de vos compétences essentielles?

· Y a-t-il quoi que ce soit qui vous a déplu ou qui vous a semblé confus?

· Y a-t-il quoi que ce soit dans l’exposé qui a attiré votre attention?

· Auriez-vous quelque chose à ajouter?

· Autre

18.
Nous avons beaucoup parlé de compétences essentielles, du rôle des employés, des employeurs et du gouvernement. Veuillez maintenant écrire une ou deux questions que vous vous posez au sujet des compétences essentielles.      



 MERCI BEAUCOUP DE VOTRE PARTICIPATION! 

 On peut se renseigner sur la présente recherche auprès de Ressources humaines et Développement social en vertu de la Loi sur l’accès à l’information. Le projet s’intitule Discussions de groupe sur le message touchant les compétences essentielles (printemps 2006). La marche à suivre pour la présentation d’une demande officielle figure dans la publication Info Source dont on peut se procurer un exemplaire au Centre Service Canada le plus près de chez vous ou à l’adresse Internet suivante : http ://infosource.gc.ca/.
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1.
Relevance of Essential Skills
(10 minutes)

As I was saying earlier, this discussion deals with employee training and learning. I have some specific issues and draft materials that I would like to get opinions on, but before we do that, I thought it would be interesting to talk about training and learning in general.

1. Thinking about your workforce/staff as a whole, what are some of the skills you wish your employees had more of? In other words, what do you wish they were better able to do?

· How about improved skills in areas like reading, writing, working with numbers, computers, decision-making, working in teams and interacting with people (e.g., clients/customers)?   How interested are you/your company in seeing employees improve those types of skills?

2. Have you ever done, or ever thought of doing, something to help your employees improve their skills in some of these areas?  Why? Why not?

· What have you done/thought of doing?

· How would you go about working with your employees to improve some of these skills? 

· Would you expect or want any help from the federal government in doing this? What do you have in mind?

2.
Context for Introducing ES Toolkit (10 minutes)

[Moderator provides context for introducing the toolkit by highlighting the purpose of the Phase I research and its key findings.]  

The types of skills we have been talking about (e.g., reading, writing, working with numbers, etc.) are called Essential Skills.  Research has shown the following:

· 4 out of 10 Canadians do not have the Essential Skills necessary to succeed in the workplace.

· Investing in Essential Skills training can improve your business performance. Returns on training investment often include: improved employee productivity, safety, innovation and adaptability. Employers often notice benefits such as improved employee morale, teamwork and communication. For example, A 1% increase in average literacy and numeracy skills would permanently raise labour productivity by 2.5%.

In a first phase of the research, we consulted with SME business owners and HR managers, as well as with workers, to learn about the relevance of Essential Skills and their interest in improving Essential Skills through the implementation of workplace-based strategies. We found that:   

· Employers consider ES to be an important and relevant concept (e.g., they look for these subconsciously). 

· Employers and workers think the federal government has a role to play in Essential Skills development and promotion. 

· They like that the Essential Skills framework provides an innovative way of looking at an old problem. 

· Employees are hesitant to talk to employers about Essential Skills, but they are interested in skills upgrading. 

· There is a willingness on the part of employers to improve their employees ES levels, but they require a significant amount of assistance to proceed (e.g., advice, guidance, tools, examples)

The GoC has been developing a series of tools for employers in response to the findings from Phase I. The main purpose of this second phase of research is to obtain your views on some of the daft tools that have been developed.

I have a document for you to read. It talks about some of the issues that we have just been discussing. [Moderator distributes “Information” handout]. 

· Based on what I’ve told you about Essential Skills, as well as what you read in the handout, how interested are you in learning more about how you could improve your employees’ ES levels?

· Would you follow through/take the next step? How? Would you visit the Essential Skills website? 

· For those of you who would not follow through, why not?

3.
Expectations Around Assessment (15 minutes)

One of the findings from Phase I of the research was the importance that employers place on being able to assess the ES levels of current and prospective employees.  

· What kind of employee skills assessment, if any, do you administer currently?

· Would you like to know what level of skills your employees have?

· What kind of assessment is relevant/of interest to your organization?

· What do you imagine an assessment tool might look like?

· Are you interested in assessment in an online format? 

· Is it important that assessment questions be computer-scored/tabulated?

· How would you use the results/What would you use assessment for (e.g. promotion, hiring decision, to identify ES training needs)?   

· How would your employees react to having their ES levels assessed?

· Where and when would assessment take place (e.g., during work hours? would employees receive their salary? would assessment be voluntary?)

· Who would administer the assessment? Who in the organization would be interested in this?

4.
Reaction to the Employer Page
(10 minutes)

Let’s have a look at a mock-up of the Employer page on for the ES web site. [Moderator distributes the website handout and gives participants a few minutes to review it. Moderator also reiterates that this and other materials are in draft from.]

3. What is your overall impression of this page?

· Clarity?

· Look and feel, design?

· Amount of information?

· Other?

· At first glance, is the site interesting enough for you to continue to explore it?

4. Please rank the five tools according to your level of interest in them. Why do you say that?

· Can you think of anything that is missing?

· Can you make any other suggestions to improve the page or the toolkit?

5.
Reaction to Individual Tools
(55 minutes) 

5.1
ES Organizational Survey

Let’s have a look at some of the draft tools that could be included in the Essential Skills toolkit, starting with the Essential Skills Survey. [Moderator distributes a handout of the ES Survey and gives participants 5 minutes to review it. The moderator also notes that they do not need to complete the questionnaire, but to review enough of it in order to understand what it is and how it can be used. ]

5. What is your overall reaction to this tool? 

· What would you say is the purpose of this tool?

· Do you understand how to use this tool?
· Is this what you expected an ES organizational assessment tool to look like? How is it different than what you expected?   

6. How useful would it be to your organization? Would you use it? Why/why not?

· How would your colleagues react to this tool?

· How would your employees react to this tool?
· Would you need to adapt/modify this tool in order to use it in your workplace? How? How easy or difficult would it be for you to do this?

· How would this tool fit into your overall assessment strategy? 

· Who would use this tool? When?
· Can you think of any ways that this tool could be improved?

5.2
ES Questionnaire

Let’s have a look at the ES Questionnaire. [Moderator distributes a handout of the ES Questionnaire and gives participants 15 minutes to review it. The moderator also notes that they do not need to complete the questionnaire, but to review enough of it in order to understand what it is and how it can be used. ]

7. What is your overall reaction to this tool? 

· What would you say is the purpose of this tool? 

· Do you understand how to use this tool?
· Is this what you expected an ES employee assessment tool to look like? How is it different than what you expected?   

· How credible is this tool (e.g., do you think it could provide a fairly reliable assessment of your employees’ Essential Skills)? Why do you say that? 

8. How useful would it be to your organization? Would you use it? Why/why not?

· How would your employees react to this tool?

· How would your colleagues react to this tool?

· How would this tool fit into your overall assessment strategy? 

· Who would use this tool? When? How (e.g., would employees complete on company time, would it be voluntary)?

· Would you need to adapt/modify this tool in order to use it in your workplace? How? How easy or difficult would it be for you to do this?

· Can you think of any ways that this tool could be improved?

9. Let’s say that the questionnaire results showed that a number of your employees were lacking a few Essential Skills. What would you do next?

· Implement a program to address employee needs?

· Try to find a more comprehensive assessment tool to administer to all or some employees?

· Change employees’ tasks in a manner that take into account their Essential Skills levels?

· Other? 

5.3
ES Hiring Checklist

Let’s have a look at the ES Hiring Checklist. [Moderator distributes a handout of the ES Hiring Checklist and gives participants 2 minutes to review it.]

10. What is your overall reaction to this tool? 

· Do you understand how to use this tool?
· How useful would it be to your organization? Would you use it? Why/why not?

· How would your colleagues (e.g., managers) react to this tool?

· How would your employees react to this tool?
· Would you need to adapt/modify this tool in order to use it in your workplace? How? How easy or difficult would it be for you to do this?

· How would this tool fit into your overall assessment strategy? 

· Who would use this tool? When?
· Is this useful even if it not linked to the ES “complexity levels” (i.e. 1 to 5 ES levels)?  

· Can you think of any ways that this tool could be improved?

5.4
ES Training Strategies

The fourth tool in the toolkit is about implementing strategies in the workplace in order to address Essential Skills shortages. Let’s have a look at some examples of ES Training Strategies. [Moderator distributes a handout of the ES Training Strategies and gives participants 2 minutes to review it.]

11. What is your overall reaction to this tool? 

· Do you understand how to use this tool?
· How useful would it be to your organization? Would you use it? Why/why not?

· How would your colleagues (e.g., managers) react to this tool?

· How would your employees react to this tool?
· Who would use this tool? When?
· How useful/relevant are the examples (e.g., too generic, simplistic, cryptic)?

12. Are there enough ideas/examples here for you to develop and implement your own workplace ES training strategies? Is there enough here for you to take action? What is missing? What barriers exist?  

· Would you be willing to visit the website in order to read other more examples and/or to obtain more detailed examples?

· Can you think of any ways that this tool could be improved?

6.
Reaction to Toolkit as a Whole
(10 minutes)

13. What do you think of the toolkit overall (including the tools that are being developed)?

· Do you think that raising awareness of Essential Skills and providing employers with a toolkit is something that the Government should be doing?

· Which are the most useful tools? Which one(s) are least useful? Why do you say that?

14. Is the toolkit useful enough for you to address the issue of Essential Skills in your workplace?

· Can you think of any other types of tools that should be developed and added to the toolkit?

7.
Design and Packaging
(10 minutes) 

15. As you know, all of the tools are in draft form, with respect to both content and design. The draft design of Hiring Checklist, however, is different than the others. What do you think of the way that this tool is designed overall? Also:

· Look and feel

· Clarity

· Colours

· Background, etc.   

· Suggestions for improvement

· Do you think this design should be used for all of the tools?

16. What would be the most convenient way for you to obtain these tools/the tool kit?

· Should they be available in PDF on the website? 

· Should the Government put the tools on a CD-ROM and mail them out to do who request it? 

· Should the tools be put together in a kit folder?
· Would you be more interested in receiving the entire toolkit or selecting individual tools?

17. Is there anything else you would like to add before we end the discussion? 


THANK YOU VERY MUCH FOR YOUR PARTICIPATION! 
The information regarding this research may be requested from HRSDC under the Access to Information Act.  The project name is: Essential Skills Messaging Focus Groups, Phase II (Summer 2006). Instructions for making formal requests are provided in the publication Info Source, copies of which are located in local service centres of HRSDC or at the following Internet address: http://infosource.gc.ca/.
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1.
Pertinence des compétences essentielles (10 minutes)

Comme je l’indiquais plus tôt, la discussion porte sur la formation et l’apprentissage chez les employés. Je veux savoir ce que vous pensez de certains enjeux et de certains projets de documents, mais d’abord et avant tout, je crois qu’il serait intéressant de parler de formation et d’apprentissage en général.

1. En ce qui concerne l’ensemble de vos effectifs ou de votre personnel, quelles sont les compétences que vous aimeriez retrouver davantage chez vos employés? Autrement dit, dans quels domaines aimeriez-vous qu’ils soient meilleurs?

· Par exemple, de meilleures compétences dans les domaines de la lecture, de la rédaction, des chiffres, des ordinateurs, de la prise de décisions, du travail d’équipe et de la communication (p. ex., avec les clients)? Dans quelle mesure votre entreprise ou vous-même aimeriez-vous que vos employés améliorent ce genre de compétences?

2. Avez-vous déjà fait ou envisagé de faire quelque chose pour aider vos employés à améliorer leurs compétences dans ces domaines?  Pourquoi? Pourquoi pas?

· Qu’avez-vous fait ou envisagé de faire?

· Comment procéderiez-vous pour aider vos employés à améliorer certaines de ces compétences? 

· Vous attendriez-vous à ce que le gouvernement fédéral vous aide dans vos démarches, ou encore voudriez-vous recevoir son aide? Quel genre d’aide?

2.
Contexte du lancement des outils sur les compétences essentielles
(10 minutes)

[Le modérateur présente le contexte de lancement des outils. À cette fin, il décrit l’objectif de la phase I de l’étude ainsi que les principales observations en découlant.]  

On appelle le genre de compétences dont nous discutons (p. ex., lecture, rédaction, chiffres, etc.)  les compétences essentielles. L’étude a révélé ce qui suit :

· Quatre Canadiens sur dix n’ont pas les compétences essentielles nécessaires pour réussir dans leur milieu de travail.

· Des investissements dans la formation concernant les compétences essentielles pourraient améliorer les résultats de votre entreprise. Au nombre des résultats de l’investissement dans la formation, on compte souvent : l’amélioration de la productivité, de l’aptitude à innover et de la capacité d’adaptation des employés, ainsi qu’un milieu de travail plus sécuritaire. Les employeurs constatent aussi des bienfaits tels l’amélioration du moral des employés, de l’esprit d’équipe et des communications. Par exemple, une amélioration de 1 p. 100 des compétences moyennes de lecture, d’écriture et de calcul entraînerait une augmentation permanente de  2,5 p. 100 au chapitre de la productivité au travail.

