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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK

This handbook is designed to help skilled trades Journeypersons manage the
skills and learning of their Apprentices who are using a Professional Skills
Record.

1 Why Do I Need this Handbook?

Eighty percent of all learning in a trade happens on the job. This means the
apprentice has the responsibility to learn and you, as their journeyperson, have the
responsibility to mentor and teach.

Signing off for the learning an apprentice has completed under your supervision is a

huge responsibility. With all the skills needed in a trade, it is important that both
you and the apprentice have a tool to help you record and sign off on that learning.

2 But We Have Logbooks

When a tradesperson registers as an apprentice in most provinces or territories in
Canada, they are given a Logbook.

A Logbook:

is issued by the apprenticeship authority within a jurisdiction

e is created from the National Occupational Analysis (NOA) in a trade

e s a list of all the general skill areas (Blocks and Tasks) in a trade

e records an apprentice’s progress in the general skill areas of a trade

e is signed off by a journeyperson to guarantee that an apprentice is performing
these tasks to Industry Standard.

A Logbook lists the Blocks and Tasks from the NOA but the Interprovincial Red Seal
exam and trades training courses in colleges and trade schools use all the
information in the NOA. This includes the Blocks, Tasks, Sub-tasks and the
Knowledge and Abilities listed in the NOA.
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON'’'S HANDBOOK
Each apprentice needs a tool that lists all the skills and learning they need in their
trade career. Then, if they have one employer or several employers over their

entire term of apprenticeship, both the apprentice and the journeyperson know
what learning has been completed:

e the journeyperson knows what skills they are signing off to verify what has been
taught; and

o the apprentice knows what they need to learn to be successful in their Red Seal
exam.

3 What is a National Occupational Analysis (NOA)?

The Canadian Council of Directors of Apprenticeship, which is made up of managers
and directors of apprenticeship from every province and territory in Canada, guides
a Human Resources and Skills Development Canada (HRSDC) sponsored program
to develop NOAs.

Under this partnership, joint planning committees made up of tradespeople who
have a Certificate of Qualification, Red Seal endorsement from each province and
territory in Canada, come together in Ottawa every four to five years to review and
revise the NOA in all of the 45 skilled trades.

Each NOA is accepted as the national standard in that trade. The NOA is then used
to:

¢ identify and group tasks performed by skilled workers in each trade in every
province and territory in Canada

e group these tasks by Blocks, Tasks, Sub-tasks, Knowledge, Skills and Abilities
(also called "competencies”) required in a trade

e give information on the breakdown of questions from all sections of the NOA in
the Interprovincial Red Seal exam

e create all the questions for the Red Seal exam

e create curriculum for trade school programs and Block Release/Period/Level*
programs in a trade.

* The in-school portion of apprenticeship has several names across Canada. In some
provinces and territories it is called Block Release, in others it is called Period
Training or Level.

Tiade. rage 2
K1 essentials

More skills ... more opportunities




PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK
4 If there is an NOA, why do we need a Professional Skills
Record (PSR)?

The NOA is designed to be used for creating curriculum and for developing test
questions for the Red Seal exam.

The PSR is designed to be used by an apprentice and a journeyperson in the
workplace. The PSR provides a fair and objective assessment tool to record the
apprentice’s learning and skills.

The PSR has been developed with apprentices during a three-year research project
on PEI called Trade Essentials. Recommendations made by the apprentices who
tested the tool have been built into the document.

The PSR was then validated by teams of tradespeople who have a Certification of
Qualification, Red Seal endorsement in each trade who came together and
discussed what an apprentice is expected to learn from their journeyperson in the
workplace.

The apprentice has the main responsibility for completing the PSR. It is desighed
as a self-assessment tool so the apprentice can keep track of his/her skills and
learning and make plans to fill any technical skills training gaps.

The PSR takes information from the NOA and:

e Jlaysitoutin a chart

e lists the percentage and number of questions for the Red Seal exam from each
task on every page

o takes the skills from the NOA and describes them in terms of what a
tradesperson does on the job, for example:

In the NOA, the skill says - “knowledge of blueprints and drawings”
In the PSR, the skill says — “read and interpret blueprints and drawings”

e has a rating chart so the apprentice can judge his/her level of learning and have
it all recorded for you to review

e provides you, the journeyperson, with a tool to discuss details of an apprentice’s
skill areas that are great and areas that may need to improve

¢ helps the apprentice make a plan so he/she can improve skills
¢ helps you know what skills you still have to teach the apprentice.
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK
5 Am I expected to teach all the skills in a PSR?

