Ontario Skills Passport Work Plan
	Ontario
	
	

	Skills-
	 Passport
	Skills and Work Habits for the Workplace

	
	
	


Skills and Tasks

Skill levels are assigned to workplace tasks:
Level 1 tasks are the least complex and level 4/5 tasks are the most complex.
Name: Sample Customized OSP Work Plan - combining 2 occupations

The “customized work plan” option allows you to choose the skills that you want to include in your work plan right from the beginning.  The “most important Essential Skills” for Nursery and Greenhouse Workers are Problem Solving, Oral Communication, Numerical Estimation and Measurement and Calculation.  However, in this sample work plan, Problem Solving has been deleted and replaced with Finding Information and Document Use because it was agreed that these skills were also important to practice in this work experience.   

Tasks from another occupation (Cashiers) were also added to this work plan because there will be an opportunity to practice Money Math.  This example illustrates that you can start creating a work plan using one occupation but you can then draw on tasks from other occupations to further customize the work plan. 

	NOC Code:  
	8432
	Occupation:
	Nursery and Greenhouse Workers

	
	6611
	
	Cashiers 


	Oral Communication
	

	Tasks Performed
	Check if demonstrated

	receive instructions from supervisors and clarify tasks with them.(1)
	

	communicate with other greenhouse staff to co-ordinate work schedules and tasks and to exchange information.(1)
	

	give directions to truck drivers about the appropriate location to unload a shipment of trees.(1)
	

	discuss orders and delivery schedules with suppliers.(1)
	

	participate in meetings with co-workers and supervisors to talk about nursery arrangements and service to customers.(2)
	

	talk to customers to help them to select their purchases or to advise them on fertilizers or plant care.(2)
	



	Numerical Estimation
	

	Tasks Performed
	Check if demonstrated

	estimate the ratio of fertilizer to earth when mixing different soils for seedlings and plants.(1)
	

	estimate the amount of fertilizer required for lawns of various dimensions.(2)
	


	Money Math
	

	Tasks Performed
	Check if demonstrated

	total bills by entering amounts in a cash register or calculator, receive payments and make change.(1)
	

	calculate what the store is owed for unsold stock, such as magazines, which can be returned for partial refund.(2)
	


	Measurement and Calculation
	

	Tasks Performed
	Check if demonstrated

	measure required amounts of plant food, soil mixtures and fertilizers.(1)
	

	calculate the amount of concentrate needed to prepare a plant food solution according to a proportion given on the label.(2)
	


	Finding Information
	

	Tasks Performed
	Check if demonstrated

	refer to seed catalogues to locate ordering information.(1)
	

	read manufacturer information about herbicides.(1)
	

	listen to radio talk shows about gardening to get some expert advice on common problems.(2)
	

	look up descriptions of plant diseases in reference books kept in the office.(2)
	


	Document Use
	

	Tasks Performed
	Check if demonstrated

	refer to price lists of the products for sale in the greenhouse.(1)
	

	read tags on nursery stock.(1)
	

	read plant labels to find their common and Latin names for ordering.(1)
	

	read and complete order forms for nursery stock.(2)
	

	read labels on chemical containers to check their uses and hazards.(2)
	

	read waybills and invoices on seed deliveries to ensure that the delivery matches the order placed.(2)
	

	enter information on inventory forms.(2)
	

	read herbicide charts and product application-rate tables.(2)
	

	read work schedules.(2)
	

	enter data in a seedling line schedule indicating which seeds were sown where.(3)
	

	interpret landscape design drawings.(3)
	

	read graphs of seedling heights to see if the seedlings planted are growing to target levels.(3)
	


	Other Tasks 
	

	Tasks Performed
	Check if demonstrated

	
	

	
	

	
	


See next page for a list of work habits that are important for success in the workplace.

	Demonstrations of Work Habits

	Work Habits
	Description
	Check if demonstrated

	Working Safely
	Works in a manner that prevents injury to self and others
	

	
	Reports unsafe conditions
	

	
	Participates in health and safety training as required
	

	
	Uses and wears all protective equipment and devices
	

	Teamwork
	Works willingly with others
	

	
	Shows respect for ideas and opinions of others
	

	
	Takes responsibility for his or her share of the work
	

	
	Contributes to the team efforts by sharing information, resources and expertise
	

	Reliability
	Punctual
	

	
	Follows direction
	

	
	Gives attention to detail
	

	
	Uses time effectively and produces work on time
	

	
	Acts in accordance with health and safety practices 
	

	Organization
	Organizes work priorities when faced with a number of tasks
	

	
	Devises and follows a coherent plan to complete a task
	

	
	Revises the plan when necessary to complete a task or to make improvements
	

	Working Independently
	Accomplishes tasks independently
	

	
	Independently selects, evaluates, and uses appropriate materials, tools, resources, and activities
	

	
	Uses prior knowledge and experience to solve problems and make decisions
	

	Initiative
	Begins and completes tasks with little prompting
	

	
	Approaches new tasks with confidence and a positive attitude
	

	
	Seeks assistance when necessary
	

	Self-advocacy
	Asks questions and seeks clarification, where appropriate
	

	
	Identifies and makes use of appropriate resources and support when needed
	

	
	Is proactive regarding individual rights and responsibilities, where appropriate
	

	Customer Service
	Listens effectively to determine and meet client's needs
	

	
	Interacts positively with both co-workers and clients/customers
	

	
	Endeavours to meet and exceed expectations
	

	
	Creates a positive impressions of the company or organization
	

	Entrepreneurship
	Recognizes and acts on opportunities
	

	
	Shows perseverance
	

	
	Is innovative and creative
	

	
	Is versatile and resourceful
	


	Employer Information

	Company Name
	Supervisor's Name
	Phone Number
	Email
	Duration of Placement

	
	
	
	
	


	Employer Comments

	


	Employer Signature:

_______________________

Signature
	_______________________

Date
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