Dans la première phase de l’étude, nous avons consulté des propriétaires de PME  et des gestionnaires des RH, de même que des travailleurs, afin d’en savoir plus sur la pertinence des compétences essentielles et sur la mesure dans laquelle ces personnes sont intéressées à les améliorer au moyen de stratégies mises en œuvre dans le milieu de travail. Voici ce qui est ressorti de ces discussions :  

· Les employeurs estiment que les CE sont importantes et pertinentes (p. ex., c’est un concept auquel ils s’arrêtent inconsciemment). 

· Les employeurs et les travailleurs sont d’avis que le gouvernement fédéral doit jouer un rôle dans le perfectionnement et la promotion des compétences essentielles. 

· Ils aiment le cadre des compétences essentielles, qui permet de poser un nouveau regard sur un vieux problème. 

· Les employés hésitent à parler de compétences essentielles avec leur employeur, mais le perfectionnement professionnel les intéresse. 

· Les employeurs sont disposés à travailler à l’amélioration des niveaux de CE de leurs employés, mais ils auraient besoin de beaucoup d’aide (p. ex., conseils, encadrement, outils, exemples).

Dans la foulée des observations découlant de la Phase 1, le GDC a élaboré un ensemble d’outils à l’intention des employeurs. La deuxième phase de l’étude vise principalement à recueillir vos opinions sur  certains des projets d’outils qui ont été mis au point.

J’aimerais que vous lisiez ce document. Il est question de certains des enjeux dont nous avons discuté. [Le modérateur distribue le document « Information »]. 

· En vous fondant sur ce que je vous ai dit au sujet des compétences essentielles ainsi que sur ce que vous avez lu dans le document, jusqu’à quel point aimeriez-vous en savoir davantage sur ce que vous pourriez faire pour améliorer les niveaux de CE de vos employés?

· Seriez-vous prêt à poursuivre/à franchir les prochaines étapes? Comment procéderiez-vous? Visiteriez-vous le site Internet sur les compétences essentielles? 

· Si vous ne souhaiteriez pas franchir les prochaines étapes, pourquoi pas?

3.
Les attentes relativement à l’évaluation (15 minutes)

Il ressort de la phase I de l’étude que les employeurs estiment qu’il est important qu’ils puissent évaluer les niveaux de CE de leurs employés actuels et éventuels.  

· À l’heure actuelle, comment évaluez-vous les compétences de vos employés, si vous le faites?

· Aimeriez-vous connaître le niveau de compétences de vos employés?

· Quel genre d’évaluation serait pertinente/intéressante dans votre organisation?

· Qu’est-ce que vous imaginez lorsque vous pensez à un outil d’évaluation?

· Est-ce que l’évaluation en ligne vous intéresse? 

· Est-il important pour vous que les questions d’évaluation soient notées et totalisées par ordinateur?

· Comment vous serviriez-vous des résultats/À quelles fins utiliseriez-vous l’évaluation (p. ex., promotion, décision d’embauche, définition des besoins de formation concernant les CE)?   

· Quelle serait la réaction de vos employés à l’égard de l’évaluation de leurs niveaux de CE?

· Où et quand procéderiez-vous à l’évaluation (p. ex., Pendant les heures de travail? Les employés seraient-ils payés? La participation à l’évaluation serait-elle volontaire?)

· Qui effectuerait l’évaluation? Qui s’intéresserait à l’évaluation au sein de votre organisation?

4.
Réaction à la page pour les employeurs (10 minutes)

Voici maintenant une maquette de la page pour les employeurs du site Internet sur les CE. [Le modérateur distribue le document et laisse quelques minutes aux participants pour qu’ils l’examinent. Le modérateur rappelle que cette maquette et les autres documents sont des ébauches.]

3. Quelle est votre impression générale de cette page?

· Clarté?
· Présentation, conception?
· Quantité de renseignements?
· Autre?

· À première vue, diriez-vous que le site semble suffisamment intéressant pour que vous poursuiviez votre visite?

4. Veuillez classer les cinq outils en fonction de votre niveau d’intérêt. Et pourquoi donc?

· Selon vous, manque-t-il quelque chose?

· Pouvez-vous formuler d’autres suggestions visant l’amélioration de la page ou des outils?

5.
Réaction à chaque outil
(55 minutes) 

5.1
Enquête organisationnelle sur les compétences essentielles

Voici certaines ébauches d’outils qui pourraient faire partie de l’ensemble d’outils sur les compétences essentielles. Commençons par l’Enquête sur les compétences essentielles. [Le modérateur distribue l’Enquête et accorde aux participants cinq minutes pour qu’ils l’examinent. Le modérateur indique aussi qu’ils n’ont pas besoin de répondre au questionnaire, mais qu’ils doivent l’examiner suffisamment pour comprendre de quoi il s’agit et comment on peut s’en servir. ]

5. Quelle est votre réaction générale à l’égard de cet outil? 

· À votre avis, à quoi cet outil sert-il?

· Comprenez-vous comment vous en servir?
· Est-ce que c’est ce à quoi vous vous attendiez d’un outil d’évaluation organisationnelle des CE? À quels égards l’Enquête est-elle différente de vos attentes?   

6. Dans quelle mesure cet outil serait-il utile dans votre organisation? L’utiliseriez-vous? Pourquoi/pourquoi pas?

· Quelle serait la réaction de vos collègues à l’égard de cet outil?

· Quelle serait la réaction de vos employés à l’égard de cet outil?
· Auriez-vous besoin d’adapter/de modifier l’outil pour l’utiliser dans votre milieu de travail? À quels égards? Et ça serait facile ou difficile, pour vous, de le faire?

· Comment cet outil s’intégrerait-il dans votre stratégie globale d’évaluation? 

· Qui se servirait de l’outil? Quand?
· Avez-vous des idées d’améliorations pour cet outil?

5.2
Questionnaire sur les compétences essentielles

Voici le questionnaire sur les compétences essentielles. [Le modérateur distribue le questionnaire et accorde aux participants 15 minutes pour l’examiner. Le modérateur indique aussi qu’ils n’ont pas besoin de répondre au questionnaire, mais qu’ils doivent l’examiner suffisamment pour comprendre de quoi il s’agit et comment on peut s’en servir. ]

7. Quelle est votre réaction générale à l’égard de cet outil? 

· À votre avis, à quoi cet outil sert-il? 

· Comprenez-vous comment vous en servir?
· Est-ce que c’est ce à quoi vous vous attendiez d’un outil d’évaluation des CE des employés? À quels égards le questionnaire est-il différent de vos attentes? 

· Dans quelle mesure l’outil est-il crédible (p. ex., pensez-vous qu’il pourrait produire une évaluation assez fiable des compétences essentielles de vos employés)? Et pourquoi donc? 

8. Dans quelle mesure cet outil serait-il utile dans votre organisation? L’utiliseriez-vous? Pourquoi/pourquoi pas?

· Quelle serait la réaction de vos employés à l’égard de cet outil?

· Quelle serait la réaction de vos collègues à l’égard de cet outil?

· Comment cet outil s’intégrerait-il dans votre stratégie globale d’évaluation?

· Qui se servirait de l’outil? Quand? Comment? (p. ex., Est-ce que les employés rempliraient le questionnaire pendant leurs heures de travail, la participation serait-elle volontaire)?

· Auriez-vous besoin d’adapter/de modifier l’outil pour l’utiliser dans votre milieu de travail? À quels égards? Et ça serait facile ou difficile, pour vous, de le faire?

· Avez-vous des idées d’améliorations pour cet outil?
9. Par exemple, si les résultats du questionnaire révélaient qu’un certain nombre de vos employés ont des lacunes au niveau de certaines compétences essentielles, que feriez-vous ensuite?

· Mettre en oeuvre un programme pour satisfaire aux besoins des employés?

· Essayer de trouver un outil d’évaluation plus exhaustif à utiliser auprès de l’ensemble du personnel ou de certains employés?

· Changer les tâches des employés pour tenir compte de leurs niveaux de compétences essentielles?

· Autre chose? 

5.3
Vérification des compétences essentielles à l’embauchage

Voici le document de vérification des compétences essentielles à l’embauchage. [Le modérateur distribue le document de vérification des compétences essentielles à l’embauchage et accorde aux participants deux minutes pour l’examiner.]

10. Quelle est votre réaction générale à l’égard de cet outil? 

· Comprenez-vous comment vous en servir?

· Dans quelle mesure cet outil serait-il utile dans votre organisation? L’utiliseriez-vous? Pourquoi/pourquoi pas?

· Quelle serait la réaction de vos collègues (p. ex., les gestionnaires) à l’égard de cet outil?

· Quelle serait la réaction de vos employés à l’égard de cet outil?
· Auriez-vous besoin d’adapter/de modifier l’outil pour l’utiliser dans votre milieu de travail? À quels égards? Et ça serait facile ou difficile, pour vous, de le faire?

· Comment cet outil s’intégrerait-il dans votre stratégie globale d’évaluation? 

· Qui se servirait de l’outil? Quand?
· L’outil est-il utile même s’il n’est pas lié aux « niveaux de complexité » des compétences essentielles (les niveaux de 1 à 5)?  

· Avez-vous des idées d’améliorations pour cet outil?

5.4
Stratégies de formation concernant les compétences essentielles

Le quatrième outil a pour objet la mise en oeuvre de stratégies dans le milieu de travail afin de combler les lacunes de compétences essentielles. Voici des exemples de stratégies de formation concernant les compétences essentielles. [Le modérateur distribue un document présentant des stratégies de formation concernant les compétences essentielles et accorde aux participants deux minutes pour l’examiner.]

11. Quelle est votre réaction générale à l’égard de cet outil? 

· Comprenez-vous comment vous en servir?
· Dans quelle mesure cet outil serait-il utile dans votre organisation? L’utiliseriez-vous? Pourquoi/pourquoi pas?

· Quelle serait la réaction de vos collègues (p. ex., les gestionnaires) à l’égard de cet outil?

· Quelle serait la réaction de vos employés à l’égard de cet outil?
· Qui se servirait de l’outil? Quand?
· Dans quelle mesure les exemples sont-il utiles/pertinents (p. ex., trop génériques, simplistes, énigmatiques)?

12. Le document réunit-il suffisamment d’idées/d’exemples pour que vous puissiez élaborer et mettre en œuvre vos propres stratégies de formation concernant les compétences essentielles en milieu de travail? Vous présente-t-il tous les renseignements nécessaires pour passer à l’action? Qu’est-ce qui manque? Quels sont les obstacles à surmonter?  

· Seriez-vous intéressé à consulter le site Internet pour lire d’autres exemples/des exemples plus détaillés?

· Avez-vous des idées d’améliorations pour cet outil?

6.
Réaction à l’égard de l’ensemble des outils (10 minutes)

13. Que pensez-vous de l’ensemble des outils (y compris les outils en cours de développement)?

· Seriez-vous d’accord pour dire que le gouvernement doit faire connaître les compétences essentielles et offrir aux employeurs un ensemble d’outils?

· Quels sont les outils les plus utiles? Lequel ou lesquels sont le moins utiles? Et pourquoi donc?

14. L’ensemble des outils sont-ils suffisamment efficaces pour aborder la question des compétences essentielles dans votre milieu de travail?

· Avez-vous des suggestions d’outils, quels qu’ils soient, qu’il faudrait mettre au point et intégrer à l'ensemble d’outils?

7.
Conception et présentation
(10 minutes) 

15. Comme vous le savez déjà, tous les outils sont des ébauches, tant sur le plan du contenu que de la conception visuelle. Par ailleurs, le modèle provisoire du document de vérification des compétences essentielles à l’embauchage est  différent de celui des autres documents. Que pensez-vous de la conception de cet outil en général? Également :

· Présentation
· Clarté
· Couleurs
· Arrière-plan, etc.   

· Suggestions d’améliorations
· Êtes-vous d’avis que ce modèle devrait être retenu pour tous les outils?

16. Quelle serait pour vous la façon la plus pratique d’obtenir les outils/l’ensemble d’outils?

· Faudrait-il les offrir en format PDF sur le site Internet? 

· Le gouvernement devrait-il en faire un CD-ROM qui serait acheminé par la poste sur demande? 

· Les outils devraient-ils être réunis dans une trousse d’information?
· Préféreriez-vous recevoir l’ensemble des outils ou seulement ceux que vous auriez choisis?

17. Aimeriez-vous formuler d’autres commentaires avant la fin de la discussion? 


MERCI BEAUCOUP DE VOTRE PARTICIPATION! 
On peut se renseigner sur la présente recherche auprès de RHDSC en vertu de la Loi sur l’accès à l’information. Le projet s’intitule Discussions de groupe sur le message touchant les compétences essentielles, Phase II (été 2006). La marche à suivre pour la présentation d’une demande officielle figure dans la publication Info Source dont on peut se procurer un exemplaire au centre de services de RHDSC le plus près de chez vous ou à l’adresse Internet suivante : http://infosource.gc.ca/.