No. A PSR contains all the skills and learning a tradesperson has to learn over all
their years as an apprentice. You, as their journeyperson, can help make this tool
useful by completing the sign-off on the learning and skill you know they have.
Some of the ways you can assess the skills your apprentice has are:

e OBSERVATION - you watch them use their knowledge, skills and abilities or
competencies to perform a task or sub-task

For example, you ask them to select a tool for a specific job, then watch them
use that tool to do a task.

e INTERVIEW - you have a discussion with your apprentice to find out if they
can demonstrate an understanding of what they are doing

For example, you ask them to tell you about any safety precautions that have to
be followed before they start a certain task.

e DOCUMENTATION - an apprentice may have a document that provides proof
of skills they already have. You can use the PSR to sign-off on tasks the
document covers. The document or certificate could be from:

- another employer,

- a trade school or college,

- an industry training course,

- another province or territory,
- or even from another country.

For example, you need all your employees to be trained in WHMIS. A new
apprentice you just hired shows you a WHMIS certificate he/she have from a job
they were working on a couple of months ago in northern Canada.

Apprentices will also tell you, through their self-assessments, the best way they
think they can prove the skills they have. This can help guide you, as their mentor,
to choose a way to assess your apprentice that works best for both of you.
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK
6 Are there any tips on how to be a good mentor to my
apprentice?

Mentoring has always been the foundation of apprenticeship. In trades, a mentor is
a person who has a great deal of learning and skills from experience in a trade who
helps a less experienced person by guiding, teaching and sharing their skills and
learning.

Along with having learning and experience in their trade, the most successful
mentors are:

. Patient - and understand the apprentice needs time to learn and practise
their skills to become as good as their mentor.

. Organized - and set a schedule to meet regularly with their apprentice to
track their learning and make plans for new learning.

. Positive - and supportive in helping an apprentice tackle new learning and
encourage them to keep working on skills they find difficult to learn.

. Respectful - so that other employees in the workplace accept the
apprentice and are willing to help and encourage the new apprentice.

As a mentor, you are a role model for your apprentice. To create a successful
relationship between you and your apprentice you can:

. Lead by example. If you set safety and quality assurance as firsts on your
list each and every day, so will your apprentice.

° Build trust. If you want your apprentice to trust and respect you, you can
show trust in them by assigning them some responsibility as soon as you see
an opportunity.

. Communicate. Communication is a two-way street. Be willing to listen as
you give directions and be available to your apprentice when they need you.
Always treat every question seriously. If your apprentice has the confidence
to ask, it is important to give a respectful answer.

. Be reliable. Your apprentices need to know they can depend on you when
they run into a problem. Create supportive relationships with other
employees so if you are away from the workplace, your apprentice feels
confident in approaching another employee for help.
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK
6.1 Tips

. Give clear instructions. When assigning a task and giving direction, give
step-by-step instructions, then ask your apprentice to repeat the
instructions. This gives them the opportunity to ask questions on things that
might not be clear to them.

Checklist for giving instructions:

v explain the task
v show them how it is done
v answer their questions
v oversee the work
v give them time to practise
v give feedback on how they are doing
v take time to show them how to do the task better
. Give feedback. Giving feedback often helps your apprentice to have a clear

understanding of what you want them to do and how you want them to
perform. The PSR helps you to give feedback because each knowledge, skills
and ability (competency) statement is clear.

There are three types of feedback that work best in the workplace:

Positive feedback means you want your apprentice to
continue what they are doing. People are motivated by
hearing they are doing a good job. They usually do more
and try harder.

Constructive feedback means you want your apprentice to
change how or what they are doing. Offering support and
guidance to your apprentice to make the changes you need
usually brings the best results.

Direct feedback focuses on what you have seen, not on
secondhand information. Focus on how the apprentice is
doing and what you have planned for them to do.

Tiade. rage ®
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON'’'S HANDBOOK
. Give your apprentice experience in many skills. Sometimes apprentices
end up performing the same set of skills over and over again because they
are really good at them. They are required to learn the scope of the entire
trade during their apprenticeship. If you have the capability, it would be
helpful to take advantage of the opportunity to cover a wide range of skills

by moving your apprentice from one set of skills to another on a regular
basis.

. Track and Document learning. Every employer cannot offer an apprentice
training in every skill in a trade because each workplace is unique. Some
workplaces are specialists in one area of a trade.

As a journeyperson, you have the responsibility to sign off on the skills your
apprentice learns under your guidance in your workplace. A PSR can help
you identify those skills.

Setting a regular review date once every month or two, and keeping that
time just for you and your apprentice, can increase their scope in their trade
and increase their knowledge which will be an asset in the workplace.

This meeting time gives you the best opportunity to:

- monitor your apprentice’s progress,
- make a plan with him/her to learn more skills, and
- find out if there are any problem areas where he/she may need help.

Regular meeting dates also help your apprentice to be prepared and able to
track his/her learning. This can be done by using a Professional Skills Record
(PSR).

7 So how do I use a Professional Skills Record (PSR) with
my apprentice?

The PSR is laid out in a chart. Each skill your apprentice has to learn has an action
word to tell them how they are supposed to perform a skill. It gives you a level you
can use to judge whether they are performing that skill properly. Industry
standard is the term used to describe when your apprentice can complete a task
to the level and quality of performance required by industry without assistance or
supervision.

