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APPENDIX K

Using the Ontario Skills Passport to Track

Development of Essential Skills and Work Habits

The Ontario Skills Passport (OSP) is a bilingual web-based resource that provides easy-to-
understand descriptions of Essential Skills and work habits, as well as practical tasks that
illustrate how they are used in everyday life and on the job. The Essential Skills and work habits
included in the OSP are based on extensive research and consultation by Human Resources
and Skills Development Canada and the Ontario Ministry of Education. For more information on
Essential Skills, work habits, and the OSP, go to http://skills.edu.gov.on.ca.

The OSP Action Plan for Learners and the OSP Action Plan for Job Seekers provide an
overview of the OSP and ways in which it can be used to track and plan skills development.

Evidence of development of Essential Skills and work habits can be gathered in several ways:

e Observation (e.g., If the student is going to the workplace or attending a program on a
regular basis and calls in to say that he or she is going to be late or absent, then the
student would be demonstrating the work habits of “reliability” and “initiative”.)

e Employer evaluation (e.g., If the employer gives the student a task to complete by a
specified time and if he or she successfully gets it done within the allotted time, then the
student would be demonstrating the Essential Skill(s) involved in the tasks, as well as
the work habit of “reliability.)

e Student tasks on the job (e.g., The student may produce a piece of work that clearly
demonstrates one or more Essential Skills and work habits.)

The OSP Tracker (see below) is a handy resource that helps students track their development
of Essential Skills and work habits. Each to the Essential Skills in the OSP has a complexity
rating scale, ranging between 1 and 4 or 5 depending on the skill, which describes the skill level
associated with a task. This scale allows each Essential Skills task to be assessed for its
relative difficulty. Work habits in the OSP do not have complexity rating scales, but
performance indicators are given for each one.
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