Essential Skills Employer Storyline

Essential Skills are the skills needed for work, learning and life. They help individuals perform their jobs, give them a foundation for learning other skills, and enhance their ability to adapt to workplace change.
Essential Skills are used in all occupations, in different forms and at different levels of difficulty. There are nine Essential Skills including: Reading Text, Document Use, Numeracy, Writing, Oral Communication, Working with Others, Thinking Skills, Computer Use and Continuous Learning.

Investing in Essential Skills training can improve your business performance. Returns on training investment often include: improved employee productivity, safety, innovation and adaptability. Employers often notice benefits such as improved employee morale, teamwork and communication.

Building a skilled and adaptable workforce will enable Canada to compete more effectively in the global marketplace. Currently, 42% of working-age Canadians do not have the skill levels required for most occupations.

Workplace training is a shared responsibility. Increasing demands for skilled workers requires action by both government and industry. The Government of Canada is working with employers, other levels of government, unions, and community groups to develop flexible Essential Skills tools and applications. 

We encourage you to talk with your employees about Essential Skills training. You can also contact the Government of Canada by telephone at 1-800-O-CANADA, in person at your local Service Canada Centre or visit the Essential Skills Website at www.hrsdc-rhdcc.gc.ca/essentialskills.

Fast Facts

· 4 out of 10 Canadians do not have the Essential Skills necessary to succeed in the workplace.

· Almost 75% of individuals with low skill levels are in the workforce.
· Those who need training the most are the least likely to receive it.

· Surveys have shown that employers consider Essential Skills more important to business success than technical skills. Yet, employers invest just 2.2% of overall training dollars in Essential Skills-related training.
· American employers spend almost 40% more on employee training than Canadian employers (i.e., $1,135/employee in the US vs. $824/employee in Canada).
· A 1% increase in average literacy and numeracy skills would permanently raise labour productivity by 2.5%.
· Case studies have shown that using Essential Skills training in trades/apprenticeship programs has a positive and significant impact on completion and retention rates. For example, employees who failed apprenticeship exams passed after taking customized Essential Skills training. 
· After Essential Skills training in one company, absenteeism reached an all-time low of 6.9 days absent/employee (previously 10.91 days).

· Other research has suggested that Essential Skills training results in lower turnover rates.
· An industry study found a significant correlation between Essential Skills and safety in the workplace (i.e. workers with lower Essential Skills were more likely to have a safety related incident).
Exposé des compétences essentielles pour l’employeur

Les compétences essentielles sont les compétences nécessaires pour vivre, apprendre et travailler. Elles aident les gens à bien s’acquitter de leur travail, elles sont à la base de leur apprentissage d’autres connaissances et elles leur permettent de s’adapter aux changements du milieu de travail.
Les compétences essentielles sont mises en application dans toutes les professions, sous diverses formes et à des niveaux de complexité différents. Il y a neuf compétences essentielles : lecture des textes, utilisation des documents, calcul, rédaction, communication verbale, travail d’équipe, capacité de raisonnement, informatique et formation continue.

Investir dans la formation en compétences essentielles peut améliorer le rendement de votre entreprise. Parmi les bienfaits de l’investissement dans cette formation, on note souvent une amélioration de la productivité, de la sécurité, de l’innovation et de l’adaptabilité des employés. Les employeurs sont souvent à même aussi de constater une amélioration du moral des employés, du travail d’équipe et des communications.

Grâce à une main-d’œuvre qualifiée et adaptable, le Canada sera en mesure de livrer une concurrence plus efficace sur le marché du travail à l’échelle mondiale. À l’heure actuelle, 42 % des Canadiens en âge de travailler ne possèdent pas les niveaux de compétence requis par la plupart des professions.

La formation en milieu de travail est une responsabilité partagée. La demande accrue de travailleurs qualifiés oblige aussi bien le gouvernement que l’industrie à agir. Le gouvernement du Canada collabore avec les employeurs, les autres niveaux de gouvernement, les syndicats et les groupes communautaires afin de mettre au point des outils et des applications flexibles en matière de compétences essentielles. 

Nous vous incitons à discuter de formation dans les compétences essentielles avec vos employés. Vous pouvez également communiquer avec le gouvernement du Canada par téléphone, au numéro 1-800-O-CANADA, en vous rendant au Centre Service Canada le plus près de chez vous ou en consultant le site Web des compétences essentielles à cette adresse : 

www.hrsdc-rhdcc.gc.ca/essentialskills.

Faits saillants

· 4 Canadiens sur 10 ne possèdent pas les compétences essentielles nécessaires pour réussir dans leur milieu de travail.

· Près de 75 % des personnes ayant de faibles niveaux de compétence font partie de la main-d’œuvre.
· Les personnes ayant le plus besoin de formation sont les plus susceptibles de ne pas en obtenir.

· Des sondages révèlent que les employeurs jugent les compétences essentielles plus importantes que les compétences techniques pour le succès de leur entreprise. Pourtant, les employeurs ne consacrent que 2,2 % de leur budget de formation à la formation liée aux compétences essentielles.
· Les employeurs américains dépensent près de 40 % de plus que les employeurs canadiens pour la formation des employés (soit 1 135 $ par employé aux États-Unis contre 824 $ par employé au Canada).
· Une hausse de 1 % de la compétence moyenne en lecture des textes et calcul ferait grimper en permanence de 2,5 % la productivité des travailleurs.
· Des études de cas ont montré que le fait d’insérer les compétences essentielles dans les programmes de formation des gens de métier et des apprentis a un effet positif important sur les taux de réussite et de persévérance. Par exemple, des employés qui avaient échoué à leurs examens d’apprenti les ont réussis après avoir suivi une formation sur mesure dans les compétences essentielles. 
· Après une formation dans les compétences essentielles, l’absentéisme dans une certaine entreprise a atteint son taux le plus bas jamais enregistré de 6,9 jours d’absence par employé (taux qui se situait auparavant à 10,91 jours).

· Selon d’autres travaux de recherche, la formation dans les compétences essentielles fait baisser le taux de roulement.
· Une étude sectorielle a montré une corrélation significative entre les compétences essentielles et la sécurité au travail (i.e. les travailleurs ayant de faibles niveaux de compétences essentielles étaient plus susceptibles de connaître un incident lié à la sécurité).
Essential Skills Employee Storyline

Essential Skills are the skills needed for work, learning and life. They help individuals perform their jobs, give them a foundation for learning other skills, and enhance their ability to adapt to workplace change.
Essential Skills are used in all occupations, in different forms and at different levels of difficulty. There are nine Essential Skills including: Reading Text, Document Use, Numeracy, Writing, Oral Communication, Working with Others, Thinking Skills, Computer Use and Continuous Learning.

Improving your Essential Skills increases your chances of getting and staying employed.. Research suggests that 80% of individuals with high levels of  Essential Skills are employed, compared to a 57% employment rate among individuals with low levels of Essential Skills.

Research has also shown that participating in Essential Skills training can increase earnings potential, improve self-confidence and increase job security. It can also enhance a parent’s ability to participate in their children’s education. 

Employers also benefit when workers improve their Essential Skills. Employees with Essential Skills training demonstrate improved productivity and flexibility. Other benefits include increased workplace safety and lower absenteeism. 

Building a skilled and adaptable workforce will enable Canada to compete more effectively in the global marketplace. Currently, 42% of working-age Canadians do not have the skill levels required for most occupations.

Everyone has a role to play in improving Essential Skills. The Government of Canada is working with employers, other levels of government, unions, and community groups to develop flexible Essential Skills tools and applications. 

We encourage you to talk with your employer or union about ways of improving your Essential Skills. You can also contact the Government of Canada by telephone at 1-800-O-CANADA, in person at your local Service Canada Centre or visit the Essential Skills Website at www.hrsdc-rhdcc.gc.ca/essentialskills.

Exposé des compétences essentielles pour l’employé

Les compétences essentielles sont les compétences nécessaires pour vivre, apprendre et travailler. Elles aident les gens à bien s’acquitter de leur travail, elles sont à la base de leur apprentissage d’autres connaissances et elles leur permettent de s’adapter aux changements du milieu de travail.
Les compétences essentielles sont mises en application dans toutes les professions, sous diverses formes et à des niveaux de complexité différents. Il y a neuf compétences essentielles : lecture des textes, utilisation des documents, calcul, rédaction, communication verbale, travail d’équipe, capacité de raisonnement, informatique et formation continue.

En améliorant vos compétences essentielles vous augmentez vos chances de trouver un emploi et de le conserver. Des travaux de recherche montrent que 80 % des personnes ayant des niveaux élevés de compétences essentielles ont un emploi, comparativement à un taux d’emploi de 57 % parmi les personnes ayant de faibles niveaux de compétences essentielles.

La recherche montre aussi que la formation dans les compétences essentielles peut hausser votre rémunération, améliorer votre confiance en soi et accroître votre sécurité d’emploi. Elle peut aussi permettre aux parents de suivre de plus près les progrès scolaires de leurs enfants. 

L’amélioration des compétences essentielles des employés est également  profitable à leurs employeurs. Parmi les autres avantages, il y a une plus grande sécurité en milieu de travail et une baisse du taux d’absentéisme. 

Grâce à une main-d’œuvre qualifiée et adaptable, le Canada sera en mesure de livrer une concurrence plus efficace sur le marché du travail à l’échelle mondiale. À l’heure actuelle, 42 % des Canadiens en âge de travailler ne possèdent pas les niveaux de compétence requis par la plupart des professions.

Chacun a son rôle à jouer pour améliorer les compétences essentielles. Le gouvernement du Canada collabore avec les employeurs, les autres niveaux de gouvernement, les syndicats et les groupes communautaires afin de mettre au point des outils et des applications flexibles en matière de compétences essentielles. 

Nous vous incitons à discuter avec votre employeur ou votre syndicat des façons d’améliorer vos compétences essentielles. Vous pouvez aussi communiquer avec le gouvernement du Canada par téléphone, au numéro 1-800-O-CANADA, en vous rendant au Centre Service Canada le plus près de chez vous ou en consultant le site Web des compétences essentielles à cette adresse : www.hrsdc-rhdcc.gc.ca/essentialskills.

What are Essential Skills?

· Essential Skills are the skills needed for work, learning and life. 
· Essential Skills provide the foundation for learning all other skills.

· Essential Skills enable people to evolve with their job and adapt to workplace change.

· There are nine Essential Skills: 
Reading
Document Use
Numeracy

Writing

Oral Communication

Working with Others

Thinking Skills

Computer Use

Continuous Learning 
· Validated during years of research, Essential Skills are required for all occupations, but the specific form, frequency, and complexity may vary. Examples include:
Reading – Level 1: A school bus operator reads a note from a parent. 

Reading – Level 2: A tour operator reads promotional material from tourist destinations.
Reading – Level 3: A bailiff reads procedure manuals to obtain information on how to escort prisoners.
Reading – Level 4: A construction electrician reads the Canadian Electrical Code during training and refers to it often on the job.
Reading – Level 5: An HR professional reads arbitration decisions, labour board reports and case law to develop a strategy for labour-management co-operation.
· 4 out of 10 Canadians do not have the Essential Skills levels to meet workplace demands. 

· Those who need training the most are the least likely to receive it.

· There are benefits associated with investing in or improving Essential Skills, including improved productivity and safety in the workplace and greater employee morale.

Que sont les compétences essentielles?

· Les compétences essentielles sont les compétences nécessaires pour vivre, apprendre et travailler. 

· Elles constituent la base de l’acquisition de toutes les autres compétences.

· Dans le milieu du travail, elles permettent aux gens d’évoluer avec leur profession et de s’adapter au changement.

· Les compétences essentielles sont au nombre de neuf : 

La lecture

L’utilisation des documents

Le calcul

La rédaction

La communication verbale

Le travail d’équipe

La capacité de raisonnement 

L’informatique

La formation continue

· Validées par des années de recherche, les compétences essentielles sont requises dans l’exercice de toutes les professions; leur nature, leur niveau d’importance et leur niveau de complexité peuvent toutefois varier. Par exemple :

Lecture – Niveau 1 : Un chauffeur d’autobus lit une note envoyée par un parent. 

Lecture – Niveau 2 : Un organisateur de voyages lit des documents de promotion provenant des destinations touristiques.

Lecture – Niveau 3 : Un huissier lit un manuel de procédures en vue de recueillir de l’information sur la façon dont se fait l’escorte des prisonniers. 

Lecture – Niveau 4 : Un électricien en construction lit le Code canadien de l’électricité au cours d’une séance de formation et y fait souvent référence au travail. 

Lecture – Niveau 5 : Un praticien en ressources humaines lit des décisions  arbitrales, des rapports du bureau du travail et la jurisprudence en vue de mettre au point une stratégie de coopération patronale-syndicale.

· Quatre Canadiens sur dix ne possèdent pas les niveaux de compétences essentielles pour satisfaire aux exigences du milieu de travail.  

· Ceux qui ont le plus besoin de formation sont les moins susceptibles d’en recevoir. 

· Il y a des avantages associés à investir dans l’acquisition ou le perfectionnement des compétences essentielles, dont l’amélioration de la productivité et de la sécurité en milieu de travail, et le rehaussement du moral des employés.

Essential Skills Survey 

Evaluating the Workplace

This tool is designed to help employers identify potential Essential Skills issues in the workplace. 