When you see the words “demonstrate an understanding of,” you may find it easier
to ask them questions about the skill to make sure they know what they are doing.

..'l‘ (l Page 7
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK

Your apprentice has the responsibility to complete the “Knowledge, Skills and
Abilities — Competencies” section.

Trade Name
IP Exam - 125 Questions

BLOCK A
5% - 6 questions on the IP

Learning Category
OCCUPATIONAL
SKILLS
Task1-A
3 questions on the IP exam

Learning Outcome
Uses and maintains tools and

equipment

Journeyperson
Sign-off
Task 1

]

Complete

]

Incomplete

When you are sure your apprentice has proven
to you they have completed the learning they
say they have, you verify it by initialing the sub-

task.

4

Knowledge, Skills and Abilities - Competencies

SUB-TASK
1.01

Learning Objective
Uses hand tools

JP Sign-off

1.01.01
Identify boring tools

Rating Complete

Proof I:I

Use

1.01.02
Identify hand cutting
tools

Rating Complete

Proof I:I

Use

Tiade.
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When your apprentice proves to you that

he/she has finished enough sub-tasks to

have a good grasp of the task, you verify
= that learning by initialing “complete”.

If your apprentice has not completed

= enough sub-tasks or you do not agree with
the ratings they have given themselves,
initial “incomplete”.
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PROFESSIONAL SKILLS RECORD (PSR)
JOURNEYPERSON’S HANDBOOK

Task I If you have any sub-tasks you want your
Learning Needs apprentice to work on, list them in this section
and add any comments you have.
Sub-Tasks
Learning Objectives You might
to be completed e set a timeframe when you want these skills
Comments

to improve

&

e suggest some manuals they could read

e suggest they go to their local college or
training school for technical skills help

e suggest they go for help to an adult
education facility if they need any academic
help, for example, help in math or help in
using the code book.

You have now created a learning plan for your apprentice using a PSR.

Your apprentice can then begin working on these sub-tasks or follow up on
suggestions you have made to help them be successful in their trade career. By
using a PSR, you now have a documented, written performance review that you can
use in later sessions with your apprentice.

The PSR can help you give a fair assessment of your apprentice’s ability to perform
each technical skill task. If you are assigned an apprentice from another employer,
province, territory or country, you can use the PSR to review his/her skills so you
do not waste your valuable time teaching them skills they already know and can do.
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PROFESSIONAL SKILLS RECORD

A tool for recording and recognizing skills and learning of trade apprentices
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NOC 7272
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The Professional Skills Record (PSR) is a technical skills assessment tool designed to be used in the
workplace by an apprentice and a journeyperson. The PSR has taken the content from the National
Occupational Analysis (NOA) and arranged it so apprentices can use it to measure their progress in their trade
from the time they sign up for apprenticeship through to Red Seal certification.

This PSR has been through a validation process with a team of trade professionals with Certificate of
Qualifications, Red Seal endorsement, who reached agreement on the wording of each and every knowledge
and skill (competency) to make it measurable.

The PSR was originally designed as a tool to help apprentices move through a Recognition for Skills and
Learning (RSL) process so they can receive recognition for skills they have, no matter where they learned them.
Through completion of a PSR, they can avoid relearning what they already know and can do by entering the
apprenticeship Block/Period/Level in-school process at a higher level. For example, move directly into
Block/Period/Level three rather than relearning Block/Period/Level One and Two.

Feedback from testing and validation of the PSR has opened many new possibilities for using this tool.
The PSR can be used:

= as a tool for valid assessment in a Recognition for Skills and Learning (RSL) process

= as a tool that new Canadians and people planning to emigrate can use, to assess their skills against
Canadian standards, receive recognition for skills they already have and, if necessary, make a plan to fill
any technical skill gaps they may still have

* in the secondary-school system and in post-secondary trades training so students can know the full scope
of the trade they are entering

= as a tool to guide journeypersons while they are mentoring apprentices so they are aware of all the skills

apprentices need to learn to be fully competent in their professional trade designation.

INFORMATION SITES: PROJECT SITE CANADIAN RED SEAL SITE
www.tradeessentials.ca www.red-seal.ca

Trﬂﬂe_ Cabinetmaker
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Cabinetmaker Trade Information

Name:

Full Address:

Email Address:

Phone: Home Cell

Technical Skills Journeyperson Assessor/s

Name: Business Name:
Phone:Home: Work: Cell: Business Address:
Email Address:

Name: Business Name:
Phone:Home: Work: Cell: Business Address:
Email Address:

Name: Business Name:
Phone:Home: Work: Cell: Business Address:
Email Address:

Apprenticeship Program Start Date Completion Date: Red Seal Certification Date

Apprenticeship Training Officer:

Signature:
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Professional Skills Record (PSR) Development

Professional Skills Record (PSR)

The Professional Skills Record (PSR) is designed as a tool of assessment. Learning and skills are validated through
the PSR when they are signed-off by a journeyperson in the trade in which the apprenticeship is being served.

All skills and learning assessed in this PSR are measured against the standards listed in the National Occupational
Analysis (NOA). The NOA is recognized by the Canadian Council of Directors of Apprenticeship (CCDA) as the
national standard for the occupation of Cabinetmaker.

PSR Cabinetmaker Document Validation

To conduct a reliable assessment through a formal recognition process, skills and learning statements must be
measurable. To assess skills and learning using a PSR in the trades, the Knowledge, Skills and Abilities listed in
the NOA have been made into measurable competency statements by adding an “action word.” This action word
describes the skill and learning level which must be reached by an apprentice on the job in order to meet
industry standards. Each PSR has been validated by a trades team, all of whom hold a Certificate of Qualification
with Red Seal endorsement, and who reached consensus on each action word used in every knowledge, skill and
ability statement.

Trﬂﬂe_ ) Cabinetmaker
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Where Technical Trade Learning Happens

This Professional Skills Record (PSR) records and recognizes directly related trade technical skills and
knowledge learned through:

e Formal Learning — structured learning that occurs in formal education and training institutions (for example, high
school, trades school, apprenticeship programs, registered union and industry training programs)

¢ Non-formal Learning — learning that happens through planned, structured training or education outside the
formal education system (for example, workshops, seminars, community school)

¢ Informal/Experiential Learning — learning that results from experience, occurs outside a structured
environment, and is controlled by the learner (for example, experience on-the-job, volunteer work, self-study and
life experiences). Informal or experiential learning must be current and essential to the trade.

Definitions: Adopted and/or interpreted from Work-related Informal Learning: Research and Practice in the
Canadian Context, CAPLA 2008

Academic Trade Requirement

Trade Designation: Cabinetmaker National Occupational Classification (NOC) 7272

One of the following prerequisites must be met before writing the Interprovincial Red Seal exam: an academic

Grade 12 certificate or a General Education Diploma (GED) or successful assessment in the following Essential
Skills.

Essential Skills common to all trades are listed in Appendix B of this document. Specific Essential Skills for the
Cabinetmaker trade are listed on the Red Seal website: www.red-seal.ca. (Once on that site, you will find the
Essential Skills Profiles under “National Occupational Analysis.”)

Trﬂﬂe_ B Cabinetmaker
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A document can prove valuable learning that is recognized by industry and learning institutions.
Record and save every document earned in industry, trade school or union.

Document Record

Evidence of recognition for:
Document . Recognition
A Issued By Place Issued | Date Issued slesiers TERE AERIEIIE
Learning Category/s Learning Outcome/s Requirement Awarded
Completed Completed

o Cabinetmaker
Trﬂﬂeﬂ l iii NOC 7272
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Prior Learning Assessment and Recognition (PLAR). . . Recognition for Skills and Learning (RSL)

PLAR is a formal recognition process in which a variety of tools are used to help people identify, demonstrate and
receive recognition for skills and learning they have from the workplace, educational institutions, credentialing
organizations or regulatory bodies.

The Professional Skills Record (PSR) is a tool designed to assist a trades apprentice to record skills and
learning, and then receive recognition for the skills and learning through a PLAR trades process called:

RECOGNITION FOR SKILLS AND LEARNING (RSL)

Traditionally, 80% of learning in a trade happens in the workplace. Through a Recognition for Skills and
Learning (RSL) process, an apprentice can advance in a trade when they prove they have the required hours,
skills and learning for that trade. Proof of skills and learning is recorded by the apprentice in a PSR and verified
when signed-off by a journeyperson in that trade.

Through the completion of a PSR, an apprentice can avoid relearning what they already know and can do. Through
an RSL process, a trade apprentice can submit a PSR for assessment to:

= advance in Block/Period/Level in-school training by not having to complete a Block/Period/Level in which
proof is provided that skills and learning have already been achieved for that Block/Period/Level.

» transfer common skills from one trade to another - Skills and learning must be transferred prior to
writing the Interprovincial Red Seal exam. The same skills and learning cannot be recognized
toward certification in two trades.

» compare skills and learning in a trade from another country to Canadian standards (as stated in the
National Occupational Analysis) and receive recognition for the skills and learning that meets Canadian

standards.
Trﬂﬂe ) Cabinetmaker
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The following assessment indicators (Rating, Proof, Use) have been developed to help record and then assess skills and
learning in accordance with the standards of the trade outlined in the National Occupational Analysis (NOA).