Survey Guide

· The statements included in this tool are divided into nine sections; one for each of the nine Essential Skills.

· Addressing the statements will help indicate potential problems in your workplace, but there may be other factors you need to consider which are not included in this tool. It is also important to gather input from a variety of employees and to respect confidentiality.

· If you agree with a significant number of the statements in this tool, there could be an Essential Skills issue in your organization. Your best course of action may be to identify problematic sections (i.e. sections in which you agree with most of the statements) and to focus your training activities on that skill. 

· For more information on Essential Skills and other related tools please visit: www.hrsdc-rhdcc.gc.ca/essentialskills.

	Part 1 : Reading Text



	· Employees seem uncomfortable with written material.

· There are problems disseminating information to employees through memos.

· Employees prefer oral instructions over written ones.

· Employees make unnecessary mistakes when following written instructions.

· There have been safety problems linked to employees not following directions in manuals and/or signs posted around the workplace.




Comments:

	Part 2 : Document Use



	· Employees seek help in using documents.

· Employees have difficulty understanding or filling in documents such as charts and graphs.

· Employees have difficulty understanding timesheets and pay stubs.

· Employees often enter incorrect information on activity schedules or other related documents.

· There have been safety issues related to employees’ inability to understand gauges, manuals, blueprints, or schedules.




Comments:
	Part 3 : Writing



	· Employees avoid reporting workplace incidents because they have to fill in accident reports.

· Employees have difficulty writing production reports or other material necessary for the job.

· Employees communicate orally when written communication would be more appropriate.

· Material written by employees contains numerous grammar or spelling mistakes.

· Employees have difficulty using appropriate sentence structure, punctuation, wording, or tone when preparing written material.




Comments:

	Part 4 : Numeracy



	· Employees have trouble completing numerical tasks, such as calculations, measurements and estimations.

· Employees make numerous mistakes when conducting financial transactions, such as handling cash, preparing bills, or making payments.

· Employees avoid handling cash orders, receiving payments, or making change.

· Employees avoid participating in training sessions related to numeracy.

· Employees have difficulty understanding calculations on pay stubs.




Comments:
	Part 5 : Oral Communication



	· Employees do not communicate information or instructions clearly and accurately.

· Employees have difficulty following detailed oral instructions.

· When communicating with suppliers or clients, employees do not speak professionally.

· Employees do not use workplace-appropriate terminology.

· Employees frequently communicate in a language other than the language of the workplace.

· Employees avoid participating in staff meetings or training sessions.




Comments:
	Part 6 : Thinking Skills



	· Employees look for guidance when addressing everyday workplace problems that they should be able to resolve themselves.

· Employees have difficulty making decisions independently.

· Employees’ lack of planning leads to inferior work, missed deadlines, or increased costs.

· When faced with a problem employees do not conduct research to find information or solutions.

· During problem-solving, employees do not use assessment criteria or consider risk factors.

· Employees have trouble remembering routine procedures to follow.




Comments:

	Part 7 : Working with Others



	· Employees do not coordinate work or share information with others.

· Employees have trouble accomplishing a task that requires organized co-operation.

· Employees do not participate in group projects or team meetings to avoid working with others.

· Employees are often unable to set aside personal differences. 

· Employees do not display behaviour that is conducive to good teamwork.

· Employees are afraid of making mistakes in front of their peers.




  Comments:

	Part 8 : Computer Use



	· Employees strongly resist changes in technology such as new computer software or programs. 

· Employees frequently ask for help with computer-related tasks. 

· Employees take more than an average amount of time to complete tasks using computer software and programs.

· Employees perform tasks manually when using an electronic device would be more appropriate.

· Employees have difficulty operating computer accessories such as printers, fax machines, and scanners.




   Comments:
	Part 9 : Continuous Learning



	· Workplace training is rare; therefore, employees have little or no experience with training on the job.

· Employees are unwilling to participate in workplace education programs.

· Employees are uninterested in developing learning plans for personal or professional development. 

· Candidates for higher-level positions are recruited from outside the organization due to a lack of qualified candidates within the organization.

· Employees are resistant to workplace change, even if the change is to their benefit.




Comments:

Enquête sur les compétences essentielles

Évaluation du milieu de travail 

Cet outil vise à aider les employeurs à cerner les problèmes de compétences essentielles possibles dans le milieu de travail. 
Guide de l’enquête

· Les énoncés qui figurent dans cet outil sont regroupés en neuf sections, soit une pour chacune des neuf compétences essentielles.
· Se pencher sur ces énoncés aidera à cerner les problèmes potentiels dans votre milieu de travail, mais il pourrait y avoir d’autres facteurs dont vous devez tenir compte et qui ne sont pas abordés dans cet outil. Il est aussi important de recueillir les commentaires de divers employés et d’en assurer la confidentialité. 
· Si vous êtes d’accord avec un nombre important d’énoncés de cet outil, il pourrait y avoir un problème de compétences essentielles dans votre organisation. La meilleure façon de procéder pourrait être de cerner les sections qui indiquent un problème (c’est-à-dire les sections où vous êtes d’accord avec la plupart des énoncés) et d’axer vos activités de formation sur la ou les compétences en question.
· Pour plus d’informations sur les compétences essentielles et sur d’autres outils connexes, rendez-vous à l’adresse www.hrsdc-rhdcc.gc.ca/competencesessentielles.
	Partie 1 : Lecture des textes



	· Les employés ne semblent pas à l’aise avec le matériel écrit. 

· La diffusion d’information aux employés au moyen des notes de service pose des difficultés.

· Les employés préfèrent recevoir des directives de vive voix plutôt que par écrit. 

· Les employés commettent inutilement des erreurs lorsqu’ils suivent des instructions écrites.

· Il y a des problèmes de sécurité liés à l’inobservation, par les employés, des directives des manuels et (ou) des panneaux indicateurs dans le milieu de travail.




Commentaires
	Partie 2 : Utilisation des documents



	· Les employés demandent de l’aide lorsqu’ils utilisent des documents.

· Les employés éprouvent de la difficulté à comprendre ou à remplir les documents, comme les tableaux ou les graphiques. 

· Les employés ont de la difficulté à comprendre les feuilles de temps et les talons de chèque de paie.

· Les employés inscrivent souvent des renseignements inexacts sur les tableaux des activités ou sur d’autres documents connexes.

· Il y a eu des problèmes de sécurité liés à l’incapacité des employés de comprendre les indicateurs, les manuels, les plans directeurs ou les calendriers de travail.




Commentaires

	Partie 3 : Rédaction 



	· Les employés évitent de déclarer les incidents survenus sur les lieux de travail pour ne pas avoir à remplir des formulaires de rapports d’accident.

· Les employés éprouvent de la difficulté à rédiger les rapports de production ou d’autres documents nécessaires pour le travail.

· Les employés communiquent de vive voix dans des situations où la communication écrite conviendrait mieux. 

· Les documents rédigés par les employés contiennent de nombreuses fautes de grammaire et d’orthographe.

· Les employés ont de la difficulté à utiliser les structures de phrase, la ponctuation, la formulation ou le ton qui conviennent lorsqu’ils rédigent des documents. 




Commentaires
	Partie 4 : Calcul



	· Les employés ont de la difficulté à effectuer des tâches numériques, comme les calculs, les mesures et les estimations.

· Les employés commettent de nombreuses erreurs lorsqu’ils effectuent des transactions financières, comme la manipulation de l’argent, l’établissement des factures et les paiements. 

· Les employés évitent de traiter des commandes à paiement comptant, de recevoir des paiements ou de compter de la monnaie.

· Les employés évitent de participer à des séances de formation relatives au calcul. 

· Les employés éprouvent de la difficulté à comprendre les calculs figurant sur les talons de chèque de paie. 




Commentaires

	Partie 5 : Communication verbale



	· Les employés ne communiquent pas des renseignements ou des directives de façon claire et précise. 

· Les employés ont de la difficulté à suivre des directives verbales précises. 

· Lorsqu’ils communiquent avec les fournisseurs ou les clients, les employés ne parlent pas de façon professionnelle.

· Les employés n’utilisent pas la terminologie propre au milieu de travail. 

· Les employés communiquent fréquemment dans une langue autre que celle du milieu de travail. 

· Les employés évitent de participer aux réunions d’employés ou aux séances de formation. 




Commentaires

	Partie 6 : Capacité de raisonnement



	· Les employés sollicitent de l’aide pour régler des problèmes qui surviennent quotidiennement dans le milieu de travail et qu’ils devraient être en mesure de régler eux-mêmes. 

· Les employés ont de la difficulté à prendre des décisions de manière autonome. 

· En raison de l’absence de planification de la part des employés, le travail est de qualité inférieure, les délais ne sont pas respectés ou les coûts augmentent.

· Lorsque les employés sont aux prises avec un problème, ils ne cherchent pas à trouver des informations ou des solutions pour le régler. 

· Les employés n’appliquent pas des critères d’évaluation et n’examinent pas des facteurs de risque lorsqu’ils résolvent des problèmes. 

· Les employés ont de la difficulté à se rappeler des procédures habituelles à suivre.




Commentaires
	Partie 7 : Travail d’équipe



	· Les employés ne coordonnent pas le travail et n’échangent pas d’information avec les autres.

· Les employés éprouvent de la difficulté à exécuter des tâches nécessitant une collaboration structurée.

· Les employés ne participent pas aux projets de groupe ou aux réunions d’équipe pour éviter de travailler avec les autres. 

· Les employés sont souvent incapables de mettre de côté les différences de chacun. 

· Les employés ne manifestent pas un comportement qui suscite un esprit d’équipe.

· Les employés craignent de commettre des erreurs en présence de leurs collègues.




   Commentaires
	Partie 8 : Informatique



	· Les employés s’opposent fermement aux changements technologiques, comme de nouveaux logiciels ou programmes informatiques. 

· Les employés demandent fréquemment de l’aide pour effectuer des tâches informatiques. 

· Les employés prennent plus de temps que prévu pour s’adapter aux nouveaux logiciels et programmes.

· Les employés effectuent des tâches manuellement alors qu’il conviendrait mieux d’utiliser un dispositif électronique.

· Les employés éprouvent de la difficulté à se servir d’outils informatiques, comme une imprimante, un télécopieur ou un scanneur.




   Commentaires

	Partie 9 : Formation continue



	· Il y a peu de formation offerte en milieu de travail. Par conséquent, les employés ont peu d’expérience de la formation en milieu de travail, voire aucune.

· Les employés ne veulent pas participer aux programmes de formation en milieu de travail.

· Les employés ne sont pas intéressés à élaborer des plans d’apprentissage pour leur perfectionnement personnel ou professionnel. 

· Les candidats à des postes de niveau supérieur sont recrutés de l’extérieur de l’organisation en raison du manque de candidats qualifiés au sein de l’organisation. 

· Les employés sont réfractaires au changement dans le milieu de travail, et ce, même si le changement en question est à leur avantage. 




Commentaires

Essential Skills Training Strategies

Incorporating Activities into Training

This guide provides examples of how to incorporate Essential Skills into workplace training programs. It is a starting point that can be customized to reflect the needs of your organization.

	Essential

Skills
	Examples

	Reading Text
	· Participants read the training session’s agenda and highlight an area of interest.

· Participants read excerpts of workplace materials such as safety manuals or employee handbooks.



	Writing
	· Participants edit a short document containing numerous spelling and grammar mistakes. 

· Participants write a brief summary of what they hope to learn during the training session.



	Computer Use
	· Participants find, open and print a file saved on a computer. 

· Participants search the Internet for an article related to the training session. 



	Oral

Communication
	· Participants interview a partner and then introduce him/her to the group. 

· Participants describe what they like best and/or least about their job.  



	Numeracy
	· Participants calculate how many products the company needs to sell in order to meet its sales target.

· Participants calculate average monthly sales given the company’s annual sales figure.



	Document Use


	· Participants plot sales data on a graph and identify trends.

· Participants complete a checklist to indicate their satisfaction with the training session.  



	Thinking Skills
	· Participants identify a workplace problem, develop possible solutions and make a recommendation.

· Participants brainstorm ways to make the company more efficient and briefly explain how their idea could be implemented.



	Working with Others
	· Working in groups, participants create a list of common workplace terminology or acronyms with definitions.

· Participants practice appropriate responses to a conflict with a co-worker.



	Continuous Learning
	· Participants evaluate what they learned throughout the training session.

· Participants create a learning plan with activities designed to maintain/enhance their skill levels.




For more information on Essential Skills and other related tools, visit www.hrsdc-rhdcc.gc.ca/essentialskills.

Stratégies de formation concernant les compétences essentielles

Incorporation des activités dans la formation

Le présent guide donne des exemples de comment les compétences essentielles peuvent être incorporées dans les programmes de formation en milieu de travail. Il sert de point de départ et peut être adapté pour répondre aux besoins de votre organisation.

	Compétences essentielles
	Exemples

	Lecture des textes
	· Les participants lisent l’ordre du jour de la séance de formation et mettent en évidence un domaine d’intérêt.

· Les participants lisent des extraits de documents relatifs au milieu de travail, comme des manuels de sécurité ou des manuels de l’employé.