Assessment Standard ONE

Rating: Self-assessment performance rating in the workplace

Workplace Performance Rating | Examples of Workplace position/s
Can perform this task and series of sub-tasks: 6 Journeyperson with a Certificate of Qualification, Red Seal
- to meet or shorten task timelines endorsement and/or Gold Seal tradesperson who is an expert in their
- beyond the expected level and quality of field
performance required by industry - Project Manager/Foreman
_ can manage, lead and train others to - Highly skilled and experienced Manager/Supervisor
perform this task and series of sub-tasks - Expert who comes from industry to serve as an instructor in a trades

training program

Can perform this task and series of sub-tasks: 5 Highly skilled and experienced journeyperson with a Certificate of
- to meet or shorten task timelines Qualification, Red Seal endorsement to whom co-workers turn for
- to the highest level and quality of performance required by direction and help

industry

- take the initiative to respond to unexpected situations
when they arise and supervise others

Can perform this task and series of sub-tasks: 4 Experienced, skilled journeyperson with a Certificate of Qualification,
- to meet task timelines Red Seal endorsement

- to the highest level and quality required by industry
without supervision

Can perform this task and series of sub-tasks: Newly certified journeyperson with a Certificate of Qualification, Red
- to the level and quality required by industry without Seal endorsement

assistance or supervision

Can perform this task and series of sub-tasks: 2 Apprentice working under the direction of a journeyperson with a
- to the required level and qua“w of performance with Certificate of Qualification, Red Seal endorsement

direction, some assistance and supervision

Can perform this task and series of sub-tasks: 1 A helper or new apprentice who must work directly under the constant

- to the required level and quality of performance with supervision of a journeyperson with a Certificate of Qualification, Red
assistance and constant supervision Seal endorsement

T[‘ﬂﬂe Cabinetmaker
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Assessment Standard TWO

Proof: Self-assessment options to prove skills and learning have been achieved

Type of Proof — Observation ... Interview ... Documentation

Observation When you choose “Observation” to prove that you can perform a task, the person who verifies
your work must be Red Seal Certified in the trade in which you are an apprentice.

Interview When you choose “Interview” to prove that you can perform the task, the person who verifies
your work must be Red Seal Certified in the trade in which you are an apprentice. In the case

of a panel, at least one person on the panel must be Red Seal Certified in the trade in which
you are an apprentice.

Documentation When you choose “Documentation” to prove that you can perform a task, the document must
be from a certified training school or from an industry training course. Course content must be
part of the requirements of your trade. If the document is from another country, it must be
verified as equivalent to Canadian requirements in the trade.

NOTE: Gather all your documents and keep them with your PSR.

Cabinetmaker
ikl exeniial
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Assessment Standard THREE

Use: Self-assessment rating to help make a plan for additional learning and skill updates needed to be
successful in achieving goals in a trade

Use of Knowledge, Skills and Abilities — 1 Daily 2 Often 3 Seldom 4 Never

Show how often you use a skill. This will help you to know:

¢ what skills you do well because you do them on a regular basis

¢ what skills you have to update if you want to transfer to another employer or move to another province or
territory

¢ what skills you have to get from a training school, industry program or other employer

Completing this PSR can help you:
+ know the full scope of your trade by exploring all the technical skills in your trade
+ highlight the skills you already have

¢ identify any gaps that you may have to fill so you can be successful in writing your Interprovincial Red Seal
certification exam

¢ create a plan you can follow to fill these technical skills gaps

Cabinetmaker

Trade, )
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Professional Skills Record (PSR) Components

Information from the National Occupational Analysis (NOA) is the foundation document for the Professional Skills
Record (PSR). The PSR has been designed so that information is easily found to help a trade apprentice take
control and direct his/her own individual skills and learning path.

Information in the PSR includes:

Cabinetmaker -« Trade Designation
IP Exam - 150 «— Total number of questions on the Interprovincial (IP) Red Seal exam
Questions

BLOCK A A block is the largest division in an NOA and PSR

16%0 - 24 questions on
the IP exam

- Number of questions from a Block on the IP Red Seal exam

Learning Cateqory <—F—— Learning Category is another name for Block
OCCUPATIONAL SKILLS «—F—— Name of a block or learning category
o Cabinetmaker
Iesr?eﬂlf“als viii NOC 7272
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Professional Skills Record (PSR) Components (cont’d)

Task 1 — A Task Number and Block/Category (letter number)

7 questions on the Number of questions on the IP Red Seal exam from the task
IP exam

Learning OQutcome Learning Outcome is another name for a task

Maintains tools and Task or learning outcome description
equipment

Journeyperson
Sign-off
Task 1
Complete ] -l Journeyperson’s initials verify that an apprentice can perform the task to industry
standards.
Incomplete ] <« Journeyperson’s initials indicate “incomplete” when the apprentice requires more
work because the task is not being performed to industry standards.
Tl Cabinetmaker
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Professional Skills Record (PSR) Set-up (cont’d)

Task 1
Learning Needs

Sub-Tasks
Learning Objectives

Journeyperson lists any Sub-Tasks (Learning Objectives that an apprentice must improve

To be completed before they can have their Task (Learning Outcome) signed off).

Comments P
When completed, this column becomes a learning plan for the apprentice.
Sub-Task
1.02 <+<—— Sub-Task Number
Learning Objective <+—— Learning Objective is another name for sub-task
Maintains portable power toolse«—— Sub-task or learning objective description
JP Sign-off <+<—— Journeyperson assesses and signs off when the apprentice can perform a sub-task
or learning objective to industry standard
Cabinetmaker
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How to Self-Assess Skills and Learning Using a PSR

For easier use, the self-assessment charts have been shortened into an assessment key which is
located at the top of each two-page section in a PSR. The 73" rating is considered “Industry Standard.”