	Rédaction
	· Les participants révisent un bref document comportant de nombreuses fautes d’orthographe et de grammaire.

· Les participants rédigent un bref résumé de ce qu’ils espèrent apprendre au cours de la séance de formation.

	Informatique
	· Les participants trouvent, ouvrent et impriment un fichier sauvegardé dans un ordinateur. 

· Les participants utilisent Internet pour chercher un article relatif à la séance de formation. 

	Communication orale
	· Les participants interviewent un/une partenaire, puis présentent leur partenaire au groupe. 

· Les participants décrivent ce qu’ils aiment le plus et (ou) le moins dans leur travail.  

	Calcul
	· Les participants calculent combien de produits la compagnie doit vendre afin de réaliser son objectif de vente.

· Les participants calculent la moyenne des ventes mensuelles à l’aide du chiffre des ventes annuelles de la compagnie.

	Utilisation des documents


	· Les participants transposent les données relatives aux ventes sur un graphique et cernent les tendances.

· Les participants remplissent une liste de contrôle pour indiquer leur niveau de satisfaction à l’égard de la séance de formation.

	Capacité de raisonnement
	· Les participants identifient un problème dans le milieu de travail, élaborent des solutions possibles et formulent une recommandation.

· Au cours d’une séance de remue-méninges, les participants trouvent des moyens d’accroître l’efficacité de la compagnie et expliquent brièvement comment on pourrait donner suite à leurs idées.

	Travail d’équipe
	· En équipe, les participants créent une liste de termes ou d’acronymes utilisés couramment dans le milieu de travail, accompagnés chacun d’une définition.

· Les participants s’exercent à utiliser les méthodes appropriées pour régler un  conflit avec un collègue.

	Formation continue
	· Les participants évaluent ce qu’ils ont appris au cours de la séance de formation.

· Les participants créent un plan d’apprentissage comportant des activités qui visent à maintenir et à améliorer leur niveau de compétence.


Pour obtenir plus d’informations sur le programme des compétences essentielles et sur d’autres outils connexes, rendez-vous à l’adresse www.hrsdc-rhdcc.gc.ca/competencesessentielles.

Essential Skills Questionnaire

Exploring the complexity levels

This questionnaire can be used by employers to gain a better understanding of the skill levels of their workforce. It helps employees assess their skills by providing examples of Level 1 and Level 2 assessment questions for four of the nine Essential Skills: Reading, Document Use, Numeracy, and Thinking Skills. Complexity ratings have been developed for each Essential Skill, from level 1 (basic) to level 4/5 (advanced). Improving skills helps to create a more confident, safety-conscious, and productive workforce.

This questionnaire is designed as an introduction to Essential Skills assessment. Administering this questionnaire to employees will provide an indication of their skills levels; however, it should not be considered a comprehensive assessment tool.

Questionnaire Guide 

· There are three sections in this tool: (1) answer sheet; (2) questionnaire; and (3) correction sheet. The questionnaire is composed of 40 questions, which are generic in nature and do not require specialized knowledge to be correctly answered. 

· The questionnaire should take no longer than one hour to complete. Use of a calculator is permitted but not required. 

· The questionnaire may be self-assessed or marked by the employer.  One mark should be awarded for each correct answer and partial marks should not be given. Scores should always be kept confidential. 

· The rationales for each answer, as well as other related tools, can be found on the Essential Skills website: www.hrsdc-rhdcc.gc.ca/essentialskills.

Questionnaire Benefits

· Acquisition of useful information about the skills employees bring to the workplace.

· Identification of current employees’ training needs.

· Ability to target training to address specific areas for improvement.

    Answer Sheet
Indicate your answer to each question on the worksheet below. For multiple-choice questions, circle the letter corresponding to your answer.
READING – LEVEL 1

1.     ____________________

2.     A          B         C          D

3.     

4.     

5.     

READING – LEVEL 2

6.     A          B         C          D

7.     A          B         C          D

8.     

9.     

10.   

NUMERACY – LEVEL 1

11.    ________________ mm

12.    ____________________

13.    

14.    

15.    

NUMERACY – LEVEL 2

16.   $ __________________

17.    ________________ tiles     

18.    

19.    

20.    

DOCUMENT USE – LEVEL 1

21.    ____________________

22.    A          B         C          D

23.    

24.    

25.    

DOCUMENT USE – LEVEL 2

26.    ____________________

27.    ____________________

28.    

29.    

30.    

THINKING – LEVEL 1

31.    A          B         C          D

32.    A          B         C          D

33.    

34.    

35.    

THINKING – LEVEL 2

36.    A          B         C          D
37.    A          B         C          D

38.    

39.    

40.    

Please write your answers on the Answer Sheet provided.

SAMPLE READING QUESTIONS – LEVEL 1

Question # 1

A library clerk is asked to read the following comments found on suggestion forms and report any book titles that might be suggested.

Which book title is suggested below?

Thank you very much for your excellent services! You made my visit to the library a very enjoyable one.  Keep up the good work!

-----------------------------------------------------------------------------------------------------------

I just wanted to comment on your book selection for children.  Even though it is satisfying overall, I would suggest acquiring more books for the 12 to 15 age range.

-----------------------------------------------------------------------------------------------------------

I really enjoy reading books by Sumaiya Khan, like many other readers.  I would suggest that the library purchase the author’s latest book, Waterfalls.

Question # 2

A window installer reads the following directions on a bottle of industrial glue.

Open the bottle: carefully remove the cap, and using scissors, cut about 1 cm off the stem. 

Apply glue: spread on a thin layer of adhesive on pieces to glue.  For very absorbent surfaces, use more glue. 

Hold the pieces together: hold the glued pieces together for a few seconds.  The bond will continue to get stronger over several hours. 

Clean Up Procedure: wipe off spout, close the bottle and wash your hands with warm water and soap.

According to the above directions, what is the next step after the bottle of industrial glue has been closed? 

A) Carefully remove the cap.









B) Wash your hands with warm water and soap.





C) Wipe off spout.




D) Hold the glued pieces together.

SAMPLE READING QUESTIONS – LEVEL 2

Question # 6
A furniture refinisher reads the following information sheet about the various finishing problems that may arise when using lacquer.

Lacquer – Finishing Problems to Avoid

1. Orange peel-like surface

An orange peel-like surface is caused by the lacquer drying too fast.  To avoid this problem, spray 

lacquer in a room with the temperature set at less than 15 ◦C.  Spray 30 centimetres from the surface for best results.

2. Cratering surface


Roundish depressions in lacquer that look like moon craters are generally caused by contamination in the finish resulting from inappropriate wood care products.  To prevent this type of finish, clean all surfaces thoroughly with naphtha before applying lacquer.

3. Grainy surface

 
Sometimes the film looks like sand has been mixed in with the lacquer.  This means that too much air pressure was used during the spraying process.  Excessive air pressure can cause entrapment of air bubbles in the surface.  To avoid this finish, use minimal air pressure.

4. Rough surface

Roughness in the film is caused by over spraying or spraying too close to the wood surface.  Excessive air flow dries the lacquer before it reaches the surface of the furniture.  Spray lacquer 30 centimeters from the surface using minimal air pressure to avoid this situation.

Based on the information sheet, what causes a grainy surface? 

A) Sand was mixed in with the lacquer







B) The lacquer dried too fast






C) The furniture refinisher undersprayed




D) Entrapment of air bubbles in the surface

Question # 7

A first-line supervisor in a fish plant reads the following memo from a manager regarding the expected arrival of visitors to the fish plant.

March 13, 2006

Good morning: 

I am writing to advise you about the upcoming visit of a group of aquaculture students from Mercer College. They should arrive tomorrow afternoon by bus. The organizer will call you five minutes before arriving at the fish plant. The visitors will be here by 1:00 pm and should leave no later than 3:00 pm. 

Two students from the group have physical disabilities. The organizer from Mercer College has requested that we provide them with wheelchairs to use during their visit. Please have the wheelchairs ready in the parking lot when the bus arrives.

I would like you to welcome the visitors, escort them around the plant and answer any questions they might have. I have also asked a few people to explain their roles and responsibilities to the students.  It is imperative that visitors wear appropriate hygiene face masks and disposable latex gloves at all times when in the fish plant.

Thank you

Based on the manager’s memo, which of the following statements is true? 

A) The visitors will probably leave after 3:00 pm.







B) The manager will escort the visitors around the plant.

C) Students must wear face masks and latex gloves at all times when in the fish plant.


D) The plant is not accessible for persons with disabilities.

SAMPLE NUMERACY QUESTIONS – LEVEL 1

Question # 11

An industrial electrician is measuring out lengths of cable using a tape measure. 
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Using the tape measure provided, what is the length of the cable? 

Question # 12

The table below shows a sales representative’s gross sales by month for 2005 and 2006. 

Identify the month for which sales were higher in 2005 than in 2006. 

	Month
	2005 $
	2006 $

	January
	12,576
	12,750

	February
	12,065
	12,135

	March
	11,980
	12,100

	April
	12,265
	12,385

	May
	12,388
	12,765

	June
	14,089
	14,101

	July
	14,856
	14,976

	August
	14,999
	15,284

	September
	13,724
	14,018

	October
	13,678
	13,567

	November
	12,115
	12,314

	December
	13,200
	13,311

	Total Year Sales
	159,018
	159,696


SAMPLE NUMERACY QUESTIONS – LEVEL 2

Question # 16

The following expense claim form shows the travel expenses of a construction electrician during a recent project.

	Date
	Type of expense
	Rate
	Claim$



	12th March
	Lunch
	Exact amount
	7.00

	12th March
	Telephone
	Exact amount
	3.50

	12th March
	Mileage – 200 km
	$0.42 per km
	

	Total Claim
	


Calculate the total amount of expenses that the electrician can claim, including the mileage. 

Question # 17

A contractor has been hired to install ceramic floor tiles in a client’s kitchen.  According to her calculations, the job requires the use of 129 tiles. If 2% of the tiles are found defective or are accidentally broken on the job, what is the total number of tiles the contractor would expect to order to complete the job? Round to the nearest tile. 
SAMPLE DOCUMENT USE QUESTIONS – LEVEL 1

Question # 21

A chainsaw operator at a mill receives a wood shipment with the following sales slip attached.

	SALES SLIP



	H&E Wood Inc.

22 George Street, Woodstock, NB
Phone (555) 515-6222, Fax (555) 515-6223

woodexperts@email.com

	May 31, 2006

	Ship To:
	Bill To:

	Wood Experts Inc.
898 Truro Avenue

Fredericton, NB

(550) 613-4885

Customer ID BBE4456


	Wood Experts Inc.
898 Truro Avenue

Fredericton, NB



	Order date


	Order number

	February 15, 2006


	239

	Item number


	Description
	Quantity

	WT-05-338
	Hardwood veneer plywood
	12

	AF-05-897
	Ironwood, pressure treated
	8

	WT-06-112
	Carpathian Elm Burl veneer
	6

	BJ-07-389
	Unedged timber
	20

	CF-05-349
	Roundwood logs
	7

	
	
	

	
	
	

	Please contact Customer Service at (555) 515-5000 with any questions or comments on the shipment. Thank you for your business!




Only half the shipment of unedged timber has been received. The chainsaw operator must call Customer Service to report the mistake. What is the phone number?

Question # 22

A window installer fills in the following time sheet for payroll purposes. She needs to indicate that she worked 2 hours of overtime on March 11, 2006. Where should she record her overtime? Circle the corresponding letter on your answer sheet.

	Window Clear Inc.

	Employee:
	Ajit Neelamkavil
	Manager:
	Helium Meinert

	Employee phone:
	(555) 555-5555
	Employee e-mail:
	Neelamkavil.A@email.com

	Week ending:
	3/12/2006
	
	

	Day
	Date
	Task
	Regular Hours
	Overtime Hours
	Total

	Monday
	3/6/2006
	Installation
	8.00
	 
	8.00

	Tuesday
	3/7/2006
	Installation
	8.00
	 
	8.00

	Wednesday
	3/8/2006
	Installation
	8.00
	 
	8.00

	Thursday
	3/9/2006
	Installation
	8.00
	 
	8.00

	Friday
	3/10/2006
	Installation
	8.00
	 
	8.00

	Saturday
	3/11/2006
	 
	A 
	B
	C

	Sunday
	3/12/2006
	 
	 
	 
	 

	Total hours
	40.00
	D
	40.00


SAMPLE DOCUMENT USE QUESTIONS – LEVEL 2

Question # 26

A dental assistant consults the following schedule to call patients and remind them of their appointments. At what time should the dental assistant ask P. Montgomery to arrive at the Dental Centre, given that patients are required to come in half an hour early? 