RATING: 6 - Expert perform a task beyond expected level and quality of performance, lead and/or

teach others

5- Highly skilled perform a task to the highest level and quality of performance, supervise
others

4 - Meet task timelines and perform tasks to the highest level and quality required by
industry, without supervision

3 - Complete a task to the level and quality of performance reguired by industry
without assistance or supervision

2 - Complete a task with some assistance and supervision
1- Complete task with assistance and constant supervision
TYPE OF PROOF: O - Observation I - Interview D - Documentation
USE: 1 — Daily 2 — Often 3 — Seldom 4 - Never
o Cabinetmaker
ki esienials
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How to Record Skills and Learning Using a PSR

Self-assessment takes place where the learning of skills takes place in each of the Knowledge, Skills and
Abilities. (Knowledge, Skills and Abilities can also be called Competencies).

1.02.01

Identify types of portable power tools such as Skill and Learning that must meet industry standard.

<_

cordless and corded

Rating 5 <+—— Choose and insert a number from the RATING key that best
describes your level of performance in the workplace.

Proof | <+—— Choose and insert a letter from the PROOF key that indicates
your best choice to provide proof that you have this knowledge,
skill and ability in the trade.

Use 2 <«—— Choose and insert a number from the USE key that indicates

how often you use the knowledge, skills and ability
(competency).

Complete <«—— Insert a check mark in the box to indicate completion of the
competency to industry standard.

Tips to making sure you get recognition for all your skills and learning:

" take your time when you are working on your PSR

" do not try to complete too much at any one time

. be fair and honest with yourself; remember, this is a self-assessment tool
" focus on each task (learning outcome) and sub-task (learning objective)

Cabinetmaker

Trade, )
[EE1 essentials xii NOC 7272
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Cabinet Maker
IP Exam - 150 Questions

BLOCK A
16% - 24 questions on the
IP exam

Learning Cateqgory
OCCUPATIONAL SKILLS

Task 1-A
7 questions on the IP
exam

Learning Outcome
Maintains tools and

equipment

Rating:

6 - Expert, perform a task beyond expected level and quality of performance, lead and/or teach others

5 - Highly skilled, perform a task to the highest level and quality of performance, supervise others

4 - Meet task timelines and perform tasks to the highest level and quality required by industry, without supervision
3 - Complete a task to the level and quality of performance required by industry without assistance or supervision

2 - Complete a task with some assistance and supervision
1 - Complete task with assistance and constant supervision

Type of Proof: O - Observation | - Interview D - Documentation
Use: 1 - Daily 2 - Often 3 - Seldom 4 - Never
Knowledge, Skills and Abilities - Competencies
SUB-TASK 1.01.01 1.01.02 1.01.03 1.01.04 1.01.05
1.01 Identify and select types of Identify and determine Clean hand tools Organize and store hand Sharpen hand tools such as

Learning Objective
Maintains hand tools

hand tools

limitations of hand tools

tools

planes and chisels

Journeyperson
Sign-off
Task 1
Complete |:|
Incomplete |:|
Task 1

Learning Needs

Sub-Tasks
Learning Objectives
to be completed
Comments

Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof |:| Proof |:| Proof |:| Proof |:| Proof |:|
JP Sign-off Use Use Use Use Use
1.01.06
Recognize worn, damaged or|
defective tools
Rating Complete
Proof
Use
SUB-TASK 1.02.01 1.02.02 1.02.03 1.02.04 1.02.05
1.02 Identify and select types of Identify and determine Clean portable power tools Change components such as| Organize and store portable

Learning Objective
Maintains portable

portable power tools such as
cordless and corded

limitations of portable power
tools

belts, blades, bits and knives

power tools

power tools
Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof
JP Sign-off Use Use Use Use Use
1.02.06 1.02.07

Lubricate components

Rating Complete
Proof
Use

Recognize worn, damaged or|
defective portable power
tools

Rating Complete
Proof
Use




Task 1-A
(cont'd)

Learning Outcome
Maintains tools and

equipment

Knowledge, Skills and Abilities - Competencies

Task 1
Learning Needs

Sub-Tasks
Learning Objectives
to be completed
Comments

SUB-TASK
1.03

Learning Objective
Maintains stationary

power tools and

1.03.01

Identify and select types of
stationary power tools and
equipment

1.03.02

Identify and determine
limitations of stationary
power tools and equipment

1.03.03
Clean stationary power tools
and equipment

1.03.04
Change components such as
blades, bits and knives

1.03.05
Lubricate components

equipment Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete

Proof |:| Proof Proof Proof Proof
JP Sign-off Use Use Use Use Use

1.03.06 1.03.07
Use dust collector during use| Recognize worn, damaged orf
of stationary power tools and| defective stationary power
equipment tools and equipment
Rating Complete Rating Complete
Proof Proof
Use Use