	Appointment Schedule (Date: Tuesday April 11, 2006)



	Time


	Patient Name
	Dental Procedure

	9:00 – 9:30
	P. Putnam
	Dental clean up

	9:30 – 10:00
	
	

	10:00 – 10:30
	V.  Mangeshkar
	Filling

	10:30 – 11:00
	
	

	11:00 – 11:30
	M. Ming
	Dental clean up

	11:30 – 12:00
	
	

	12:00 – 13:00
	
	

	13:00 – 13:30
	P. Montgomery
	Root canal

	13:30 – 14:00
	
	

	14:00 – 14:30
	H. Schubert
	Filling

	14:30 – 15:00
	
	

	15:00 – 15:30
	S. Belizle
	Wisdom teeth extraction

	15:30 – 16:00
	
	

	16:00 – 16:30
	F. Peddie
	Bleaching

	16:30 – 17:00
	
	


Question # 27

A baker reads the following recipe for maple walnut bread.


Maple Walnut Bread
INGREDIENTS

	ONE (1) LOAF


	TEN (10) loaves
	TWENTY (20) loaves

	1¾ cups flour

1 tablespoon baking powder

1½ tablespoon baking soda

1 teaspoon cinnamon 

½ tablespoon ground ginger

3 tablespoons softened butter

1 cup maple syrup 

½ cup packed brown sugar

2 eggs

½ cup sour cream

½ cup finely chopped walnuts


	17½ cups flour

10 tablespoons baking powder

1 cup baking soda

3 tablespoons cinnamon 

5 tablespoons ground ginger

2 cups softened butter

10 cups maple syrup 

5 cups packed brown sugar

20 eggs

5 cups sour cream 

5 cups finely chopped walnuts
	35 cups flour

1/3 cups baking power

2 cups baking soda

6 tablespoons cinnamon 

10 tablespoons ground ginger

4 cups softened butter

20 cups maple syrup 

10 cups packed brown sugar

40 eggs

10 cups sour cream 

10 cups finely chopped walnuts


RECIPE 

Combine flour, baking powder, baking soda, cinnamon and ginger in one bowl. In another bowl, beat the butter until soft.  Stir in the maple syrup and brown sugar. Add the eggs, sour cream and walnuts. Add the flour mixture to this mixture until just combined. Spoon into pan and bake for 50 minutes at a temperature of 200 oC until well risen.

The baker wants to make 10 loaves of bread and has the following ingredients on hand:

18 cups of flour,  12 tablespoons of baking powder, 1 cup of baking soda, 4 tablespoons of cinnamon, 5 tablespoons of ground ginger, 3 cups of butter, 10 cups of maple syrup, 5 cups of packed brown sugar, 10 eggs, 8 cups of sour cream and 5 cups of finely chopped walnuts.

What ingredient does the baker need more of?

SAMPLE THINKING SKILLS QUESTIONS - LEVEL 1

Question # 31

A gas fitter must evaluate the most appropriate location to place the thermostat to control the gas heating system in a new home that is under construction. The thermostat needs to be installed on an interior wall away from sources of heat such as direct sunlight, fireplaces or heating appliances. The thermostat needs to be located 1.5 metres off the floor. If it is placed too high or too low the thermostat gives a false reading of the temperature in the house. The thermostat should not be placed near outside doors or windows where a draft could occur.

Which is the best location for the thermostat?

A)  The gas fitter installs the thermostat in the family room 1.5 metres off the ground on an interior wall near the room exit to the hallway that leads outside.

B)  The gas fitter installs the thermostat in the kitchen 1.5 metres off the ground on an interior wall opposite the windows.

C)  The gas fitter installs the thermostat in the living room on an outside wall where the door and windows are located.

D)  The gas fitter installs the thermostat in the living room 1.5 metres off the ground on an interior wall away from the fireplace and windows.

Question # 32

An architect is checking to see if packages of information to accompany build permit applications are complete. Projects A and C are new developments in established communities and the building permit applications must include certificates of title and letters of authorization in addition to the usual requirements. Projects B and D do not require architectural drawings because they involve a series of lots for a larger site development and the drawings have already been registered for the site. The architectural technician develops the checklist below of all required documents to verify that the building permit application forms have been completed and all accessory documents are included. 

	Documents


	Project

	
	A


	B
	C
	D

	Application form complete
	· 
	· 
	· 
	· 

	Site plan
	· 
	· 
	· 
	· 

	Architectural drawings

	· 
	
	· 
	

	Letters of authorization

	· 
	
	· 
	

	Legal description of property
	· 
	· 
	· 
	· 

	Certificates of title

	· 
	
	
	

	Zoning regulations
	· 
	· 
	· 
	· 

	Fee payment
	· 
	· 
	· 
	· 


Which information package for the projects above is incomplete? 

SAMPLE THINKING SKILLS QUESTIONS – LEVEL 2

Question # 36

A shipping clerk is arranging to ship a large order of air conditioning units to a retailer 1,050 miles away. The retailer wants to receive the order as quickly as possible to ensure the product is available in time for the summer season which is only a month away. The company’s procedures state that shipments can be sent by air, rail or transport truck depending on the costs and urgency of the shipment. The shipping clerk telephones different transportation companies and records important information that will help decide what carrier to use. 

Which carrier below should the shipping clerk use to transport the order?

Carrier A

Provides air cargo and guarantees 3 days delivery; however, the costs are higher than company guidelines and there are no special rates. The airplane can accommodate the size of the order.

Carrier B

Provides flat bed container trucks. Delivery will take a minimum of 15 days per truckload. Cost of shipping per truckload is low. The order may need to be shipped on two separate trucks that leave a day apart.

Carrier C

Provides rail transportation between major centres. Delivery will take a minimum of 30 days. Large freight cars accommodate bulk shipping and make the cost of shipping low.  

Carrier D

Provides tractor trailer trucks. Guarantees delivery within 15 days and provides a 10% discount for shipments over 1000 kilometres.  Medium cost still within company guidelines.

Question # 37

A greenhouse worker is creating a display outside the entrance to the greenhouse that has produced a large supply of red geraniums. The display needs to be colourful to encourage customers to buy different types of products. The plants need to be able to survive cold temperatures at night. The greenhouse worker has created an archway over a wooden platform with several tiers and is deciding what plants to use for the display. The greenhouse always displays geranium and impatiens plants which are the bulk of its business. 

How should the greenhouse worker arrange the display? 

A) Display a mass of red geraniums, using this plant as a feature flower because there is large number in stock. The worker should choose blue lobelia as a border because it will provide an attractive contrast colour for the display, even though lobelia is a delicate plant that may not withstand cold temperatures at night.

B) Display a mass of impatiens, mixing different colours to show a range of products that the greenhouse provides. The impatiens plants are able to withstand the cold temperatures that could occur at night at this time of the year.

C) Display a mass of red geraniums to encourage customers to buy them because there is large number in stock. Use impatiens in a contrasting colour to create a border. Place colourful hanging containers of less hardy plants on the archway because they can be moved inside on cold nights.

D) Display a mass of red impatiens using the plant as a feature flower that will encourage customers to buy them. Plant red geraniums in hanging containers and place them on the archway because they are able to withstand cold temperatures and be moved inside on cold nights.

Correction Sheet
A score of 3 out of 5 or less in each section (e.g. Reading - Level 2) indicates that the employee would benefit from skills upgrading in that area.

READING – LEVEL 1

1.     Waterfalls
2.     B
3.    

4.             

5.     

READING – LEVEL 2

6.     D
7.     C

8.     

9.     

10.    
NUMERACY – LEVEL 1

11.    17 or seventeen mm

12.    Oct. or October
13.   

14.

15. 

NUMERACY – LEVEL 2

16.    $ 94.50

17.    132 tiles

18.    
19.    
  
20.    


DOCUMENT USE – LEVEL 1

21.    (555) 515-5000
22.    B
23.    

24.    
25.    
DOCUMENT USE – LEVEL 2

26.    12:30 or 12:30 PM

27.    egg or eggs or 10 eggs

28.    
29.    
30.    

THINKING – LEVEL 1

31.    D

32.    C

33.    
34.    
35.    
THINKING – LEVEL 2

36.    D

37.    C

38.    
39.    


40.

Questionnaire sur les compétences essentielles

À la découverte des niveaux de compétence

Les employeurs peuvent se servir de ce questionnaire afin de mieux comprendre les niveaux de compétence de leur effectif.  Le questionnaire aide aussi aux employés à évaluer leurs compétences en offrant des exemples de questions d’évaluation des niveaux 1 et 2 pour quatre des neuf compétences essentielles : la lecture de textes, l’utilisation des documents, le calcul et la capacité de raisonnement. Des niveaux de complexité, allant du niveau 1 (élémentaire) au niveau 4/5 (avancé), ont été conçus pour chacune des compétences essentielles. Les employés ayant amélioré leurs compétences sont plus sûrs d’eux, plus conscients des questions de sécurité et plus productifs. 

Ce questionnaire est conçu comme introduction à l’évaluation des compétences essentielles. L’administration de ce questionnaire à des employés vous donnera un indice de leurs niveaux de compétence. Toutefois, ce questionnaire ne doit pas être considéré comme étant un outil d’évaluation d’ensemble.

Guide du questionnaire

· Ce questionnaire comprend trois sections : (1) la feuille de réponses; (2) le questionnaire; et (3) la fiche de corrections. Le questionnaire se compose de 40 questions, lesquelles sont génériques et auxquelles on peut répondre correctement sans nécessiter de connaissances spécialisées. 

· Le questionnaire ne devrait pas prendre plus d’une heure à compléter. Quoique l’utilisation de calculatrices soit permise, est n’est pas requise.

· Le questionnaire peut être auto évalué ou corrigé par l’employeur. Un point devrait être attribué pour chaque bonne réponse. Les demi points ne comptent pas. Les notes devraient toujours demeurer confidentielles.

· La justification de chaque réponse, ainsi que d’autres outils connexes, se trouvent sur le site web de Compétences essentielles : http://srv600.hrdc-drhc.gc.ca/esrp/french/general/home_f.shtml

Les avantages du questionnaire

· Acquisition de renseignements utiles sur les compétences qu’introduisent les employés au 
milieu de travail.

· Identification des besoins en formation des employés 

· Capacité de cerner les besoins en formation afin d’aborder les domaines particuliers à être améliorés.
Feuille de réponses
Veuillez indiquer votre réponse à chaque question sur la feuille de réponses ci-dessous. Pour les questions à choix multiples, veuillez encercler la lettre correspondant à votre réponse. 
LECTURE – NIVEAU 1

1.     ____________________

2.     A          B         C          D

3.     

4.     

5.     

LECTURE – NIVEAU 2

6.     A          B         C          D

7.     A          B         C          D

8.     

9.     

10.   

CALCUL – NIVEAU 1

11.    ________________ mm

12.    ____________________

13.    

14.    

15.    

CALCUL – NIVEAU 2

16.   __________________ $

17.    ________________ tuiles     

18.    

19.    

20.    


UTIL. DES DOCUMENTS – NIVEAU 1
21.    ____________________

22.    A          B         C          D

23.    

24.    

25.    

UTIL. DES DOCUMENTS – NIVEAU 2

26.    ____________________

27.    ____________________

28.    

29.    

30.    

CAP. DE RAISONNEMENT – NIVEAU 1

31.    A          B         C          D

32.    A          B         C          D

33.    

34.    

35.    

CAP. DE RAISONNEMENT – NIVEAU 2

36.    A          B         C          D
37.    A          B         C          D

38.    

39.    

40.    

Veuillez écrire vos réponses sur la Feuille de réponses qui vous a été fournie.

EXEMPLES DE QUESTIONS DE LECTURE – NIVEAU 1

Question # 1

Une bibliothécaire doit lire les formules de suggestions remplies par les usagers de la bibliothèque. Elle doit signaler les titres de livres qui ont été suggérés. 

Parmi les suggestions ci-dessous, quel est le titre de livre qui a été suggéré?

	Merci énormément pour votre excellent service! Grâce à vous, mes visites à la bibliothèques sont toujours plaisantes. Continuez le beau travail!

_____________________________________________________________________________

Je voulais simplement commenter sur votre sélection de livres pour enfants. Même si la sélection est bonne en général, j’aimerais voir plus de livres pour les jeunes âgés de 12 à 15 ans.

_____________________________________________________________________________

J’aime beaucoup les livres écrits par Anne Fournier. J’aimerais que la bibliothèque acquisse son dernier livre : L’ombre de la mer.




Question # 2

Un installateur de fenêtres lit les directives ci-dessous sur un contenant d’adhésif industriel.

Ouvrir le contenant : retirer le couvercle avec précaution.  À l’aide de ciseaux, couper environ      1 cm du bout de la tige. 

Appliquer l’adhésif : étendre une mince couche d’adhésif sur la pièce à coller. Pour les surfaces très absorbantes, utiliser plus d’adhésif.

Tenir les pièces ensemble : tenir les pièces collées ensemble pendant quelques secondes. Les pièces s’adhéreront de plus en plus au fil des heures.

Procédure de nettoyage : essuyer le bec, fermer le contenant et se laver les mains avec de l’eau tiède et du savon.

Selon les directives ci-dessus, quelle étape devrait-on suivre après que le contenant d’adhésif industriel est fermé?  

A) Retirer le couvercle avec précaution

B) Se laver les mains avec de l’eau et du savon

C) Essuyer le bec

D) Tenir les pièces collées ensemble

EXEMPLES DE QUESTIONS DE LECTURE – NIVEAU 2

Question # 6
Un restaurateur de meubles lit la fiche de renseignements ci-dessous sur les divers problèmes qui peuvent survenir lorsque le vernis est utilisé pour la finition. 

Vernis – problèmes à éviter lors de la finition :

1. Surface qui ressemble à une pelure d’orange 

Lorsque le vernis sèche trop rapidement, la surface ressemble à une pelure d’orange. Afin d’éviter ce problème, vaporiser le vernis dans une salle dont la température est de moins de 15◦C. Pour de meilleurs résultats, vaporiser à une distance de 30 cm de la surface.

2. Surface cratérisée

Lorsque la finition est contaminée en raison de l’utilisation de mauvais produits pour le bois, des dépressions rondes ressemblant à des cratères se forment dans le vernis. Afin d’éviter ce problème, nettoyer à fond toutes les surfaces avec du naphte avant d’appliquer le vernis.

3. Surface grenelée 

Parfois, le feuil a l’air comme s’il y avait du sable dans le vernis. Dans ce cas, trop de pression d’air a été utilisée durant le processus d’atomisation. Une surpression d’air peut causer des bulles à rester piégées dans la surface. Afin d’éviter ce problème, utiliser une pression d’air minimale.

4. Surface rugueuse

Lorsque trop de vernis est utilisé, ou lorsque le vernis est vaporisé trop près de la surface du bois, le feuil devient rugueux.  S’il y a trop d’air entre le pulvérisateur et le meuble, le vernis sèche avant de rejoindre la surface du meuble. Afin d’éviter une telle situation, vaporiser le vernis d’une distance de 30 cm de la surface en utilisant une pression d’air minime.

En vous référant à la fiche de renseignements, quelle est la cause d’une surface grenelée? 

A) Du sable a été mélangé au vernis

B) Le vernis a séché trop rapidement

C) Le restaurateur de meubles n’a pas vaporisé assez de vernis


D) Des bulles d’air restées prises sous la surface

Question # 7

Un agent de premier niveau dans une usine de transformation du poisson lit la note ci-dessous d’un gestionnaire, au sujet de l’arrivée de visiteurs à l’usine le lendemain.

Le 13 mars 2006

Bonjour, 

Je t’écris pour t’aviser que nous attendons un groupe d’étudiants en aquaculture du collège Mercier. Ils arriveront en autobus demain après-midi. L’organisateur t’appellera cinq minutes avant leur arrivée. Les visiteurs seront ici à 13h et devraient partir à 15h au plus tard.

Deux des personnes dans le groupe sont handicapées. L’organisateur du collège Mercier nous a demandé de leur fournir des fauteuils roulants à utiliser pendant leur visite. Assure-toi que les fauteuils roulants soient dans le stationnement pour eux lorsque l’autobus arrive.

J’aimerais que tu souhaites la bienvenue aux étudiants et que tu les accompagnes durant leur visite pour répondre à leurs questions. J’ai aussi demandé à quelques uns de nos employés d’expliquer leurs rôles et leurs tâches aux étudiants. Il est essentiel que les visiteurs portent des masques protecteurs hygiéniques et de gants en latex jetables en tout temps lorsqu’ils sont dans l’usine. 

Merci

En vous référant à la note ci-dessus, lequel des énoncés suivants est vrai?

A) Les visiteurs partiront probablement après 15 h

B) Le gestionnaire accompagnera les visiteurs autour de l’usine

C) Les étudiants doivent porter des masques protecteurs et des gants en latex en tout temps lorsqu’ils sont dans l’usine

D) L’usine n’est pas accessible aux personnes handicapées.

EXEMPLES DE QUESTIONS DE CALCUL – NIVEAU 1
Question # 11

Un électricien industriel mesure des bouts de câble en se servant d’un ruban à mesurer.
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En vous servant du ruban à mesurer ci-dessus, déterminez la longueur du câble. 

______ mm

Question # 12

Le tableau ci-dessous montre le chiffre d’affaires brut mensuel d’une représentante de commerce pour 2005 et 2006. Veuillez identifier le mois durant lequel le chiffre d’affaires était plus élevé en 2005 qu’en 2006.
	Mois
	2005 $
	2006 $

	janvier
	12,576
	12,750

	février
	12,065
	12,135

	mars
	11,980
	12,100

	avril
	12,265
	12,385

	mai
	12,388
	12,765

	juin
	14,089
	14,101

	juillet
	14,856
	14,976

	août
	14,999
	15,284

	septembre
	13,724
	14,018

	octobre
	13,678
	13,567

	novembre
	12,115
	12,314

	décembre
	13,200
	13,311

	Ventes totales pour l’année
	159,018
	159,696


EXEMPLES DE QUESTIONS DE CALCUL – NIVEAU 2

Question # 16

Le formulaire de remboursement des dépenses ci-dessous indique les dépenses de voyage d’un électricien de construction lors d’un projet récent.

	Date


	Type de dépense
	Taux
	Réclamation $

	12 mars
	dîner
	montant exact
	7,00

	12 mars
	téléphone
	montant exact
	3,50

	12 mars
	kilométrage – 200 km
	0,42 $ par km
	

	Réclamation totale 
	


Veuillez calculer le montant total de dépenses que l’électricien peut réclamer, y compris le kilométrage. 

Question # 17

Une entrepreneuse doit poser des tuiles en céramique dans la cuisine d’un client. Selon ses calculs, elle aura besoin de 129 tuiles. Si 2 % des tuiles ont des défauts ou sont brisées accidentellement, de combien de tuiles en total l’entrepreneuse devrait-elle avoir besoin afin de compléter le travail? Veuillez arrondir au nombre près.

EXEMPLE DE QUESTIONS D’UTILISATION DES DOCUMENTS – NIVEAU 1

Question # 21

Un opérateur de scie à chaîne dans une usine reçoit une cargaison de bois, à laquelle on y a attaché la facture de vente ci-dessous : 

	FACTURE DE VENTE



	H&E Bois Inc.

22, rue Georges, 

Woodstock, Nouveau Brunswitck    

E7M 5C6
Tél : (555) 515-6222, Télec : (555) 515-6223

Courriel : expertsbois@courriel.com

	Le 31 mai 2006

	Expédier à :
	Facturer :

	Experts bois Inc.
898, avenue Truro 

Fredericton, Nouveau-Brunswick      

E3B 5H8
(550) 613-4885      

# du client : BBE4456


	Experts bois Inc.
898, avenue Truro 

Fredericton, Nouveau-Brunswick

E3B 5H8


	Date de la commande


	Numéro de la commande

	15 février 2006


	239

	Numéro de l’item


	Description
	Quantité

	WT-05-338
	Placage contre-plaqué en bois dur
	12

	AF-05-897
	Bois de fer, traité sous pression
	8

	WT-06-112
	Orme de placage – noeud recouvert
	6

	BJ-07-389
	Bois d’oeuvre non déligné
	20

	CF-05-349
	Billes de bois rond
	7

	
	
	

	
	
	

	Veuillez diriger toute question ou commentaire concernant les cargaisons au département du service à la clientèle : (555) 515-5000. Merci de faire affaires avec nous!




Seulement la moitié de la cargaison de bois d’oeuvre non déligné a été reçue. L’opérateur de scie à chaîne doit appeler le département du service à la clientèle pour les aviser de l’erreur.  Quel numéro de téléphone doit-il composer?

Question # 22

Une installatrice de fenêtres remplit la feuille de temps ci-dessous à des fins de paye. Elle doit indiquer qu’elle a travaillé deux heures supplémentaires le 11 mars 2006. À quel endroit doit elle enregistrer ses heures supplémentaires? Veuillez encercler la réponse correspondante sur votre feuille de réponses.

	Fenêtres au clair Inc.

	Employé(e):
	Ajit Neelamkavil
	Gérant(e):
	Helium Meinert

	Numéro de téléphone de l’employé(e):
	(555) 555-5555
	Courriel de l’employé(e):
	Neelamkavil.A@email.com

	Semaine se terminant le:
	3/12/2006
	
	

	Jour
	Date
	Tâche
	Heures régulières
	Heures supplé-mentaires
	Total

	lundi
	3/6/2006
	Installation
	8 h
	 
	8 h

	mardi
	3/7/2006
	Installation
	8 h
	 
	8 h

	mercredi
	3/8/2006
	Installation
	8 h
	 
	8 h

	jeudi
	3/9/2006
	Installation
	8 h
	 
	8 h

	vendredi
	3/10/2006
	Installation
	8 h
	 
	8 h

	samedi
	3/11/2006
	 
	A 
	B
	C

	dimanche
	3/12/2006
	 
	 
	 
	 

	Heures totales
	40 h
	D
	40 h


EXEMPLES DE QUESTIONS D’UTILISATION DES DOCUMENTS – NIVEAU 2

Question # 26

Un assistant dentaire consulte l’horaire ci-dessous pour téléphoner aux clients et les rappeler de leurs rendez-vous. À quelle heure doit-il demander à P. Montagne de se présenter au Centre dentaire, compte tenu que les patients doivent se présenter une demi-heure plus tôt que l’heure prévue pour leurs rendez-vous?

	Horaire des rendez-vous (Date : le mardi 11 avril, 2006)



	Heure


	Nom du patient
	Procédure dentaire

	9 h 00 – 9 h 30
	P. Bellefeuille
	Nettoyage

	9 h 30 – 10 h 00
	
	

	10 h 00 – 10 h 30
	V.  Mangeshkar
	Obturation dentaire

	10 h 30 – 11 h 00
	
	

	11 h 00 – 11 h 30
	M. Ming
	Nettoyage

	11 h 30 – 12 h 00
	
	

	12 h 00 – 13 h 00
	
	

	13 h 00 – 13 h 30
	P. Montagne
	Canal radiculaire

	13 h 30 – 14 h 00
	
	

	14 h 00 – 14 h 30
	H. Schubert
	Obturation

	14 h 30 – 15 h 00
	
	

	15 h 00 – 15 h 30
	S. Belizle
	Extraction de dents de sagesse

	15 h 30 – 16 h 00
	
	

	16 h 00 – 16 h 30
	F. Peddie
	Blanchiment

	16 h 30 – 17 h 00
	
	


Question # 27

Un pâtissier lit la recette suivante pour du pain à l’érable et aux noix : 


¨Pain à l’érable et aux noix
INGRÉDIENTS

	UN (1) pain


	DIX (10) pains
	VINGT (20) pains

	1¾ tasse de farine

1 c. à table de levure

1½ c. à table de bicarbonate de soude

1 c. à thé de cannelle  

½ c. à table de gingembre moulu

3 c. à table de beurre 

1 tasse de sirop d’érable 

½ tasse de cassonade  

2 oeufs

½ tasse de crème sure
½ tasse de noix coupées en petits morceaux


	17½  tasses de farine

10  c. à table de levure 

1  tasse de bicarbonate de soude

3 c. à table de cannelle 

5 c. à table de gingembre moulu 

2 tasses de beurre 

10 tasses de sirop d’érable 

5 tasses de cassonade

20 oeufs

5 tasses de crème sure 

5 tasses de noix coupées en petits morceaux 
	35  tasses de farine

1/3 tasse de levure

2 tasses de bicarbonate de soude

6 c. à table de cannelle

10 c. à table de gingembre moulu

4 tasses de beurre 

20 tasses de sirop d’érable

10 tasses de cassonade 

40 oeufs

10 tasses de crème sure 

10 tasses de noix coupées en petits morceaux


RECETTE

Mélanger la farine, la bicarbonate de soude, la levure, la cannelle et le gingembre dans un bol. Dans un autre bol, battre le beurre jusqu’à ce qu’il soit mou. Incorporer le sirop d’érable et la cassonade. Ajouter les oeufs, la crème sure et les noix. Ajouter le mélange de farine et mélanger jusqu’à ce que le tout soit combiné. Mettre dans une casserole et faire cuire pendant 50 minutes à 200oC jusqu’à ce que le pain soit bien levé.

Le pâtissier veut faire 10 pains. Il dispose des ingrédients suivants:

18 tasses de farine,  12 c. à table de levure, 1 tasse de bicarbonate de soude, 4 c. à table de cannelle, 5 c. à table de gingembre moulu, 3 tasses de beurre, 10 tasses de sirop d’érable, 5 tasses de cassonade, 10 oeufs, 8 tasses de crème sure et 5 tasses de noix coupées en petits morceaux. 

De quel ingrédient le pâtissier à-t-il besoin de plus?

EXEMPLES DE QUESTIONS DE CAPACITÉ DE RAISONNEMENT - NIVEAU 1

Question # 31

Un monteur d’installations au gaz doit déterminer le meilleur emplacement pour installer le thermostat qui contrôle le système de chauffage dans une nouvelle maison sous construction. Le thermostat doit être installé sur un mur intérieur, loin des sources de chaleur telles que l’ensoleillement direct, les foyers ou les appareils de chauffage. Le thermostat doit être placé à 1,5 mètres du sol. S’il est placé trop haut ou trop bas, le thermostat ne déterminera pas la température exacte dans la maison. Le thermostat ne doit pas être placé près des portes extérieures ou des fenêtres où il pourrait y avoir un courant d’air.

Lequel des emplacements suivants est le meilleur pour le thermostat?