SUB-TASK 1.04.01 1.04.02 1.04.03 1.04.04 1.04.05

1.04 Identify and select types of Operate pneumatic Identify and determine Clean pneumatic tools Change components such

Learning Objective
Maintains pneumatic
tools and equipment

pneumatic tools such as
nailers, staplers and drills

equipment such as
compressors and air dryers

limitations of pneumatic tools

as bits, air hoses and fittings

Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof

JP Sign-off Use Use Use Use Use
1.04.06 1.04.07 1.04.08 1.04.09

Lubricate components

Rating Complete
Proof
Use

Organize and store
pneumatic tools and
equipment

Rating Complete
Proof
Use

Drain compressors and air
dryers

Rating Complete
Proof
Use

Recognize worn, damaged or|
defective pneumatic tools
and equipment

Rating Complete
Proof
Use




Task 1-A
(cont'd)

Learning Outcome
Maintains tools and

equipment

Task 1
Learning Needs

Sub-Tasks
Learning Objectives
to be completed
Comments

Rating:

6 - Expert, perform a task beyond expected level and quality of performance, lead and/or teach others

5 - Highly skilled, perform a task to the highest level and quality of performance, supervise others
4 - Meet task timelines and perform tasks to the highest level and quality required by industry, without supervision
3 - Complete a task to the level and quality of performance required by industry without assistance or supervision

2 - Complete a task with some assistance and supervision
1 - Complete task with assistance and constant supervision

Type of Proof: O - Observation | - Interview D - Documentation
Use: 1 - Daily 2 - Often 3 - Seldom 4 - Never
Knowledge, Skills and Abilities - Competencies
SUB-TASK 1.05.01 1.05.02 1.05.03 1.05.04 1.05.05
1.05 Identify and select types of Obtain training and Identify and determine Identify hazards associated Clean and lubricate powder-

Learning Objective
Maintains powder-
actuated tools

powder-actuated tools

certification requirements for
the use and maintenance of
powder-actuated tools

limitations of powder-
actuated tools

with powder-actuated tools

actuated tools

Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof
JP Sign-off Use Use Use Use Use
1.05.06 1.05.07
Organize and store powder- Recognize worn, damaged or|
actuated tools and charges defective powder-actuated
tools
Rating Complete Rating Complete
Proof Proof
Use Use
SUB-TASK 1.06.01 1.06.02 1.06.03 1.06.04 1.06.05
1.06 Identify and demonstrate Determine lighting and Identify and manage cleaning| Identify and maintain Identify and eliminate health

Learning Objective
Maintains finishing

types of finishing equipment
such as sprayers, brushes
and spray booth

ventilation requirements

supplies such as solvents,
lacquer thinners and rags

pneumatic equipment such
as compressors, gauges and
filters

hazards associated with
handling solvents and
lacquer thinners

equipment
Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof
JP Sign-off Use Use Use Use Use
1.06.06 1.06.07 1.06.08 1.06.09 1.06.10

Change filters

Rating Complete
Proof |:|
Use

Clean and lubricate finishing
equipment

Rating Complete
Proof |:|
Use

Store finishing equipment

Rating Complete
Proof |:|
Use

Store solvents and lacquer
thinners

Rating Complete
Proof |:|
Use

Recognize worn, damaged or|
defective finishing equipment

Rating Complete
Proof |:|
Use




Task 1-A
(cont'd)

Learning Outcome
Maintains tools and

equipment

Knowledge, Skills and Abilities - Competencies

Task 1
Learning Needs

Sub-Tasks
Learning Objectives
to be completed
Comments

SUB-TASK
1.07

Learning Objective
Maintains personal

protective equipment
(PPE) and safety
equipment
JP Sign-off

1.07.01

Identify and demonstrate
types of PPE such as eye
protection, hearing
protection, foot protection
and respiratory protection
equipment

1.07.02

Locate types of safety
equipment such as eye wash
station, fire extinguishers and
first aid kits

1.07.03
Clean PPE and safety
equipment

1.07.04
Change respirator filters

1.07.05
Store PPE and safety
equipment

Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof

Use Use Use Use Use

1.07.06

Recognize worn, damaged or|
defective PPE and safety
equipment

Rating Complete
Proof
Use




Task 2 - A
7 questions on the IP
exam

Rating: 6 - Expert, perform a task beyond expected level and guality of performance, lead and/or teach others

5 - Highly skilled, perform a task to the highest level and quality of performance, supervise others

4 - Meet task timelines and perform tasks to the highest level and quality required by industry, without supervision

3 - Complete a task to the level and quality of performance required by industry without assistance or supervision
2 - Complete a task with some assistance and supervision