A)   Le monteur installe le thermostat dans la salle familiale à 1,5 mètres du sol sur un mur intérieur près de la sortie allant au couloir qui mène à l’extérieur. 

B)   Le monteur installe le thermostat dans la cuisine à 1,5 mètres du sol sur un mur intérieur en face des fenêtres. 

C)   Le monteur installe le thermostat dans le salon sur un mur extérieur où se trouvent la porte et les fenêtres.

D)   Le monteur installe le thermostat dans la salle familiale à 1,5 mères du sol sur un mur intérieur loin du foyer et des fenêtres.

Question # 32

Une architecte vérifie si les trousses de renseignements qui accompagnent les permis de construire sont completes. Les projets A et C sont de nouveaux développements dans des communautés établies ; le permis de construction doit comprendre les certificats de titre et les lettres d’autorisation, en plus des autres exigences habituelles. Les projets B et D n’exigent pas de dessins architecturels, puisqu’ils comprennent une série de terrains à construire pour un plus grand projet d’aménagement de sites et les dessins ont déjà été enregistrés pour le site de construction. L’architecte crée la liste ci-dessous de tous les documents requis afin de vérifier que les formulaires de demande pour permis de construire ont été remplis et que tous les documents accessoires sont inclus. 

	Documents


	Projet

	
	A


	B
	C
	D

	Formulaire de demande rempli
	· 
	· 
	· 
	· 

	Plan du site
	· 
	· 
	· 
	· 

	Dessins architecturels
	· 
	
	· 
	

	Lettres d’autorisation
	· 
	
	· 
	

	Description légale du terrain
	· 
	· 
	· 
	· 

	Certificats de titre

	· 
	
	
	

	Règlement de zonage
	· 
	· 
	· 
	· 

	Paiement de frais
	· 
	· 
	· 
	· 


Laquelle des trousses de renseignements pour les projets ci-dessus est incomplète? 

EXEMPLE DE QUESTIONS DE CAPACITÉ DE RAISONNEMENT – NIVEAU 2

Question # 36

Un commis à l’expédition organise l’expédition d’une grande commande d’appareils de climatisation à un vendeur à 1 500 milles de loin. Le vendeur veut recevoir la commande au plus tôt possible afin d’assurer que le produit soit disponible pour la saison d’été qui débute dans un mois. La politique de la compagnie souligne que les cargaisons peuvent être expédiées par avion, par chemin de fer ou par camion de transport, dépendamment du coût et du niveau de priorité. Le commis téléphone à plusieurs compagnies de transport et inscrit les renseignements importants qui l‘aideront à choisir la compagnie.

Parmi les compagnies ci-dessous, laquelle le commis à l’expédition devrait-il utiliser pour expédier la commande?

Compagnie A

Fournit des frets aériens et garantie la livraison en 3 jours. Cependant, le prix est plus élevé que ne le suggère les directives de la compagnie et aucun tarif spécial n’est donné. L’avion peut contenir la commande au complet. 

Compagnie B

Fournit des camions porte-conteneurs à remorque à plateau. La livraison prendra un minimum de 15 jours par camion. L’expédition se fait à peu de frais. Il est possible que la cargaison soit expédiée dans deux camions partant une journée après l’autre. 
Compagnie C

Fournit le transport ferroviaire entre les grands centres. La livraison prendra un minimum de 30 jours. Des grands wagons à marchandise peuvent contenir la marchandise en vrac et assurent que les coûts de transport seront peu. 

Compagnie D

Fournit des camions gros porteurs. La livraison est garantie à l’intérieur de 15 jours et offre un escompte de 10 % pour la marchandise expédiée à plus de 1 000 kilomètres. Le coût est moyen et se trouve à l’intérieur des suggestions apportées dans les directives de la compagnie. 

Question # 37

Un ouvrier de serre crée un présentoir près de l’entrée de la serre qui a produit une grande quantité de géraniums rouges. Le présentoir doit être coloré afin d’inciter les clients à acheter de différents types de produits. Les plantes doivent être capables de survivre les températures froides pendant la nuit. L’ouvrier de serre a créé une arcade sur une plateforme avec plusieurs étages; il décide quelles plantes utiliser pour le présentoir. La serre présente toujours des géraniums et des impatientes car celles-ci comportent la plus grande partie des ventes de la serre.  

Comment l’ouvrier de serre devrait-il dresser le présentoir? 

A) Présenter des géraniums rouges en grande quantité, mettant en vedette cette plante car il y en a beaucoup en stock. L’ouvrier devrait choisir des lobélies bleues, puisque ces fleures fournissent un beau contraste de couleur pour le présentoir, même si elles sont délicates et ne pourront peut-être pas survivre les températures froides pendant  la nuit.

B) Présenter une grande quantité d’impatientes en mélangeant les couleurs différentes afin de montrer la gamme de produits offerts par la serre. Les impatientes peuvent survivre les températures froides pendant la nuit à ce temps de l’année.

C) Présenter une grande quantité de géraniums rouges afin d’inciter les clients à les acheter, puisqu’il y en a beaucoup en stock. Utiliser des impatientes de couleur contrastante afin de créer une bordure. Placer des fleurs moins rustiques dans des corbeilles de couleur suspendues à l’arcade; celles-ci peuvent être mises à l’intérieur lors de nuits froides.

D) Présenter une grande quantité d’impatientes comme fleur vedette pour inciter les clients à les acheter. Planter des géraniums rouges dans des corbeilles suspendues à l’arcade, car celles-ci peuvent survivre aux températures froides et peuvent être mises à l’intérieur lors de nuits froides.

Fiche de corrections
Une note de 3 sur 5 ou moins pour chaque section (p. ex.: Lecture – Niveau 2) indique que l’employé(e) tirerait avantage du perfectionnement des compétences dans ce domaine. 

LECTURE – NIVEAU 1

1.     Waterfalls
2.     B
3.    

4.             

5.     

LECTURE – NIVEAU 2

6.     D
7.     C

8.     

9.     

10.    
CALCUL – NIVEAU 1

11.    17 ou dix-sept mm

12.    oct. ou octobre
13.   

14.

15. 

CALCUL – NIVEAU 2

16.    94,50 $

17.    132 tuiles

18.    
19.    
  
20.    

UTIL. DES DOCUMENTS – NIVEAU 1

21.    (555) 515-5000
22.    B
23.    

24.    
25.    
UTIL. DES DOCUMENTS – NIVEAU 2

26.    12 h 30 

27.    oeuf ou oeufs ou 10 oeufs

28.    
29.    
30.    

CAP. DE RAISONNEMENT – NIVEAU 1

31.    D

32.    C

33.    
34.    
35.    
CAP. DE RAISONNEMENT – NIVEAU 2

36.    D

37.    C

38.    
39.    

40. 
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Use this checklist during the hiring process to help determine if an employment candidate has the
necessary Essential Skills for your organization. The examples under each Essential Skill should be used in

combination with other factors to help guide the hiring process.

Essential Skills

Check the statement

t

best applies
Reading Text
> Refers to the company’s brochure, mission Fully Present =]
statement or other written documentation s 5 q o
> Displays an ability to read and summarize key *
points when presented with written materials Not Present (u]
»  Other: Not Applicable u]
Document Use
> Correctly answers questions related to Fully Present Q
information presented in graphs and charts s P o o
» Job application is complete with few or no A
mistakes Not Present Qa
> Other: Not Applicable (u]
Numeracy
> Correctly answers questions of a numerical Fully Present (n]
nature such as those related to wages or
hours of work Somewhat Present Q
» Demonstrates an ability to estimate the Not Pr t o
amount of time needed to do certain tasks in A
an average work day Not Applicable u}
> Other
Writing
> Resume displays correct spelling and grammar Fully Present Qa
and is properly formatted
»  Demonstrates an ability to write a sample s ST 2
memo advising a superior of a workplace- Not Present Qa
related issue Not Appl o
» Other:
Bl i e e Canada
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[image: image4.jpg]Essential Skills

Check the statement

t

best applies
Oral Communication
i . Fully Present (=]
> Makes eye contact and communicates ideas
clearly Somewhat Present a
> Answers questions with appropriate tone and Not Present (m]
language
»  Other: Not Applicable a
Working with Others
»  Conveys the importance of teamwork and
demonstrates a willingness to work with Fully Present a
others Somewhat Present =]
»  Asks questions about the working environ
ment {(e.g. size of team, amount of group Not Present a
work) Not Applicable £
» Other:
Thinking Skills
> Shows an ability to prioritize daily tasks with Fully Present (u]
little direction
»  Displays good problem-solving skills et &
» Other: Not Present a
Not Applicable a
Computer Use
»  Talks about previous experience with Fully Present (m]
computer applications that are relevant to the
position Somewhat Present (5]
»  Successfully navigates a computer operating Not Present a
program in the employer’s presence :
» Other: Not Applicable a
Continuous Learning
»  Resume or job application shows a history of
self-directed learning, including personal and Filly.Present Q
professional development Somewhat Present (=]
»  Expresses a willingness to participate in
ongoing training Not Present a
»  Other: Not Applicable (=]

For more information on Essential Skills and other related tools, visit www.hrsdc-rhdcc.ge.ca/essentialskills.




[image: image5.jpg]Vérification des compétences essentielles
a ’embauchage

Pendant le processus d’embauchage, servez-vous de cette grille pour déterminer si un postulant possede
les compétences nécessaire pour le poste. Inspirez-vous des exemples donnés pour chaque compétence
essentielle et d'autres facteurs utiles.

Compétence essentielle
Lecture des textes
> parle de la brochure ou de I'énoncé de Parfaitement a
mission de I'entreprise, ou de tout autre _
document écrit Plus ou moins Q
> Montre quiil est capable de lire et de Pas du tout Q
résumer les points essentiels lorsqu’on Z
lui présente des textes Sans objet =}
> Autre :
Utilisation des documents
> Répond correctement aux questions liées Parfaitement Q
aux renseignements présentés dans des -
graphiques et des tableaux Plus ou moins Q
»  Présente une demande d’emploi compléte et Pas du tout u]
ne renfermant que trés peu ou pas d'erreurs y
T Sans cbjet Q
Calcul
> Répond correctement aux questions d'ordre Parfatament 0
mathématique, comme celles qui sont liées
au salaire ou aux heures de travail Plus ou moins Q
. Montre_qu‘il est cq)able_d’évalgef le temps Pas du tout [n]
nécessaire pour accomplir certaines taches
pendant une journée de travail normale Sans objet u]
> Autre :
Rédaction
> Fournit un curriculum vitae bien présenté Parfaitemnent Qa
qui respecte les régles de grammaire et .
d'orthographe Plus ou moins Q
> Montre qu'il est capable de rédiger une note Pas du tout Qa
pour informer un supérieur d’un probléme
au travail Sans objet =]
> Autre :
Ressources humaines et Human Resources and
l‘. Développement ces compétences Canada  Swdls Deveicpment Canada (ja.na.d.é'.
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[image: image6.jpg]P : Cochez I'énoncé corre
Compétence essentielle ant le mieux 3 la réal ervati

Communication verbale
> Vous regarde et communique ses idées Parfaitement a
clairement
> " . o Plus ou moins a
Répond aux questions en utilisant un
vocabulaire et un ton convenables Pas du tout a
> Autre : Sans objet a
Travail d’équipe
> Parle de I'importance du travail d'équipe et
montre qu'il est prét a collaborer avec Parfaitement a
d'autres Plus ou moins a
> Pose des questions sur le milieu de travail
(comme le nombre de membres de Pas du tout a
I’équipe, le volume de travail en équipe) Sans objet Q
> Autre :
Capacité de raisonnement
> Prouve qu'il peut établir & peu prés seul Parfaitement u}
I'ordre de priorité de ses taches -
quotidiennes Plus ou moins a
> Montre qu'il est capable de résoudre des Pas du tout a
problémes AN o
> Autre : b
Informatique
> Parle de son expérience des applications Parfaitement (u]
informatiques qu'il peut &tre appelé a .
utiliser dans |'exercice de ses fonctions Plus ou moins Q
> Se sert bien d'un programme Pas du tout a
informatique en présence de I'employeur
> Autre : pes chack 8
Formation continue
> Pprésente, dans son curriculum vitae ou
sa demande d’emploi, ses antécédents Paria t Q
d’autoformation, notamment de Plus ou moins a
ectionnement personnel et
,;':Jﬂﬂmne, ' Y Pas du tout Q
> Se montre prét a suivre de la formation Sans objet (=]
continue
> Autre :

Pour plus de renseignements sur les compétences essentielles, visitez le site www.hrsdc-rhdcc.ge.ca/essentialskills




� 	Employees of SMEs and individuals in transition received a $50.00 incentive and employer representatives received a $125.00 incentive for taking part in the research.


� 	A number of representatives of knowledge economy businesses (e.g., software design, engineering, etc.) also participated in some of the focus groups. 	


� 	Participants ranked the five tools based solely on the brief descriptions of each contained on the Essential Skills website’s home page. All but the Essential Skills Training Grid tool was subsequently reviewed and discussed by participants. The Grid was included in the homepage simply to obtain a sense of participants’ interest in the concept. 
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