1 - Complete task with assistance and constant supervision

Learning Outcome
Organizes work

Type of Proof: O - Observation | - Interview D - Documentation
Journeyperson Use: 1 - Daily 2 - Often 3 - Seldom 4 - Never
Sign-off
Task 2 Knowledge, Skills and Abilities - Competencies
SUB-TASK 2.01.01 2.01.02 2.01.03 2.01.04 2.01.05
Complete |:| 2.01 Interpret and use trade Explain technical information | Acquire information through Communicate with Communicate with suppliers
terminology guestioning customers
Incomplete [ Learning Objective
Communicates with
others
Task 2 Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete
Learning Needs Proof Proof Proof Proof Proof
JP Sign-off Use _ Use _ Use _ Use _ Use _
Sub-Tasks
Learning Objectives 2.01.06 2.01.07 2.01.08 2.01.09
to be completed Communicate with Consult with colleagues Communicate with other Mentor apprentices
Comments supervisors tradespeople
Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete
Proof |:| Proof Proof Proof
Use _ Use Use Use _
SUB-TASK 2.02.01 2.02.02 2.02.03 2.02.04 2.02.05
2.02 Interpret and follow types of Locate and use safety Locate information Use reference material such Interpret manufacturers'
documentation such as work | documentation such as as hardware manuals and specifications
Learning Objective orders and plans WHMIS labels and MSDS manufacturers' directions
Uses documentation
Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete
Proof Proof Proof Proof Proof
JP Sign-off Use _ Use _ Use _ Use Use
2.02.06 2.02.07 2.02.08
Interpret jurisdictional and Complete work-related Document issues such as
national codes records hazards and worksite
problems
Rating __ Complete Rating __ Complete Rating __ Complete
Proof Proof Proof
Use . Use . Use .




Task 2 - A
(cont'd)

Learning Outcome
Organizes work

Knowledge, Skills and Abilities - Competencies

Task 2
Learning Needs

Sub-Tasks
Learning Objectives
to be completed
Comments

2.03 2.03.01 2.03.02 2.03.03 2.03.04 2.03.05
Interpret and present types of| Interpret and follow drawing Demonstrate an Locate information in plans Make notes from prints and
Learning Objective drawings such as rough specifications understanding of types of and drawings drawings
Interprets prints and sketches, shop drawings and views such as plan,
drawings plans elevation, section and detail
Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete Rating __ Complete
JP Sign-off Proof |:| Proof Proof Proof Proof
Use Use _ Use _ Use Use _
2.03.06 2.03.07
Produce material take offs Recognize symbols on
architectural drawings such
as mechanical and electrical
symbols
Rating __ Complete Rating __ Complete
Proof Proof
Use _ Use
SUB-TASK 2.04.01 2.04.02 2.04.03 2.04.04 2.04.05
2.04 Prepare sequencing of work Prepare and set up Implement project scheduling| Set daily, weekly and project | Determine material

Learning Objective
Plans project tasks

scheduling work with other
trades

objectives

requirements

Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof

JP Sign-off Use Use Use Use Use
2.04.06 2.04.07

Determine tool and
equipment requirements

Rating Complete
Proof
Use

Determine labour
requirements

Rating Complete
Proof
Use




Task 2 - A
(cont'd)

Learning Outcome
Organizes work

Task 2
Learning Needs

Sub-Tasks
Learning Objectives
to be completed
Comments

Rating:

6 - Expert, perform a task beyond expected level and quality of performance, lead and/or teach others

5 - Highly skilled, perform a task to the highest level and quality of performance, supervise others

4 - Meet task timelines and perform tasks to the highest level and quality required by industry, without supervision
3 - Complete a task to the level and quality of performance required by industry without assistance or supervision

2 - Complete a task with some assistance and supervision
1 - Complete task with assistance and constant supervision

Type of Proof: O - Observation | - Interview D - Documentation
Use: 1 - Daily 2 - Often 3 - Seldom 4 - Never
Knowledge, Skills and Abilities - Competencies

2.05 2.05.01 2.05.02 2.05.03 2.05.04 2.05.05

Learning Objective
Performs basic design

Identify and interpret the
characteristics and

applications of materials and

State location of installed
cabinets, stairs and
architectural millwork

Define and demonstrate
standard dimensions such as
table and chair heights and

Estimate and incorporate the
value of materials

Interpret client needs and
preferences

hardware counter heights
Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
JP Sign-off Proof Proof |:| Proof Proof Proof
Use Use Use Use Use
2.05.06 2.05.07
Draw a sketch such as Maximize yield from
rough, isometric and materials
orthographic
Rating Complete Rating Complete
Proof Proof
Use Use
SUB-TASK 2.06.01 2.06.02 2.06.03 2.06.04 2.06.05
2.06 Identify and determine quality] Select layout materials such Use layout tools such as Transfer print information Use site measurements
and characteristics of as hardboard and medium trammel points, straight and specifications to full
Learning Objective materials and hardware density fibreboard (MDF) edges and tape measures scale layout
Performs layout of
cabinets, furniture and
architectural millwork Rating Complete Rating Complete Rating Complete Rating Complete Rating Complete
Proof Proof Proof Proof Proof
JP Sign-off Use Use Use Use Use
2.06.06 2.06.07 2.06